
STAR CITY SCHOOL DISTRICT RULES AND REGULATIONS
2021-2022

Below outlines some of the procedures we use.
If at any time you have questions or are not sure on a procedure contact us in the
administration office.  We will direct you to the person who can answer your
questions and be glad to help.

FORMS
All requests must be made on the correct forms:  Travel reimbursement, Purchase Order
request, Check Request, Workshop request, etc.  No requests will be processed without
the proper form, signatures and attachments.  PLEASE USE CURRENT FORMS.  Please
do not call, verbally tell or email a principal/supervisor to have them request your needs.
Incomplete forms will not be processed until completed. Remember that all requests
must be approved by your principal/supervisor before they can be processed.

EMAIL
Please be sure that you check your email regularly. Most communication from the
administration office is done by email. If you receive an email requesting information,
please reply back by email so we can have your answer in print for us to remember
later or print and attach to forms when needed.

INVOICES
If you should receive an invoice from any vendor please forward that on to Janice
Maroney so we can be sure that payment is made.

WORKSHOP REQUEST
All workshop attendance with a registration fee and/or hotel reservation should be
requested using the workshop request form.  This form, a completed registration form
and a copy of all workshop information (Be sure this information includes all dates, times
and activities) should be submitted to your supervisor. All requests must be approved by
your principal/supervisor and then funds approved in the administration office.
Registration will be processed by the administration office after final approval.  Be sure
you complete all necessary forms so that your registration will not be delayed by
incomplete information.  If the workshop/conference requires you to register online
through your individual account, you will be sent the PO after processing and can
complete your registration.  If asked, please indicate that billing should be sent to
janice.maroney@starcityschools.org.  When completed please send a copy of the
registration confirmation, and/or invoice if sent to you, to Mrs. Maroney to have payment
processed.  (if this is received by email you can forward the email)

Be sure that you submit all workshop requests in advance. All workshop requests must
go through several approvals, so it can take time to process.  If it is a multiple day
training requiring an overnight stay, hotels book quickly and should be requested as soon
as you know about the workshop.  Hotel reservations will not be made until all approvals
have been received.



Staff members attending training should request the use of a school vehicle for travel and
travel together when attending the same training. Mileage reimbursement will only be
made if there is no school vehicle available.

TRAVEL REIMBURSEMENT/ARRANGEMENTS
You are not required to turn in meal tickets for reimbursement.  You will be reimbursed
for any eligible meals at the set rate for that meal. In order for us to verify this you
must complete the departure date/time and return date/time. (you cannot be
reimbursed for any meal that is being provided as part of the conference or hotel
reservation). You will also need to attach an agenda or schedule for the training that
states what is included in the training (not just a certificate of completion).  Meals
are still only reimbursable for required overnight travel.  All travel expense forms must
be approved by your principal/supervisor.

You will need to submit an invoice from the hotel. (Please turn the hotel invoice in as
soon as you return from travel.  This should not be attached to your travel reimbursement
request unless you paid for it and need to be reimbursed. Please do not hold hotel
invoices until you complete your travel form and have it approved)

Receipts for any other expenses must be attached and the section for other expenses
completed.   (EX:  cab, luggage fees, parking, etc)

Also please remember that all reimbursements for meals or other expenses related to
travel (even if you did not drive and will not have mileage) should be submitted on a
travel reimbursement form.  If you will not be reimbursed for mileage you should
indicate N/A in section II. Transportation on the reimbursement form, complete the
Meals section (for overnight travel only) and attach an agenda or schedule of events and
any receipts for other expenses.  For overnight travel please indicate the date and time of
your departure and return.  (This does not have to be an exact time)

MILEAGE
Staff must request the use of a school vehicle through trip direct for all travel and will
travel together when attending the same workshop/conference. You should print a copy of
your request for the vehicle to attach to your travel reimbursement form when you return.
If there is no vehicle available you will be notified and should print a copy of that
notification to also attach to your travel reimbursement form.  Mileage will only be
reimbursed when there is no school vehicle available for use. If a vehicle is available and
you choose not to use it you will not be reimbursed mileage.  Only one driver will be
reimbursed for mileage when attending the same workshop/conference unless prior
approval is received in writing.  This approval must be attached to your travel
reimbursement form to receive the mileage reimbursement.

LODGING
Lodging reservations will be made beginning the day of registration and ending the night
before the last day of the training.  Prior approval must be given for lodging prior to the
beginning day of a conference.
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Travel reimbursement requests should be turned in within 30 days of travel.  Do not
hold reimbursements all year.  Reimbursements cannot be made for a prior year.

NOTE:  You will be notified by email when you have a travel check ready for
pick-up.

REQUISITION
All materials/supplies should be requested with a Purchase Order Request.  Be sure that
all signatures are legible-if your signature is not legible please print your name along with
your signature.

Please be sure to complete all information on the request form, and complete a separate
request for each vendor.

