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Introduction

This Fiscal Manual has been prepared to provide general information about several 
Somerville ISD business functions.  Additional information may be available within the district’s 
Board Policies, Administrative Procedures, and other resources.
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If assistance is needed in any area of our business operations, please contact any of the 
staff members listed below.

Business Office Staff

Amanda Flencher Business Manager

Ninfa Stevens Superintendent Secretary

Gina Trout Administration Assistant

Christy Webb Accounts Payable / Payroll

Business Office Mission Statement

The Mission of the Somerville Independent School District Business Office is to efficiently and 
effectively manage the financial and physical assets of the district to provide the students, staff, 
and community the resources they need to meet the instructional and performance goals of the 
district and to ensure fiscal responsibility through compliance with local, state, and federal 
guidelines.

Activity Funds (Campus)

Campus activity funds (under the control of the principal) shall be collected, receipted, 
and deposited to the district’s business office on a daily basis.  Refer to cash/check handling 
procedures.

Campus activity funds are primarily used to benefit students.  Typical uses include field 
trip fees, awards, incentives, etc.  These funds shall not be used for “gifts” to students and/or 
staff.  Budgeted funds shall not be used to generate activity funds, nor shall staff 
(administrative/support) earn wages while generating activity funds.  Giving of staff time to 
generate activity funds shall be voluntary.

Generating activity funds shall not in any way compete with the district food service 
activities.  Activity funds generation shall be a passive activity and shall not detract from the 
district’s overall primary educational purpose.  The generation and expenditure of campus 
activity funds shall be held to the same standard and scrutiny as that of appropriated funds.  
Activity funds shall be audited and must adhere to accepted business practices.

Campuses may establish a staff account (Hospitality) with voluntary donations from staff.  
These funds are not district funds and may be used in any manner.  Purchases with these funds 
are subject to taxes as they represent personal purchases and not district purchases.  
Purchases typically include flowers for ill staff members, employee recognition awards, etc.

Activity Accounts (Student Organizations)

Student activity funds (under the control of the principal) shall be collected, receipted, 
and deposited to the district’s business office on a daily basis.  Refer to cash/check handling 
procedures.  All monies collected should be receipted in a receipt book (bound and pre-
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numbered receipts) or on the Fundraising Collections Record form (refer to the SISD Activity 
Handbook).

Student activity funds shall be used exclusively for the benefits of students.  Typical uses 
include travel, awards, banquets, supplies, etc.  These funds shall be used at the discretion of 
the student organization through designation of one or more of its officers.  All expenditures and 
payments to vendors shall be centralized through the district’s business office.  

Generation of student activity funds shall not in any way compete with the district’s food 
service program.  An Authorization to Conduct to a Fund Raiser should be submitted to the 
campus principal in advance of the scheduled activity.  In addition, at the end of the fund raising 
activity, a profit loss statement should be filed with the district business office.  Activity funds 
shall be audited and must adhere to accepted business practices.

Merchandise ordered for resale should be distributed to students on a written distribution 
log (refer to the SISD Activity Handbook).  The merchandise distribution log should reconcile 
with the corresponding invoice and/or packing list.

Since Student Activity Accounts are trust funds that the district manages on behalf of the 
students, accountability for these funds is extremely high.  All Activity Account records must be 
maintained for a period of seven (7) years.  This includes merchandise logs, receipt logs/books, 
profit/loss statements, etc.  At the end of every school year, the Campus Principal, as part of the 
closeout procedures, shall collect all club records for storage on the campus for one year, then 
at the records center for the rest of the archival period of time.  New receipt books shall be 
issued to staff members for each fiscal year.

Authorization to Conduct a Fund Raiser (see pg. 15)

Fund Raiser Profit/Loss Statement (see pg. 16)

Fundraising Documentation Forms (see pg 17 - 18)

Budget Amendments

A budget amendment is a transfer of funds across different functions.  For example: a 
budget amendment would result if instructional funds (function 11) were requested to be 
transferred to the library (function 12).  Budget amendment line items should be stated in whole 
dollars.  

