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Title Name Phone              
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INTRODUCTION 
  

The mission of the Snook Independent School District is to provide a well-rounded educational 
environment that encourages students to develop their abilities to the fullest potential intellectually, 
physically, and socially in order to become responsible citizens.  An essential function of this commitment 
is the efficient and legal use of resources available to the district. The Business Office of Snook ISD is 
committed to the efficient and legal use of resources, as well as customer service; therefore this procedures 
manual provides guidance to employees on a variety of business topics.  

  

 

ETHICS 
 
Responsibility for financial affairs rests in the prudence and integrity in the management of the district 
funds which are committed to the employees’ custody and in all financial transactions. The responsibility 
lies not only in the Administration functions, but also for each individual employee that purchases products 
or services on behalf of the district, or is paid a salary for the performance of duties. District employees 
shall be sensitive and responsive to the rights of the public and its changing needs. District employees shall 
exhibit loyalty and trust in the financial affairs and interests of the government that they serve, and shall not 
knowingly be a party to or condone any illegal or improper financial activity. District employees shall not 
use public property or resources for personal gain.  

  
 

GIFT OF PUBLIC FUNDS 
  
Article III, Sections 51-53 of the Texas Constitution prohibits the gift or loaning of public funds.  What are 
Public Funds?  Public funds are “moneys belonging to the government, or any department of it in the hands 
of a public official” (Black’s Law Dictionary 856, 6th ed. 1991).  In summary, public funds are any funds 
from taxes or fees imposed by a governmental entity to raise revenues and any funds under the control of a 
governmental entity.    

  
Public Purpose of the Statute:  The Three-Step Test  

  
(1) To accomplish a public purpose, not to benefit private parties;  

(2) To retain public control over the funds to ensure that the public purpose is accomplished; and   

(3) To protect the public’s investment and ensure that the political subdivision receives a return 
benefit.  

 
 Some examples of gifts of public funds that are not allowed include, but are not limited to:  
  
1) Advances of payroll (This is the giving or lending of the credit of a political subdivision, which 

is expressly prohibited in the Texas Constitution, Article III, section 50);  

2) Issuing a district purchase order for employee personal purchases.  (This gives the employee 
the district discounts and/or tax exemption for which they might not otherwise be entitled to);  

3) Purchase of gift cards with district credit cards;  

4) The use of school employees to construct or maintain the real or personal property of a public 
servant constitutes the misapplication of public resources {Texas Penal Code, Section 39.02}.  
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5) Providing “release time” for the benefit of professional organizations is a gift of public funds 
{Opinion of Tex. Attorney Gen. No. MW-89 (1979)}.  This does not apply to developmental 
leave because it gives the public better-trained employees, and may be approved under Texas 
Education Code section 21.452 

6) Awards in excess of $20 to encourage student attendance, achievement, or other performance. 

 

FRAUD 
  

Financial fraud is the intentional misrepresentation of material existing fact made by one person to another 
with knowledge of its falsity and for the purpose of inducing the other person to act, and upon which the 
other person relies with resulting district financial injury or damage. Snook ISD is committed to the 
prevention of financial fraud. Employees are expected to handle district property and resources with the 
utmost care of a reasonably prudent person. Employees may observe financial activity in their environment 
that may need to be investigated. Therefore, employees are encouraged to report any observations of 
potential financial impropriety to their immediate supervisor. In the event that the employee would prefer to 
report their observations to someone other than their immediate supervisor, employees are encouraged to 
contact the Business Manager.  

  
Some examples of financial fraud include:  
  
1) Using school equipment, supplies or materials for personal use;  

2) Intentionally altering a government record so that the record is not factual;  

3) Intentionally writing the wrong date on a receiving record so that the expense is recorded in a different 
fiscal period than it would have been if it were the correct date; and/or  

4) Not depositing cash into the bank account when received (i.e. using the cash for a temporary personal 
loan, and paying it back on pay day).  

 
  
  

PURCHASING GUIDELINES  

 
  

PURCHASING SOURCES  
  

1) District Bids  

a) The District has a number of approved bids from various Purchasing Cooperatives that may be 
utilized by campuses/departments to purchase goods, supplies, or services.   Remember that just 

because a vendor is listed in TxEIS, it does not necessarily mean that they are an approved 

vendor for the current fiscal year.  Only approved vendors may be used for purchases in major 

supply categories unless a competitive bidding process is followed (usually takes 4-6 weeks to 
complete the process).  In addition, campuses/departments may call the Business Office for more 
information.  

b) The principal/department head shall follow the guidelines, as described subsequently, for 
purchasing requirements depending upon the total purchase price.  
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2) Bids or Contracts of Other Public Agencies (Cooperative Purchasing)  

a) The District may purchase products from bids or contracts awarded by other public agencies (i.e., 
Texas Comptroller of Public Accounts Cooperative Purchasing Program, DIR, TXMAS, EPIC6 
(ESC VI), Buy Board, TCPN, TIPS, or other school districts) provided the Board has approved a 
resolution to allow District participation.  This is referred to as cooperative and interlocal 
purchasing. Campus/Departments may call the Business Office for information about items 
available through cooperative purchasing and the procedures that must be followed.   