You may write “see attached” in the description section of a PO requisition if you have a
completed order form or other listing of items attached, but the remainder of the
requisition form must be completed (vendor, subtotal, shipping, tax and total cost). [note:
if you attach a print out of your cart please be sure that it is printed one sided not front
and back as we sometimes miss half of your order if it is on the back]  If the vendor does
not provide shipping information then estimate shipping at 15%.  Tax should be figured
at 10.5%.   Tax should be calculated on the subtotal plus shipping.  The school district is
not tax exempt.  Taxes should be figured on all orders even if the vendor states they
charge no taxes. Taxes are either paid on the invoice or paid directly to the State through
our office.    Be sure that the order form you attach is legible as we send this on to the
vendor as your order.  Be sure that you are using a current catalog to obtain prices. All
requisitions must be signed by the building principal or supervisor.  No orders
should be placed before a purchase order has been requested and approved. If you
use the current PO request form and complete it on your computer the totals and taxes
will be figured for you.  You will still have to determine the amount of shipping to enter
where requested.  Check the vendor’s shipping policy to get their rates.
If requesting an Amazon order you should print out a cart of the items and attach so we
can be sure we are ordering the correct items.

Orders will be placed through the administration office after the requisition and fund
source have been approved.

We place all orders that we can by emailing them to the vendors.  When an order/PO is
emailed to a vendor we will CC that email to the principal that approved the requisition
and the staff member who requested it.

PO’s that the employee needs to make local purchases or a reimbursable purchase will be
sent to you by email with instructions.

Reimbursable purchases should be pre-approved with a purchase order request before
purchasing any items.  This request should be filled out with the employee as the vendor.
After you finish your purchases, you should sign your ticket(s), total them and attach
them to a copy of the approved PO and send it to the central office to have your
reimbursement processed.(you do not need to do separate PO requests if you plan to
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make purchases from multiple vendors as long as you do not exceed the limit of the PO.
Just total all receipts, sign them and attach to a copy of the PO and submit it for
reimbursement)  If you make purchases online you must also attach proof of receipt of all
items.  We can not reimburse you till you have received the items.

DO NOT HIGHLIGHT ANY ITEMS ON A RECEIPT. Highlighting some receipts
causes the ink to “disappear” making the receipt unreadable. When completing a check
request or purchase order request indicate if the items purchased are to be resold for
profit, or are being bought by students at cost (no profit).  Please indicate either of these
items in the space provided on the forms.  This information should also be provided on
all monies turned in for deposit.

All tickets/invoices must be signed on the front before turning in.

All Merchandise should be received in the administration building.  The orders are
checked in with the purchase order documentation, so that we have complete information
for payment.  Payment cannot be made until there is proper proof of receipt for all items.
Orders are checked in as soon as possible after receipt. When the order is completely
checked in it will be delivered to the appropriate campus or you may be contacted that it
is ready for pick up.   Do not come by or send anyone to the office to look through the
boxes, or ask about receipt of an order.  Please contact the administration office by email
if you have something time sensitive coming and someone can check for it when
packages arrive.   The only exception to this would be when the purchase is from a local
vendor and the staff member is picking up the items. An itemized ticket MUST be
returned to the administration office immediately upon returning to school.  Please be
sure that you sign the ticket on the front.  Failure to return the signed receipt/ticket could
result in the employee being responsible for the purchase. If you are making a
reimbursable purchase for items ordered you must submit a copy of the order and proof
of receipt of the items before you can receive your reimbursement.

Personal orders should not be shipped to the school.

CLUB DUES
Any request for payment of club dues to state/national organizations for students must
include a student list.

QUOTES
It is standard procedure for all purchases to be made with the best price and quality
considered.  Check on available prices.  If a purchase is $1000 or more, please attach
copies of pricing you received from other vendors. If a request will exceed $10,000, the
approval will have to be Board approved.  Contact the administration office with
questions or for instructions concerning your particular purchase.

EVENT REGISTRATIONS
Any request for payment of fees to any student event will need to have the following
documentation:

1) Completed check/purchase order request
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2) Student list of those participating
3) Documentation on the event (should include date, time, location and cost)

FIELD TRIPS
Field trip payment requests should be made 30 days in advance and should include the
following documentation:

1)  Proper request form (check or Purchase Order)
2)  Student list
3)  Proof of money received (can send copy of student check list from payment or
copy of receipts)
4)  Copy of reservation/information on destination, including date of trip, number
attending and cost per person

REPAIR REQUESTS
All requests for maintenance and technology repairs must be submitted online.  The link
for each can be found on the school website.  Paper forms for any repairs are no longer
being processed so be sure to submit your request online.

OUTGOING MAIL/PACKAGES
Letters containing more than six pages should be put into a larger manila envelope.
Correspondence containing between six and ten sheets can be mailed in a 6 x 9 envelope
with the pages folded in half.  Anything with more than 10 sheets should be sent in a 9 x
12 envelope without folding.

The postage machine will seal all envelopes as they are run through.  You should not
“tuck in” the flap but it should be folded down.

Any outgoing packages should be boxed, taped, addressed and sent to the administration
office accompanied by a completed package return form.

FUNDRAISERS
All fundraisers must be approved by the principal and superintendent.  A “Fundraising
Activity” sheet can be picked up at the principal’s office at each school.  Any activity that
produces a profit is considered a fundraiser and would require approval.  Merchandise
from the fundraiser should not be given away.  All monies received and spent in the
school district fall under the financial requirements of the district.

DATES TO REMEMBER
Classroom supply orders and requests for reimbursement from all teachers K-6, should be
received in the administration office by the last working day in February, 2021.
Expenditures must be paid within the same school year that the expense occurs.
Expenses that occur in one school year and the request for reimbursement is received in
the next school year cannot be paid.

ALL time sheets should be turned in weekly, no matter what job/duty is performed
or when the payment will be received.
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