Budget amendments must be approved by the School Board.  Requests should be 
submitted in accordance with agenda deadlines posted by the Superintendent.  Remember that 
if a purchase order is pending the outcome of a budget amendment, the purchase order will not 
be processed until after the School Board has approved the request.

Budget Transfers

A budget transfer is a transfer of funds which is not across different functions.  The 
Business Manager shall approve all budget transfers.  Budget transfer line items should be 
stated in whole dollars.  

To keep budget transfers to a minimum, each administrator should review his/her budget 
on at least a monthly basis to determine if any budget transfers are necessary.  Each 
administrator is encouraged to make transfers when line items fall short of the budget, on a 
monthly basis.
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Budget Transfer form (see pg 19)

Cash/Check Handling

All cash and checks shall be deposited to the campus secretary on a daily basis.  No 
post-dated checks will be accepted.  Funds should not be kept in classrooms, personal wallets 
or purses, or at home for extended periods of time.  No cash purchases should be made – every 
dollar collected should be receipted and deposited to the campus secretary and/or district office.  
The campus secretary shall receipt (in a bound, pre-numbered receipt book) and forward all 
monies on a daily basis to the district’s business office, or secure overnight in a locked campus 
safe if the deposit cannot be made the same day.  A receipt should be included with all 
deposits.

Athletic event gate receipts (admission) shall be recorded on an Athletic Game Report 
form and submitted by the Ticket Taker to the Administrator on duty.  The Administrator on duty 
shall deposit the funds at the night drop-off at Citizens State Bank of Somerville.  Funds shall be 
collected and deposited to the appropriate athletic events revenue account.

Personal employee checks shall not be cashed from monies collected at the campus or 
district level to ensure an adequate audit trail of all funds collected by the district.

Athletic Gate Report Form (see pg 20 - 21)

Check Processing

Business Office checks will be printed, endorsed, and released twice a week.  Generally, 
checks will be generated on Tuesday and Thursday afternoons.  At times, checks may be 
processed earlier or later, due to holidays, staff work schedules or unforeseen events.  All check 
requests such as travel advances/reimbursements, construction, etc shall be approved by the 
appropriate principal or administrator and submitted to the district office by 12:00 noon on 
Mondays and/or Wednesdays, including all supporting documentation.  Requests received after 
this time will be processed the following scheduled processing time.  Check requests without all 
of the supporting documentation will not be accepted, nor processed.  The Business Office shall 
determine the date that vendors will be paid, so employees should not make prior commitments 
to vendors about check disbursements.

The appropriate forms shall be used for travel (travel reimbursement form for after a trip 
or a purchase order for prior to a trip), all other disbursements and/or reimbursements shall be 
submitted on a purchase order with supporting documentation.  State law requires that the 
district pay all invoices within 30 days to avoid penalty and interest charges, so all invoices 
should be submitted to the district office on a timely basis for payment.

Consultants or Contracted Services

Consultants are non-employees who are contracted to perform a personal or 
professional service such as staff development, medical services, etc.  A Consultant Service 
Contract and Contract Transmittal Form are required for every consultant.  The Superintendent 
is the only individual authorized to sign contracts on behalf of the district.  Contracts that exceed 
$25,000 shall be approved by the Superintendent and the School Board.

Please follow these procedures when submitting a Consultant Service Contract:
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 Submit a completed Transmittal Form and Consultant Service Contract form 
to the Business Manager for review.  The Business Manager will forward to 
the Superintendent.

 Obtain the following documents from the consultant:
o A completed W-9 form
o Conflict of Interest Questionnaire
o A Felony Conviction Form
o If the consultant will work directly with students, a Criminal Check 

Authorization form and State Board of Educator Certification 
fingerprinting documentation.

Contracted services include services such as repairs, maintenance, technical support, 
and related services.  Documentation of insurance, such as general liability, workers 
compensation, and auto liability, shall be submitted to the business office with the purchase 
order.  The Certificate of Insurance shall name “Somerville ISD” as additional insured.