   

3) Sole Source Purchases  

a) Sole source purchases must be supported by a sole source affidavit which may be retrieved from the 
Business Office.  This is required regardless of the amount of the purchase.  The Purchasing 
Department will maintain these notarized letters from vendors.  If a purchase will be made from a 
vendor who claims that they are a sole source vendor, check with the Business Office to see if a 
letter is already on file.  If the Business Office does not have a letter from the vendor on file, it is 
required that the requesting campus or department obtain a sole source affidavit and W-9 form from 
the vendor for the permanent file.  The original affidavit and W-9 must be submitted to the 
Business Office along with all other required documents for processing.  If necessary, due to time 
constraints, the vendor’s affidavit and W-9 may be received by fax or e-mail, to be followed by the 
original in the mail.  The vendor’s affidavit must state exactly for which items that they are a sole 
source.  The vendor may only be a sole source of just one or two items in their entire catalog.  By 
definition, the vendor must be the only source for that item.  These are items that are usually 
protected because of the existence of a patent, copyright, secret process, or monopoly.  Common 
examples are films, manuscripts, software or books.  

b) The Business Office will make the final determination whether to accept the vendor’s sole source 
status.  

c) Sole source purchases of more than $25,000 will be submitted to the Board by the Business Office 
for approval according to the guidelines listed below.  The requestor’s signed statement 
supporting the sole source selection and a copy of the vendor’s sole source affidavit will be 
submitted for inclusion in the Board meeting agenda.  

  

4) Other Sources:  

a) As a last resort, Campus/Departments may also make limited purchases from other sources (i.e., 
vendors not listed on other bids or contracts).  Approval would be dependent upon several factors, 
as further defined by the Business Manager, and should be treated as an emergency exception only.  
The Business Office may ask for justification prior to approval.  

b) Principals/department heads shall follow all of the guidelines listed below for each monetary 
category of purchase.  

   

5) Internet Vendors:  

Non-approved Internet Vendors may NOT be used as a source for purchasing items that are 
available through existing, approved vendors even if a lower price can be obtained.   
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GUIDELINES (when working with approved vendors) 
  

1) Purchase Requests for less than $10,000:  
Written or telephone quotes are not required, but are encouraged. The requestor shall keep all 
documentation relating to these purchases on file.  

2) Purchases of more than $10,000 but less than $25,000:   
The requestor shall obtain a minimum of three (3) written quotations.  The written request for 
quotations should contain specific, clear and concise requirements. This procedure helps assure 
that all vendors receive the same information regarding the requirement.    
Quotations received should be signed by an authorized representative of the vendor.  Faxes may be 
used to issue and receive quotations.  Only written quotes on company letterhead will be accepted.  
A copy of the three quotations must be sent to the Business Office.  Originals of all documentation 
relating to these purchases should be kept on file by the requestor.  

3) Purchase Requests for over $25,000:  
Purchases of $25,000 or more, which are not currently available through District bid, other 
approved agency bids, or sole source purchase, are subject to competitive bidding.  The District 
Purchasing Department must prepare a formal bid, advertised in the local paper, publicly opened, 
and evaluated.  In some instances, large or unique purchase requirements may be bid even if a 
current bid is in existence, if a possibility exists to obtain better pricing.  The requestor shall assist 
the Purchasing Department by helping to identify requirements and potential vendors. The 
requestor shall sign off on the proposed mailing list of vendors and on the bid prior to issuance.  

  
 

NEW VENDOR PROCEDURES  
  
Potential new vendors must be approved by the Business Manager and must complete IRS Form W-9 which 
can be found in the Business Office.  Please submit the completed and signed IRS Form W-9 to the 
Business Office.  You can fax or e-mail the form to the potential vendor.  Please let the Business Office 
know which campus is requesting the vendor for approval.  Incorrect or incomplete data will result in 
delaying the addition of the vendor to the TxEIS vendor database.  No new vendors will be added after 

May 1st to purchase items for the current year.  
 
 
PTO/BOOSTER CLUBS  
  
1) Sales Tax:  

PTOs/Booster Clubs are prohibited from using the District’s tax ID number to relieve them of sales tax 
for purchases they make for school related items.    
 

2) Pricing:  
In order for PTOs to get the District’s pricing with companies, the funds must be donated to the school 
and the district will purchase the designated items with the donated funds; this allows the District to 
take advantage of its buying power and sales tax relief.  

  
 

PURCHASE ORDERS REQUIRED  
  

Snook ISD requires that a purchase order be issued for each purchase.  Purchase orders must have at a 

minimum, a written (or electronic) approval from the campus principal, or the program director.  
Purchase orders that are created at the campus level, but are paid for out of special revenue funds, 

including grant funds, should have the prior approval of the grant manager.  These requirements apply 
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to all accounts including campus accounts.  In order to comply with the purchase order requirement, 
purchase orders should be issued with estimated amounts and revised once a final price is determined, e.g. 
repairs to equipment.  A check will not be issued until the purchase order process is followed.  The 
employee requesting supplies, materials or staff development must complete the Purchase Request Form 
and turn it into the campus office. The campus office will enter a purchase requisition into TxEIS for the 
approval process.  
 
 
RETURN OF MERCHANDISE  
  
All returns of merchandise, regardless of funding source, require an authorization from the vendor to return.  
Call the vendor and ask for a return authorization number.  If the vendor is at fault for damage or shortage 
of goods, ask the vendor to issue a call tag.  A call tag means that a shipping company such as UPS will 
come to your campus/location and pick up the return.  Box up the merchandise to be returned and label the 
box with the vendor’s address.    
   
Once the vendor has picked up the return, they will give you a receipt for the return.  Submit to the 
Business Office the receipt along with a copy of the purchase order; be sure to circle the items that have 
been returned to the vendor.  The Business Office will follow up to make sure that a credit memo is issued.  
The credit memo or refund will be credited to the original purchase account.   

  
 

REIMBURSEMENTS  
  
There will be no personal reimbursements for any items without the prior approval of an employee’s 
supervisor.  All items must have an approved PO before a reimbursement will be issued.   
 
 
CREDIT CARD PROCEDURES  
  
Snook ISD has a charge account with MasterCard.  The District has one card that can only be used for 
travel related expenses and a second card that can be used for approved purchases in multiple categories.  
All hotel reservations to be charged to the MasterCard must receive approval through the Business Office 
and a purchase order must be issued once a reservation has been made.  Employees may check out either 
credit card for short term usage (while travelling on official school business or to make a supply purchase).  
When the employee has completed the approved purchase or travel, he/she must immediately return the 
card to the Business Manager.  
  
Snook ISD also has a few store charge cards.  Under no circumstances is the card to be loaned to another 
employee by the employee who has already checked out the card.  No employee may use any of the 

District’s cards to make personal purchases.  The user shall return the card to the Business Office after 
each use.  Any lost/stolen credit card(s) should be reported immediately to the Business Office.  Credit 
cards are not to be used by outside individuals or organizations. Employees MUST turn in the cash register 
receipts to their supervisor (or their supervisor’s secretary) when returning the credit card.    
 
NOTE:  Wal-Mart has not been included as an approved vendor on the ESC VI Purchasing 

Cooperative for the 2018-2019 fiscal year.  Therefore, no instructional, athletic, office, or technology 
supplies may be purchased at Wal-Mart during the 2018-2019 fiscal year (September 2018-August 2019).  
If this situation changes, a notice will be distributed. 
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UNALLOWABLE PURCHASES 
  

Unauthorized Purchases - The school district WILL NOT PAY for purchases (any commitment of 
District dollars) made unless prior approval has been issued.  Any supplies/equipment/services committed 
to or obtained without a supervisor’s approval is considered an unauthorized purchase and may be at the 
employee’s expense and subject to disciplinary action.  It is vital that all staff be aware of this policy.    

 
 
 

TxEIS REQUISITION SYSTEM 
  

The TxEIS Financial System is to be used whenever possible to purchase goods, supplies, equipment, 
services and other items so that funds can be encumbered in a timely manner.   
   

APPROVAL LEVELS REQUIRED  

 
1) Fund 199 – 499 Approval levels  

a) Principal / Department  Head  

b) Business Manager 

2) Student Activity Funds  
a) Principal  
b) Business Manager or Superintendent 

 
RESPONSIBILITY  

  
Campus/Department personnel will submit a requisition electronically in TxEIS, as trained by the Business 
Office staff.    
  
The Principal/Department Head or their designee will approve the Requisition, as trained by the Business 
Office staff.  The Approver must be an Administrator (Coordinator, Supervisor, Director, Superintendent, 
Principal, Business Manager, etc.) and cannot be an employee in a clerical position.  Under no 

circumstances is an Approver permitted to share their user ID and password with another person.  
If the designated approver is going to be out for an extended time period, an alternate approver will need to 
be added to TxEIS.  Please notify the Business Manager to add an employee as a TxEIS user.  After the 
Principal/Department Head approves the purchase, the requisition is electronically routed to the Business 
Manager, where the requisition is examined for the following items: 
  

� Budget code  
� Approved vendor  
� Approved bid (if necessary) 
� Dollar amount  
� Feasibility of Purchase  

 
  
Upon final approval, the requisition will be issued a PO number.  Allow up to 5 business days for 
requisition approval once the Business Office receives it.  Errors and omissions may instigate questions or 
cause a requisition to be returned which will delay approval.    

It is the responsibility of the requestor to ensure that sufficient funds are available in the school/department 
budget prior to initiating any purchasing action.  Budget codes may be obtained from campus principals, 
program directors, or the Business Manager.  
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Purchase order originators, Principals, and Department heads are responsible for informing all staff of these 
written procedures to ensure orders and services are placed using proper procedures and to avoid 
commitment of District dollars without proper approval.  Items and services shall not be committed 
without an approved purchase order.  It is against District policy to place an order with a requisition 
number.  Purchase orders have signature lines at the bottom of the page as opposed to printed requisitions 
which do not.  

  

REQUISITION ENTRY  
 
The purpose of a requisition is to ensure the funds are available and to document approval of the purchase or 
expenditure.  Campus and program secretaries are responsible for entering all requisitions into the TxEIS 
financial system. All purchases must go through the TxEIS requisition process and become a PO, with 
proper signatures, prior to any commitment of district dollars being made.  This applies to all goods 
purchased or services rendered.  
  
After the requisition has been entered, the requestor must send the approved Purchase Request 

Form (a paper form) to the Business Manager. Once the Business Manager verifies the applied 

account code(s) and approves the requisition, the finalized PO will be emailed to the requisition 

originator.  Once all items have been accounted for, the requestor must forward a message to the 

Business Office to verify that all items have been received so the invoice can be paid. 

 

PAYMENT PROCESS  

  
1) The original Purchase Request Form should be sent to the Business Office immediately after entering a 

new requisition in TxEIS.  Purchases made with District credit cards will require receipts.  Receipts 
are required for purchases made at any store or restaurant whether the District has an open account with 
the vendor or not.  All items purchased must be turned in with “original” (no fax or photo copy) 
receipt(s) and excluding any sales tax.  State sales tax will not be paid directly to a vendor nor 

reimbursed to an employee. It is the responsibility of the employee to take a tax-exempt form when 
he/she purchases products or services.  It is the responsibility of the individual employee to obtain 
credit for sales tax from the vendor for purchases he/she has made in which the vendor has charged state 
sales tax.  The employee will be required to obtain a credit memo from the seller for the tax charged. 
The PO number must be written on all backup documents, attachments, etc. accompanying the copy of 
the PO.  

2) Effective each May 1st, no new vendors will be added to TxEIS, except for maintenance and operations 
expenses.  