If a contract for a consultant or contracted services will be funded through a federal 
grant, the grant manager must ensure that it is: 1) included in the grant application; 2: budgeted 
in the grant; 3) verify that the contracted services is allowable under the grant; and 4) approved 
by the granting agency (such as TEA).  The contract language required in the federal 
regulations (EDGAR) and state regulations (TEA) shall be included in every contract funded 
with federal grant funds.

Consultant Service Contract Forms (see pg 22 - 23)

W-9 form (see pg 24 - 27)

Felony Conviction Form (see pg 28)

Criminal Check Authorization form (see pg 29)

Contracts and Service Agreements

All contracts for rentals, a service agreements, etc. must be signed by the 
Superintendent.  No other employee is authorized to sign a contract or agreement on behalf of 
the district.  An employee who signs a contract or agreement, without proper authorization, will 
be personally liable for the terms of the contract or agreement.  Contracts that exceed $25,000 
shall be approved by the Board of Trustees.

Copiers

The district leases copiers that are strategically placed at the campuses and district 
office.  The copiers are for district business use only.  Personal copies, if any, will be charged at 
10 cents for black/white and 20 cents for color copies.  Prior approval should be obtained from 
the campus principal to use a district copier for personal printing.  Payment for personal copies 
shall be made immediately to the business office.

Credit Cards

The district utilizes several credit cards for purchasing of food, supplies, and travel.  
Credit purchase for amounts greater than $200, should be pre-approved on a purchase order.  
Credit cards can be checked out at the district office.  All credit receipts (detailed, itemized) shall 
be submitted to the business office within 5 days of purchase to ensure prompt payment to the 
vendor.  If receipts and credit cards are not returned in a timely basis, these charges will be 
posted to the campus’ activity account until receipt of the supporting documentation.  District 
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credit card usage may be suspended and/or revoked if receipts and credit cards are not 
returned in a timely basis.

Donations and Gifts

Donations or gifts of cash, equipment, or materials to individual campuses or to the 
district by individuals or organizations shall become property of the district.  The Donation Form 
shall be completed by the donor.  District employees are prohibited by law from intentionally or 
knowingly offering, conferring, agreeing to confer on another, soliciting, accepting, or agreeing 
to accept a personal gift or benefit.

Cash donations shall be deposited to the appropriate account in accordance with the 
cash/check handling procedures.  Donated equipment shall have an inventory tag affixed to it if 
the unit value is greater than $500.  In addition, the equipment shall be added to the district 
inventory.  

All donations with a value equal to or greater than $1000 shall be approved by the 
School Board; Donations of a lesser value shall be approved by the Superintendent.  All 
donations for technology equipment shall be approved by the Technology Coordinator, the 
Superintendent and the School Board (if the value exceeds $1000).

Donation Form (see pg 30)

Field Trips

All field trips shall be submitted to the district office, at least two (2) weeks prior to a field 
trip, by submitting the field trip approval form.  The field trip approval form must be signed by the 
appropriate administrator, before being submitted to the district office.  The final approval will 
rest with the Superintendent.  A purchase order shall be submitted for admission fees, meals, 
etc, if any, at least one (1) week prior to the field trip.  In addition, a Field Trip Lunch Request 
form shall be completed and submitted one (1) week prior to the field trip to the Food Service 
Director.

A district vehicle request form must be submitted, one (1) week prior to the field trip, with 
specific details regarding the destination, type of vehicle, departure and return times.  If the 
requestor will be driving a district-owned vehicle, he/she must be listed on the Authorized Driver 
list.

The field trip will be cancelled if the requestor does not meet the submission deadlines to 
the district office.

Field trip approval form (fill out in Eduphoria)

Field Trip Lunch Request form (see pg 31)

District Vehicle Request form (fill out in Eduphoria)

Fiscal Year

The fiscal year begins on September 1st and ends on August 31st.  All goods and/or 
services received and invoiced during these dates must be paid from current fiscal year funds.  
Somerville ISD does not allow vendors to “fall bill”.  If orders are to be paid out of the next fiscal 
budget, the order cannot be placed until September 1 of that budget year.  