3) All requests for supply purchases must be made to the campus administration no later than May 1st of 
the current fiscal year.   

4) The following documents are needed in order for the Business Manager to authorize disbursement of 
funds:  
a) Purchase Request Form  

b) Original purchase order with Principal or Director signature (can be electronic)  

c) Verification message that all items have been received 

d) Vendor’s invoice or receipt 

5) The PO number should be written on all documents, attachments etc. accompanying your receipts.  

6) All checks written in advance for travel, student meal money, food, etc. need a quote or statement as 
supporting documentation before a check is issued.  
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7) Receiving forms must be sent to AP (Accounts Payable) within five (5) business days of receipt of the 
items that were ordered.  

8) Name of person who received items, list of items received, and date of actual delivery must be on all 
receiving forms prior to submitting to AP.  

9) Multiple invoices may be paid on one purchase order.  

10) Any changes that have been made after the issuance of the purchase order and before the invoice is 
received, for freight/shipping charges will be communicated by AP to the originator through e-mail 
(regardless of amount) to ensure proper billing of those charges.  

11) The originator of the PO will send written communication to AP of changes in quantity or damaged 
items received.  All changes in quantity or pricing greater than 5% must be approved by Principal or 
Director and sent to AP. 

12) When multiple budget codes are used, and the invoice amount is different from the original PO, the PO 
originator must indicate corrected amounts to the individual accounts prior to submission.  If the 
originator does not communicate the correct account distribution, AP will pro-rate the cost based upon 
the original account distribution.  

   

GENERAL PURCHASING DEADLINES  
  

� Purchase orders need to be finalized before campuses leave for summer break; no later than June 
1st.  

 
� Any exceptions to the dates below must be requested in writing, to the Business Manager, prior to 

June 1st each year.  
 

• August 15th – All purchases must be documented and all documentation forwarded to 
Accounts Payable; spending funds for the fiscal year is officially over!  

• August 16th - Access to the Purchase Requisition and Purchase Order system in TxEIS will be 
suspended until the first business day in September that the new budget is ready.  

• August 22nd - Close of fiscal year; all items received after August 31st will be charged to the 
next year budget.  

  
CHECK HANDLING PROCEDURES  
  
No personal, third party checks will be cashed by Snook Independent School District or any campus, 
department, or program within it.  All checks that are made payable to Snook Independent School District 
must be for the amount of the purchase or obligation only.  This applies to staff, students and parents.    
 
 
CHECKS RETURNED FOR INSUFFICIENT FUNDS OR CLOSED BANK ACCOUNTS  
  
Checks returned due to non-sufficient funds (NSF) OR closed bank accounts will be turned over to the 
District’s check collection agency (currently PayTek).  
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TRAVEL PROCEDURES AND GUIDELINES  

 
  

APPROVAL FOR TRAVEL 

1) Employees should check with the Superintendent’s Office (Rosalind Washington) for the availability 
of a district-owned vehicle before using their own personal vehicles to travel for official school 
business.  If a Snook ISD vehicle is not available, an employee may use his/her personal vehicle and 
submit a MapQuest or Google mileage report for reimbursement provided that there are available 
budget funds.    

2) Prior approval for all overnight travel, including the scheduling of substitutes while the employee is 
travelling and pre-registration fees, shall be obtained from the employee’s direct supervisor before any 
expenses are incurred and before any purchase orders, commitments, etc. can be made; without prior 
approval, no payments/reimbursements will be issued.   

3) The Principal/Department Head must ensure sufficient funds are available in the travel budget account 
before travel is approved.  

4) Expenses that may be approved are lodging, meals, transportation, parking, and registration.  Purchase 
orders must be issued in advance for all travel expenses, including hotel costs, to avoid duplicate 
payments since costs may be significant.    

5) Expenses NOT allowed include banquets, charitable/conference tournaments, sales tax, and hospitality 
related expenses.    

6) If the conference includes a breakfast or working lunch that is provided as part of the conference fee, do 
not include a meal allowance reimbursement on the purchase order.  

7) Overnight hotel stays are generally not allowable for towns or cities within a 50 mile radius of Snook 
unless there are extenuating circumstances that should be considered.  

8) Out-of-State travel requires Superintendent approval prior to departure.   

 

TRAVEL REIMBURSEMENT GUIDELINES 

  

1) The District may pay for employee travel expenses that are reasonable and necessary when the travel 
clearly involves official District business including authorized staff development. 

2) Travel expenses will be reimbursed ONLY when submitted on the Travel Report forms found on the 
Snook ISD website or in the Business Office, and approved and signed by the Principal/Department 
Head.  It shall be the responsibility of the employee requesting reimbursement and the employee 
approving the travel to insure that the travel is in accordance with the preceding guidelines.    

3) An employee’s travel expense reimbursement shall not exceed the amount of funds available in the 
current budget for such travel.  

4) The maximum reimbursement for travel expenses is the amount indicated on the Request/Approval for 
Travel form.  

5) If there are funds available in a local travel account, up to a 15% restaurant gratuity is reimbursable. If 
a large group of employees are traveling together, a gratuity may be required by a restaurant which is in 
excess of the 15% guideline. If the gratuity is automatically added by the restaurant, the gratuity will be 
allowed.  
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6) Request for reimbursements will be processed along with all other purchase orders on a first come first 
served basis.  As with other payments that are processed, travel reimbursements may take 1 to 2 weeks 
to complete.  Please note that the entire budget account and all approval signatures must be on the 
expense report before the request will begin being processed.  

7) As a general rule, the District will reimburse travel expenditures after the trip has occurred and the 
proper documentation has been submitted, however, advanced payment for travel is available when the 
proper documentation is submitted in a timely manner (at least one week before the employee is 
scheduled to leave).  

8) Employees who are unable to attend a conference that has been paid for by the District must have proof 
of a medical emergency or similar unavoidable situation otherwise they will be required to reimburse 
the District for any fees that cannot be refunded. Employees are responsible for cancelling registrations 
in advance if they are unable to attend.  

9) Any travel advances for which receipts are not received in the Business within 10 business days of the 
last day of the trip will be payroll deducted on the next payday. The employee’s authorization for 
payroll deduction is in the travel documents.  

  

Remember: Any trips taken without proper and prior approval will be at the 

employee’s own expense.  

 

MILEAGE 

The mileage reimbursement rate shall be the same as the Texas State Comptroller’s approved rate which 
can be found at https://fmx.cpa.state.tx.us/fm/travel/travelrates.php  

1) The mileage reimbursement rate listed at the Comptroller’s website is effective for all state and federal 
grants.  

2) If commercial transportation is used, reimbursement shall be made for actual expenses and a receipt is 
REQUIRED. Do not sign up for additional insurance when renting a vehicle as the district’s insurance 
covers automobile rentals.  

3) Mileage will not be paid for travel between the employee’s personal residence and Snook ISD.  When 
traveling to places other than Snook ISD, mileage shall be computed from Snook ISD or from the 
employee’s residence (whichever is less) to the destination.  Additionally, mileage incurred for trips 

from a hotel to a convention center, restaurant, etc. while at the destination will be excluded from 

reimbursement calculations. 

4) Coordination of travel must occur when two or more District employees travel on the same dates with 
the same itinerary to conduct the same official District business.  Be sure to car pool whenever 

possible.  

5) The Business Office may verify mileage and modify a Travel Expense Report form accordingly when 
mileage is deemed excessive, unreasonable, or inaccurate.  

  



13 
 

 

MEALS 

Meals for OVERNIGHT stays will be paid in advance or reimbursed at the rate of $36.00 per day per 
employee; itemized receipts are NOT required.  The employee must have incurred the expense in order to 
be reimbursed.  The current meal allowances are: $8.00 for breakfast, $12.00 for lunch, and $16.00 for 
dinner.  The allowance will be reduced for partial travel days. Please note the following demarcations that 
are in effect to determine for which meal(s) an employee is entitled to receive reimbursement based on the 
departure and arrival times for the overnight trip.   

A general rule of thumb is as follows:  If it is reasonable and logical for an employee to eat a meal 

BEFORE leaving for or AFTER returning from a work-related trip, then the meal is NOT 

reimbursable. 

 

DEPARTURE TIME              

(from home or District) 

MEALS TO BE REIMBURSED 

before 8:00 a.m. breakfast, lunch, dinner 

after 8:00 a.m. and before noon lunch and dinner only 

after noon dinner only 

 

ARRIVAL TIME                        

(at home or District) 
MEALS TO BE REIMBURSED 

before 11:00 a.m. breakfast only 

after 11:00 a.m. and before 5:00 p.m. breakfast and lunch only 

after 5:00 p.m. breakfast, lunch, dinner 

 

1) When a District employee requests cash for student meals in advance, he/she must provide a list of 
student names, dates of meals, and number of meals to be purchased before a check will be issued. 
Upon return from the trip, a student signature sheet showing that the student has received cash for 
his/her meal must be submitted. The signature sheet must have the dollar amount per student, the 
student’s printed name, and the student’s signature to acknowledging receipt of the funds.  

2) Employees must indicate on the travel report form if there was an overnight stay.  The reimbursement 
request must be consistent with the window of leave and return times stated on the travel report.  

3) Gratuities are not allowed when using TEA grant funds (Funds 200-459).  A local fund account code 
must be used if requesting reimbursement.  

4) For cash meal allowances provided to students at UIL events or similar events, a log of student 
signatures indicating receipt of the cash allowance is sufficient for a “receipt”.  No other receipts are 
required.  The student signature log must be sent to the Business Office within 10 calendar days and 
will be attached to the check and other supporting documentation.  

5) Employees may make a claim for reimbursement of meals while away from the District on official 
school business even when an overnight stay is not necessary (one day only).  To claim such a 
reimbursement, the employee must provide to the Business Office originals or legible copies of 
itemized restaurant receipts (a credit card receipt showing only a total charge is NOT an itemized 
receipt); note that the District does not reimburse sales tax.  Additionally, the receipts submitted must 
have the date and time of the sale printed or handwritten on them so that each meal can be identified as 
breakfast, lunch, or dinner.  The same per meal maximum rates apply to non-overnight trips as to 
overnight trips.  In most cases, employees will not be reimbursed for breakfast nor dinner for a 
non-overnight trip; if there are extenuating circumstances, the employee’s supervisor will make a 
determination regarding reimbursement of breakfast and/or dinner on a non-overnight trip.   
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6) IMPORTANT NOTE:  All meal reimbursements made for non-overnight trips will be paid 

through the payroll system as supplemental pay on the employee’s regular monthly check.  This 
means that regular payroll taxes will be applied to the non-overnight reimbursement amount just as if 
the employee were being paid for working additional hours for extra pay (per IRS guidelines).  
Payment of non-overnight meal reimbursements will take place only twice per fiscal year.  For 
non-overnight meal reimbursements incurred during the months of September through December, 
reimbursement will be paid on the January paycheck; for non-overnight meal reimbursements incurred 
during the months of January through May, reimbursement will be paid on the June paycheck. 