Fixed Assets & Inventory
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Fixed assets are defined as equipment with a unit value over $5000.  These assets are 
tracked and recorded on the district’s fixed asset report.  Fixed assets that are stolen, obsolete, 
damaged beyond repair etc. should be reported to the district office for removal from the 
district’s financial records.  All fixed assets must be purchased through the use of an Object 
Code 663X.

Inventory items are defined as equipment with a unit value over $500, but less than 
$5000.  Other items with a unit value under $500 are also tracked and tagged such as: TV’s, 
VCR’s, digital cameras, camcorders, PDA’s, and other items that may have a personal use.  
These assets are tracked and recorded on the district’s inventory tracking system.  Inventory 
items that are stolen, obsolete, damaged beyond repair, etc. should be reported to the district 
office for removal from the district’s inventory records.  Inventory items are tracked for insurance 
purposes.  Inventory items (with a unit value between $500 and $4999) must be purchased 
through the use of an Object Code 6649.  Inventory items (with a unit value less than $500) 
must be purchased through the use of an Object Code 6399.

A Fixed Assets Transfer Form should be utilized to transfer equipment from one room to 
another, one campus/dept. to another, or to transfer obsolete equipment to the campus storage 
area.  The loss or theft of inventory and fixed asset items should be reported immediately to the 
district office. 

All staff will be provided an inventory list for their respective classroom, or work area at 
the beginning of the school year.  After verifying the list, each employee shall return the verified 
list to his/her immediate supervisor.  

At the end of the school year, the same process will occur.  The end-of-the-year list 
should include all items that were assigned at the beginning of the year, plus any items 
purchased throughout the school year.  Staff will not be released for the summer until their 
inventory list has been verified and submitted to their administrator.  Missing items, if any, must 
be indicated on the inventory list.  In addition, an explanation regarding why the item(s) is 
missing shall also be submitted with the list.

Items lost due to theft or vandalism must be reported immediately for police report and 
insurance claim purposes.

The Receipt and Use of District Property Form will be used to assign district property, 
such as cell phones, cameras, PDAs, laptops, etc. to district staff for business purposes.  The 
receiver should read the form carefully due to the potential tax and financial impact of using the 
assigned property for personal benefit.

Fixed Assets Transfer form (see pg 32)

Receipt and Use of District Property form (see pg 33)

Fixed Assets Transfer Procedures (see pg 34)

Hotel Occupancy Tax Exemption Form

This form shall be used for school-related travel to conferences, workshops, etc.  Copies 
may be obtained from the district office.  Lodging taxes, which should have been exempt, will be 
unauthorized for reimbursement if the traveler fails to present the certificate to the hotel.  The 
traveler will be held responsible for such charges, if any.

Hotel Occupancy Tax Exemption form (see pg 35)
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Invoices

Vendors are required to submit all invoices to the district office, yet occasionally an 
invoice will be mailed directly to a campus or department.  If any invoices are received at the 
campus, they should be signed (if the goods/services were received), and forwarded to the 
business office.  

Texas law requires that all invoices be paid to vendors within 30 days of receipt of the 
goods/services.  If the district fails to pay promptly, the vendor can assess penalty interest 
charges.  If a staff member neglects to submit an invoice on a timely basis, he/she may be held 
personally liable for the penalty interest charges.

The Business office issues invoices for reimbursement requests from outside entities as 
needed.  The invoices are tracked so that funds are collected on a timely basis.  

Long Distance Calls

Throughout the district, all phone sets are long-distance capable.  All employees that 
need to make long-distance phone calls for Somerville ISD, will be assigned a pin number.  Pin 
numbers should not be shared with others or posted by phone sets to ensure that the 
appropriate staff member is held accountable for long distance charges.  Monthly long distance 
phone charges (personal charges), if any, shall be reconciled by each staff member and 
submitted to the district office for payment within five (5) days of receipt of the request.  