7) IMPORTANT NOTE:  If an employee is claiming meal reimbursement from a grant fund, ALL 

RECEIPTS MUST BE SUBMITTED AND ONLY THE ACTUAL EXPENDITURES MAY BE 

REIMBURSED TO THE EMPLOYEE EVEN IF THE TRIP IS OVERNIGHT. 

 

LODGING  

1) A PURCHASE ORDER WILL BE ISSUED FOR LODGING EXPENSES.  An employee needing 
to reserve funds for lodging expenses should submit a written request to his/her direct supervisor and 
the Business Manager.  Personal credit cards may be used for lodging expenses if the employee 
submits a Purchase Request Form and has it approved by his/her immediate supervisor and the 
Business Manager at least 5 days before checking into the hotel.  Failure to follow this procedure will 
result in the employee’s reimbursement not being approved.  All names of individuals sharing a room 
and dates of the stay must be listed on the Purchase Request Form.  Example:  1 room for 3 nights for 

Sue Smith and Sally Brown.  It is the responsibility of the person traveling to get a written quote for 
hotel costs unless prior arrangements have been made with the Business Manager.      

2) Itemized lodging receipts are required and must be submitted to Accounts Payable when the trip is 
complete.  Any refunds issued should be returned to the Business Office and attached to the itemized 
lodging receipt. 

3) Lodging reimbursement or direct payment by the District will be limited to rates established by the 
Texas State Comptroller.  Maximum rates can be found at the following link:  

http://www.gsa.gov/portal/category/100120  Lodging amounts that exceed the Comptroller’s 

allowance will not be reimbursed to the employee nor charged directly to the District’s credit 

card.  In the case of grant funded lodging expenses, please note that if the costs exceeds $85 per 

night per person, then the remaining cost, up to the maximum allowed by the Comptroller, must 

be charged to a non-grant fund (1XX) code that has budget funds available   

4) The employee must take a hotel occupancy tax exempt form to the hotel/motel to obtain credit for the 
state sales tax.  The form is included on the District’s website and in the Business Office.  

 

FORMS 

1) When claiming reimbursements for travel related expenses, there are two different forms that can be 
completed.  If only mileage reimbursement is being requested, there is a form entitled “Snook ISD 
Travel Reimbursement Voucher” which should be completed.  If, however, an employee needs to 
claim reimbursement for mileage in addition to any other type of travel expense, then the “SNOOK ISD 
EMPLOYEE TRAVEL EXPENSE REPORT” should be completed instead.  A sample of each 
one-page form can be found on the District’s website, in the employee handbook, or obtained from the 
Business Office; please make copies to submit as necessary. 
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2) When claiming reimbursements other than mileage alone, please use the newly revised “SNOOK ISD 
EMPLOYEE TRAVEL EXPENSE REPORT” form; the newest revision is dated 1-11-18. 

 

PARKING/PUBLIC TRANSPORTATION  

1) A receipt or itemized statement is required for parking and toll fees when available.  

2) Public transportation is approved for use when feasible.  

3) The district may reimburse an employee for the actual cost of transportation by bus or taxi as long as 
budgeted funds are available.  

4) If two or more employees share a taxi, only the employee who paid for the taxi may be reimbursed for 
that expense.  Receipts are required and must show the date, fare charged, transportation company and 
which employees shared the taxi.  

5) Employees are expected to use the most economical means of transportation available.  

  

RECONCILIATION OF TRAVEL ADVANCES OR REQUESTS FOR REIMBURSEMENT OF 

TRAVEL EXPENSES  

All travel advances or requests for reimbursement of travel expenses will be reconciled by the Business 
Manager, so as to ensure consistent application of all administrative travel procedures, policies, or 
guidelines.    

 

UNALLOWABLE EXPENSES  

Unallowable expenses, regardless of whether they are incurred while conducting official District business 
or not, include:   

 

� Any expense incurred by family members or other non-district employees (The non-employee is 
required to pay Snook ISD, in advance, for their proportionate share of the cost of the expenses).  

� Personal expenses  

� Dry cleaning and/or laundry  

� Alcoholic beverage charges  

� Movie charges  

� Personal entertainment  

� Tips and gratuities when using TEA grant funds (Funds 200-459)  

� State sales tax  

 

 *A DISTRICT EMPLOYEE SHALL ENSURE THAT HIS OR HER TRAVEL COMPLIES WITH 

THESE ADMINISTRATIVE PROCEDURES.  FAILURE TO ADHERE TO THE 

ADMINISTRATIVE PROCEDURES WILL RESULT IN DELAYED REIMBURSEMENT OR 

REJECTION OF THE EMPLOYEE’S REIMBURSEMENT REQUEST.  

  



16 
 

PAYROLL PROCEDURES  

  

NON-EXEMPT EMPLOYEE ABSENTEE REPORTING 

Paraprofessionals, Maintenance, Food Service, and Custodial employees are non-exempt (from overtime) 
employees that will submit documentation of their actual time working for the District through weekly time 
sheets generated by the electronic TimeClock Plus reporting system.  

  

EMPLOYEE TIME SHEETS 

Exempt (from overtime) employees (professional staff) may occasionally work hours for specific jobs in 
addition to their primary job.  Employees must clock in and out using TimeClock Plus for these additional 
duties.  Signed time sheets must be submitted to the Business Office on a weekly basis and in no case 

more than 5 days after the end of the month.  Failure to follow this schedule may cause inaccurate 
deductions and/or supplemental pay to be posted to the employees upcoming pay check.    

  

DIRECT DEPOSIT OF PAYROLL CHECKS 

The District offers direct deposit services for all employees.  An employee's net pay will reach the various 
financial institutions and the credit will be available on the designated payday.  An employee may split 
his/her direct deposit into at most three (3) bank accounts. Each employee using this service will be able to 
access his/her check stub data via the TxEIS Employee Access portal through login access available on the 
District’s website. 