Payroll Procedures

Every non-exempt employee shall “clock-in” and “clock-out” daily through the current 
SISD time keeping system.  Failure to clock-in or out may result in non-payment of unverified 
work time.  At the conclusion of the pay period, the district office will calculate the time sheet 
hours and disperse the time sheets to the various campus/departments.  The employee is 
responsible for reviewing and signing-off on the represented time.  If a correction needs to be 
submitted, the employee needs to notify the district office immediately (before signing the 
timesheet).  A new timesheet, with the correction, will be distributed to the employee for their 
approval.  After the employee has approved the timesheet, the administrative supervisor must 
sign-off, before returning the documents to the district office.

All non-exempt employees are employed at will and will be notified of their required duty 
days, holidays, and hours of work for their position on an annual basis.  Paraprofessionals and 
auxiliary employees are not exempt from overtime and are not authorized to work in excess of 
their assigned schedule (7:30 am – 4:00 pm, with a 30 minute duty-free lunch) without prior 
approval from their supervisor.  All overtime will be compensated through direct pay.  An 
employee who repeatedly works in excess of his/her assigned work schedule, without 
authorization, will be subject to disciplinary action, including termination.

All employees shall complete an Employee Absence form, when absent from work to 
ensure that the time off is recorded in their respective leave record.  This form should be 
completed for local sick, personal, professional development, school activity, field trips, and 
extended sick leave.  Staff members shall report all absences and leave requests to their 
campus secretary and/or supervisor.  Absences for professional and support staff must be 
entered in Eduphoria and approved by administrative supervisor.
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Supplemental payment forms will be generated by the campus, approved by the campus 
administrator and submitted to the district office by the last day of each pay period.  
Supplemental payments should include the following: employee name, reason for pay, payment 
amount, date(s) worked, and be supported by sign-in sheets (attached to the form).

Employee Absence form (fill out in Eduphoria)

Supplemental Payment form (see pg 36)

Purchasing Deadlines

In an effort to maximize the use of budgeted funds, during the current fiscal year, the 
purchasing deadline for supplies and equipment shall be May 1st.  Summer needs for staff 
development and summer school should be anticipated and ordered prior to May 1st.  With prior 
approval from the district office, purchases for the following school year can begin August 1st.  At 
times, the purchasing deadlines for state or federal grants may be earlier than the deadlines 
stated above due to grant ending dates.

Purchase of Food and Non-Food Items

Food and non-food items (such as paper plates, cups, silverware, etc) shall be for 
instructional purposes (science projects, etc), for meetings/training sessions, or other approved 
functions.  These food and non-food items may not be consumed or used for personal use.  
Excess prepared food items may be consumed or disposed of as appropriate.  Food purchases 
for the Child Nutrition Program shall be subject to the U.S. Department of Agriculture guidelines.

Generally, snacks, food, and non-food supplies for staff development purposes shall be 
charged to a staff development account code (function 13).  When these items are utilized for 
faculty, site-based meetings, etc., the expense shall be coded to the Campus Activity Account 
(fund 461).  All other uses should be coded to the appropriate account code.

Purchase Requisition and Order Forms

A purchase order form is used to purchase supplies, equipment, or services from an 
external vendor.  Purchase orders are also used as the method for check requests for 
employees requiring meal money, lodging, reimbursements, etc.  Requisition forms should be 
created in the TxEIS system by the requesting campus, approved by the campus administrator, 
and submitted to the district office for the final approval of the Superintendent.  The electronic 
system allows users to enter purchase requests electronically, verify account balances, select 
pre-approved vendors, etc. at the point of data entry.  Budget codes must be noted on all 
requisitions.

After the requisitions pass all electronic paths, the purchase order form is automatically 
numbered for audit tracking purposes.  No employee shall order or receive goods without an 
approved purchase order.  A system requisition cannot be used to place an order.  All purchase 
orders are emailed or faxed to vendors by the district office.  Somerville ISD utilizes a five color 
purchase order system, that is designated as follows:

 White – Original (will be mailed to the vendor, if necessary)
 Green – District Copy (stays in the district office for payment)
 Yellow – District Copy (filed in numerical order for easy access)
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 Pink – Requestor Copy (never returns to the district office)
 Goldenrod – Merchandise received (requestor returns the signed and 

dated goldenrod copy with either the invoice or the packing slip

According to Board Policy CH (Local), employees who violate the district purchasing procedures 
shall be held personally liable for the debt incurred.

Purchasing Laws

Effective 2009-2010, the Texas Education Code (TEC) addresses the requirement to 
competitively bid purchases that exceed $25,000, in the aggregate, over a 12-month period.  It 
also addresses the requirement to solicit quotes for purchases, which exceed $10,000, in the 
aggregate, over a 12-month period.  Since non-compliance may result in criminal penalties, 
these requirements will be strictly enforced.

Anticipated purchases, which may exceed these limits, should be brought to the 
attention of the Purchasing Department well in advance of the need for the goods or services.  
The bidding process may take approximately 2 to 3 months, from bid specification development 
to School Board approval.

District policy recommends a minimum of three (3) quotes for all individual purchases 
exceeding $10,000; the written (faxed or e-mailed) quotes should be attached to the purchase 
requisition.

Receiving of Goods

The district allows goods to be delivered to the ordering campuses and/or departments.  
Upon receipt of the goods, the receiving individual will notify the district office of all items that 
require an inventory or fixed asset record update.  Discrepancies, if any, should be reported to 
the district office and described on the goldenrod purchase order copy.  Upon receipt, at the 
district office, of the goldenrod copy and invoice, the vendor will be paid for the order.  

Rental of facilities

The district office shall coordinate the rental of district facilities.  A completed building 
use form must be filed with the business office and approved by the Superintendent.  Approval 
and use of district facilities will be based on Board Policy GKD (Local). 

Building Use form – SISD facilities (sample form) (see pg 37)

Building Use form – SISD Gym (sample form) (see pg 38)

Returned Checks

All makers of returned checks must pay the original amount of the check, in the form of 
cash or cashier’s check.  The district shall reserve the right to reject future checks from makers 
of returned checks.

Sale of Personal Property – Surplus

All supplies and equipment which are deemed to be surplus (not of any use to the 
district), will be recommended to the Superintendent for sale via a Surplus Sale.  Surplus sales 
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shall be advertised in the local newspaper.  Items will be sold via marked pricing, sealed bids, 
auction, or other acceptable method that results in the best return for the district.

Neither district supplies, nor equipment, shall be sold or conveyed other than via a 
surplus sale, unless authorized by the Superintendent or School Board.

Sales Tax Exemption Form

The sales tax exemption form shall be used for school-related purchases only.  Misuse 
of the exemption form for personal purchases constitutes a misdemeanor.

Copies of the exemption form may be obtained from the district office.  Taxes, which 
should have been exempt, will be unauthorized for reimbursement if the exemption form is not 
presented to the vendor at the time of the purchase.

Purchase of personal items for staff or students are NOT eligible for the sales tax 
exemption.

Sales Tax Exemption form (see pg 39)

Travel Expense – Advances & Settlements

All travel requests shall be submitted to the Superintendent, through the Professional 
Development Request form and/or District Vehicle Request form in Eudphoria, at least two (2) 
weeks prior to the travel event (meeting, conference, workshop, athletic event, etc.).  The 
request forms must have appropriate administrator approval, before they advance to the 
Superintendent for final approval in Eduphoria.  After the final approval, the travel advance 
request and requisition shall be submitted to the business office, at least one (1) week prior to 
the event.

For overnight travel, lodging, mileage (if applicable), meals and incidentals can be 
requested through the requisition process, as an estimate of travel expenses.  Upon returning 
from the trip, the employee is required to reconcile actual travel expenses with documentation 
for all advanced monies.  The Internal Revenue Service (IRS) requires a settlement of 
advanced business expenses and it dictates that if a settlement is not received, that the amount 
of the advance be deducted from the wages of the employee and properly taxed.  Travel funded 
by federal programs and grants will not be given advances for travel expenses due to grant 
compliance.  Employees will be reimbursed for federal funded travel expenses upon return with 
invoices and documentation required by the district.