  

DISTRIBUTION OF PAY CHECKS 

1) Any questions regarding the distribution of paychecks should be referred to the Business Office.  

2) Paychecks can be picked up in the Business Office after 7:25 a.m. on the designated pay day.  

3) No paper statements will be issued to employees utilizing direct deposit of their monthly checks.   

4) Paychecks are not to be given to employees any earlier than 7:25 a.m. on the designated pay day unless 
approved by the Business Manager or Superintendent due to extenuating circumstances.  

5) If an employee is on vacation or paid leave on a scheduled payday, he/she may make arrangements with 
the Business Office to have his/her paycheck mailed to him/her.  Mailings will generally take place 
one day before the scheduled pay day.  

  

STOP PAYMENTS ON PAYROLL CHECKS 

Snook ISD generally does not issue stop payments on a payroll check until five business (5) days after the 
mail date.  To avoid delays in receiving paychecks, employees are encouraged to sign up for direct deposit 
and to keep an accurate and updated mailing address on file at all times. 

  

PAYROLL DEDUCTIONS 

The Business Office must receive written authorization in a timely manner before any elective payroll 
deductions can be taken out of an employee’s check.  Cancellation of any repetitive deduction must also be 
in WRITING and signed by the employee. There are some deductions that may not be cancelled until 
September 1st. Check with the Business Office if you have any questions.  
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CHANGE OF ADDRESS  

Written authorization or an appropriate change of address form must be received, with the employee’s 
signature, by the appropriate Business Office staff before any changes can be made.   

 

COMPENSATORY TIME  

Compensatory time earned by non-exempt employees may not accumulate beyond a maximum of 60 hours.  
When an employee has a balance of more than 60 hours of compensatory time, the employee shall use the 
excess compensatory time within the following two pay periods or shall receive payment on his/her next 
monthly check.    

  

TIMEKEEPING PROCEDURES  

TimeClock Plus electronic timekeeping system and associated work records will become the official basis 
for recording hours worked for non-exempt employees of the Snook ISD.  All non-exempt employees 
must “clock in” in the morning and “clock out” at the end of the work day.  Employees who have multiple 
job duties and TimeClock Plus job codes must clock out and back in when his/her duties require a change of 
job code.  Employees should not clock in earlier than 5 minutes before their scheduled start time without 
prior supervisor approval.  Employees shall not clock out before their scheduled ending time, unless 
authorized by their supervisor.    

  

SUBSTITUTE PAY  

All substitutes must be approved (before working) by the Human Resources Department (Business Office).  
All necessary new employee documentation must be completed before a new substitute can begin working 
and be paid.  

 

TIME AND EFFORT DOCUMENATION FOR FEDERALLY FUNDED EMPLOYEES 
 
District staff funded wholly or partially with federal grant funds shall comply with federal guidelines 
related to time and effort. The grant funded staff, their immediate supervisors, grants management, human 
resources, and finance departments shall be aware of the federal guidelines related to time and effort 
documentation. On at least an annual basis, all impacted staff shall be trained by the grants management 
department and/or attend appropriate training from an outside source. 
 
The district shall collect and monitor time and effort documentation for district employees only. Time and 

effort documentation does not apply to Independent Contractors.  
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The district shall comply with all federal time and effort documentation guidelines. The following 
requirements shall apply to all district staff funded wholly or partially from federal grant funds, including 
staff funded through non-federal grant funds as part of a cost sharing or matching requirement. 
 
Job description for all grant funded staff 
 
The district shall develop and distribute a job description to all district staff that is wholly or partially 
funded with grant funds. The job description shall include the funding source and the job duties as they 
relate to the grant position. The grant-funded staff shall sign the job description at employment and on an 
annual basis, or at a minimum, when the funding source, job title or other change occurs in the employment 
or assignment of the staff member. 
 
The job description and assignment shall be supported by documentation such as grade books, master 
schedule, etc. 
 
Roster of all grant funded staff  
 
The Grant Manager shall maintain an up-to-date roster of all grant funded staff to include the position title, 
annual salary, and funding source(s) by percentage.  The roster of grant funded staff shall include all staff 
paid with non-federal grant funds whose compensation/benefits are paid as part of a matching or cost 
sharing requirement of a federal grant fund. 
 
The home campus or department, human resources, and finance departments shall work collaboratively to 
ensure that the roster accurately reflects that data maintained in their respective area of responsibility. 
Discrepancies, if any, in the roster shall be brought to the attention of the grants management department. 
 
The review of the roster shall include, but not be limited to the following: 

1) Campus or department – ensure that the grant funded staff are assigned in the position title as 

noted on the roster. The master schedule or assignment of instructional staff must support the 

position title and funding source. 

2) Human Resources – ensure that the position title and salary are correct as noted on the roster. In 

addition, the HR department shall ensure that each grant funded staff member has a signed job 

description on file for the position title noted on the roster. The HR department shall ensure that 

all grant-funded staff meet the state’s Certification requirements for the position in which they 

work. 

3) Finance – ensure that the funding source(s) and salary are correct as noted on the roster. In 

addition, the finance department shall ensure that the payroll distribution account code(s) are in 

accordance with the FASRG. 

4) Grant Manager – ensure that the positions are authorized on the grant application and that the 

PEIMS Staff Data submitted to TEA is consistent with the position title, Role ID and object 

code. 