The travel rates for meals, lodging, mileage, and airline are limited to the rates and 
amounts stated in district policy.  Refer to the Somerville ISD Travel Guidelines for Employees 
for current policies, procedures and reimbursement rates.  In accordance with Internal Revenue 
Code 3402 and 3121, all meal reimbursements for day trips will be reported as wages and 
reimbursed to the employee through the payroll process.

The requisition form shall be utilized by campus staff to request travel funds for student 
travel expenses such as meals, lodging, etc.  The current student travel rates are: $5.00 per 
meal/day per diem for meals and actual lodging costs.

Travel settlement shall be submitted within five (5) days after the return of the traveler.  
All actual travel expenses must be justified with receipts, except for mileage reimbursement.  All 
monies due to the district shall be submitted at the time of settlement.  All monies due to the 
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traveler will be paid upon approval of the immediate supervisor and availability of budgeted 
funds.

Professional Development Request Form (fill out in Eduphoria)

Authorization for Professional Travel Reimbursement (see pg 40)

District Vehicle Request Form (fill out in Eduphoria)

Somerville ISD Travel Guidelines for Employees (see pg 41 - 42)

 Vendors

Purchases from vendors that operate on a cash basis (do not accept purchase orders) 
will not be allowed.  This includes purchases made from the internet.  The district operates in 
several cooperative purchasing programs.  A list of these programs is available from the district 
office.  Priority should be given to these vendors since the goods and/or services have been 
subjected to the rigor of a competitive bid process.

According to Board Policy CH (Local), employees who violate the district purchasing 
procedures shall be held personally liable for the debt incurred.

Vendors shall be required to complete the following forms: 

 Vendor Application (see pg 46)

 W-9 Form (see pg 24-27)

 Conflict of Interest Questionnaire (see pg 43)

 Felony Conviction Form (see pg 28)

 Certificate of Insurance (as appropriate for on-site professional services)

 Certification of Criminal History Record Information (if working directly with students) (see 
pg 29)

The governing body (School Board) and the Superintendent shall complete and file Local 
Government Officer Conflicts Disclosure Statement (CIS) with the district office.

Local Government Officer Conflicts Disclosure Statement (see pg 44-45)
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Somerville Independent School District
Authorization to Conduct a Fund Raiser Form

General Information:

Campus: ______________________     Club: ______________________________

Fund Raiser Information:

Fund Raiser Title: ___________________________________________________

A. What type of merchandise or service will be sold or provided? ____________
_________________________________________________________

B. How will the merchandise or service be sold or provided (e.g. catalog sales, individual 
sales to students on campus, prepaid orders, etc.)? _____________

______________________________________________________________

C. Vendor ____________________  Representative ______________________
Address_______________________________________________________
Phone______________________ Fax ______________________________

D. Fund raiser will be conducted from _______________ to ________________
(Month/Year)

E. Funds generated will be used for ___________________________________

Projected Sales and Expenses:

Total Projected Sales $_______________________
Total Projected Expenses $_______________________
Projected Net Profit $_______________________

Sponsor Certification:
I hereby certify that a profit/loss statement will be completed and submitted to the administration 
office within 30 days after the termination of the fund raising activity.  In addition, I certify that 
all monies collected will be deposited to the campus secretary in accordance with the District’s 
cash handling procedures.

Sponsor’s Signature: __________________________ Date: ________________
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Authorization:

(   ) Approved Principal: _________________________ Date: _____________

(   ) Denied Superintendent: ___________________________ Date: ____________
Somerville Independent School District
Activity Account
Fund Raiser Profit/Loss Statement

School: ________________________  Club: _____________________________

Fund Raiser Title: __________________________________________________

Actual Sales:

Receipt No. Amount Deposited

____________ $ _______________
____________ $ _______________
____________ $ _______________
____________ $ _______________

Total Sales $ _______________

Actual Expenses:

Invoice Number Invoice Amount
___________ $ _______________
___________ $ _______________
___________ $ _______________
___________ $ _______________

Total Expenses $ _______________

Net Profit/Loss (Total Sales les Total Expenses $ _________________

Club Treasurer: _________________________________ Date: _____________

Sponsor: _______________________________________ Date: ______________
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Principal: ______________________________________ Date: ______________

Superintendent: _________________________________ Date: ______________
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Date: ________________________________

Mrs. Sparks and Mrs. Flencher,

Please make the following adjustments to my campus accounts, to correct deficit 
balances.