 
 
The review shall occur on at least a quarterly basis throughout the school year to ensure that the roster of 
grant funded staff is accurate and up-to-date throughout the year. NOTE: It is critical that at least one of the 
reviews coincide with the submission of the Fall PEIMS Staff Data to ensure that accurate data is submitted 
as of the October snapshot date. 
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Budgeting of grant funded staff 
 
The roster of grant funded staff shall be the basis for budgeting of grant funded staff. The percentage of time 
in each funding source shall be utilized by the finance department to create and enter the salary portion of 
the grant budget. The percentages shall also be utilized by the payroll department to enter the payroll 
distribution account code(s). 
 
In addition, the finance department shall ensure that the Grant Personnel Schedule of the grant application 
matches the budget and payroll account code(s). For example, if the Grant Personnel Schedule for Title I, 
Part A includes a position of a “008 – Counselor (6119)”, the budget and payroll account code distribution 
shall be entered in a 6119 object code. 
 
The grants management, human resources and finance departments shall work collaboratively to adjust the 
budget and payroll account code distributions of grant funded staff if the time and effort documentation 
consistently reflects that the percentage(s) across the funding source(s) is not a true reflection of the normal 
work schedule. 
 
Time and effort requirements for staff funded 100% from one grant (or working 100% of their time in a 
single cost objective) 
 
The staff funded 100% from one grant source do not have to maintain periodic time and effort records. 
However, all employees must certify in writing, at least semi-annually, that they worked solely on the 
program for the period covered by the certification. The employee and his/her immediate supervisor must 
sign the Semi-Annual Certification Form (sample in Exhibit Section). 
 
The timeline for semi-annual certifications shall be once per academic semester to coincide with teaching 
assignment each semester. The immediate supervisor shall submit all signed semi-annual certifications to 
the grant management department as noted below: 

1) 1st Certification – due 1 week after the start of the 2nd semester  

2) 2nd Certification –due 1 week after the end of the 2nd semester  

 
The Grant Manager review shall consist of the following: 

1) A review of the certification forms to ensure that every staff member and supervisor has 

certified that their schedule is 100% grant related 

2) A test sampling of staff assignments, i.e. master schedule, duty schedule, etc. to verify the 

schedule is 100% grant related 

 
The Grant Manager shall collect and review all Semi-Annual Certification Forms. Any certifications that 
reflect a percentage other than 100% shall be forwarded to the finance department for adjustment of the 
grant payroll expenditures for the certification period.  NOTE: Steps should also be taken to ensure that the 
staff member’s work schedule is adjusted to 100% grant related, or is changed from the semi-annual 
certification method to time and effort reporting.].The Grant Manager shall file the certifications for audit 
purposes. 

 
The finance department shall prepare a journal ledger entry to correct the account distribution code(s) as 
appropriate. The Business Manager shall post the entry to the finance general ledger. 
Time and effort requirements for staff split funded (funded from more than one (1) cost objective and/or 
grant programs) 
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Time and effort applies to employees who do one of the following:  
1) Do not work 100% of their time in a single grant program  

2) Work under multiple grant programs  

3) Work under multiple cost objectives  

 
These employees are required to maintain a Time and Effort Worksheet [Refer to Exhibit Section] or to 
account for their time under a substitute system. Employees must prepare time and effort reports at least 
monthly to coincide with the district pay periods. Such reports must reflect an after-the-fact distribution of 
100 percent of the actual time spent on each activity and must be signed by the employee and their 
immediate supervisor. Charges to payroll must be adjusted to coincide with preparation and submittal of the 
interim expenditure report required for TEA discretionary grants. 
 
Grant-funded staff under this category shall complete a Time and Effort Worksheet (sample in Exhibit 
Section) to include the date, grant source, percentage worked in the grant source per day and the summary 
for the month (or pay cycle). The staff member and his/her immediate supervisor shall sign the time and 
effort report. The timeline for time and effort reports shall be once per month to coincide with the monthly 
payroll cycles as noted below: 
 

1) Monthly payroll [15th of the month] – Time & Effort reports are due by the 5th of the month for 

the prior month. 

 
The immediate supervisor shall submit all signed time and effort reports to the Grant Manager. 
The Grant Manager review shall consist of the following: 

1) A review of the time and effort reports to compare the summary percentage of grant-related 

work per funding source to the budgeted percentage utilized to charge the monthly (or 

semi-monthly) payroll charges 

2) A test sampling of staff assignments, i.e. master schedule, duty schedule, etc. to verify the 

percentage of grant-related work per funding source 

3) If the time and effort report reflects the same percentage, the report may be filed for audit 

purposes 

4) If the time and effort report reflects a different percentage, the report shall be reconciled to 

reflect the correct payroll charges by grant funding source and forward the reconciliation to the 

finance department for adjustment of the payroll charges on the general ledger. 

 
The finance department shall prepare a journal entry to reclassify the expenditures as noted on the 
reconciliation of the time and effort report(s). According to federal regulations, the final amount charged to 
each grant award must be accurate, allowable and properly allocated. The finance department shall post all 
variances greater than 5% to the general ledger; otherwise, the variances shall be posted prior to the final 
expenditure report. NOTE: The finance department should use caution to avoid excess drawdown of grant 
funds due to unallowable payroll costs if timely adjustments to the general ledger as not posted prior to the 
drawdown of funds.] 
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Time and Effort Substitute System 
 
The US Department of Education (USDE) and the Texas Education Agency (TEA) have authorized the use 
of a substitute system for time and effort.  

1) In the event that the district determines that it is in its best interest to use the Time and Effort 

Substitute System, the Management Certification shall be completed, signed by the Superintendent 

and filed with TEA in accordance with the established deadlines. Extensive training of staff shall 

occur at the time the system is implemented to ensure that all grant-funded staff and the grants 

management and finance departments are aware of the requirements of this system. 

 