Amount Budget Code Account Code TO Budget Code Account Code

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO

TO
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Thank you,

____________________________________



20 August 2018

**Officials may give a prefilled out sheet from their 

Affiliated chapter with a W-9. 
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SOMERVILLE INDEPENDENT SCHOOL DISTRICT

CONSULTANT SERVICE CONTRACT

The Somerville Independent School District, hereinafter referred to as “District,” and 
independent contractor, ________________________, hereinafter referred to as “Consultant,” 
enter into a contract on this the _____day of ___________for the provision of consultant 
services.

1.  District agrees to engage Consultant, and Consultant agrees to perform personally, in a 
manner satisfactory to District, the following services:

Describe the services to be performed in this space including the days/hours to be 
worked, the service to be performed and any other specific requirements of the 
engagement.

2.  Unless discontinued earlier by District, the services are to be performed at the following 
times and places:

Describe the days/hours to be worked and the location where the work will take place.

District agrees to pay Consultant a fee of $_________per hour/flat fee (circle one) for a total fee 
not to exceed $________, as compensation for services rendered.  Consultant shall not be 
paid in advance.

This agreement shall be in effect from _______to_______, unless terminated by either party at 
any time, with or without cause.  In the event of termination by District or Consultant prior to 
completion of the contract, compensation shall be prorated on the basis of hours actually 
worked, and Consultant shall only be entitled to receive just and equitable compensation for any 
satisfactory work completed and expenses incurred up to the date of termination.

Consultant may not assign this contract to a third party without the written consent of the 
District.  Consultant must conduct a criminal background check, at the Consultant’s expense, of 
all employees employed under this contract, except District employees.

Consultant is not an employee of District, and is not entitled to fringe benefits, pension, workers 
compensation, retirement, etc.  District shall not deduct Federal income taxes, FICA (Social 
Security), or any other taxes required to be deducted by an employer, as this is the 
responsibility of Consultant.
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Consultant agrees to hold District harmless from any and all liability incurred by District by 
reason of Consultant’s negligence or breach of contract, including, without limitation, damages 
of every kind and nature, out-of-pocket costs, and legal expenses.

IN WITNESS WHEREOF, Somerville Independent School District and Consultant have 
executed this contract, effective the date first herein written.

SOMERVILLE INDEPENDENT SCHOOL DISTRICT

By: 
______________________________________________

Superintendent or designee

Date: _____________________________________

CONSULTANT

By: 
_______________________________________________

Date: _____________________________________

Social Security/Federal Tax ID Number: ____________

Signature of SISD Staff Contact Person: 
_____________________________________________

Phone Number: ____________________ Date of Board approval: _______________

(for contracts of $25,000 or more)
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SOMERVILLE INDEPENDENT SCHOOL DISTRICT

FELONY CONVICTION NOTIFICATION

The Texas Education Code, Section 44.034(a) states that a person or business entity that enters into a 
contract with a school district must give advance notice to the district if the person or an owner or 
operator of the business entity has been convicted of a felony.  The notice must include a general 
description of the conduct resulting in the conviction of the felony.

Furthermore, Section 44.034(b) states that a school district may terminate a contract with a person or 
business entity if the district determines that the person or business entity failed to give notice as required 
by Subsection (a) or misrepresented the conduct resulting in the conviction.  The district must 
compensate the person or business entity for services performed before the termination of the contract.

Lastly, Section 44.034(c) states that this section does not apply to a publicly held corporation.

(  ) My firm is a publicly held corporation, therefore this requirement is not applicable.

(  ) My firm is not owned nor operated by anyone who has been convicted of a felony.

(  ) My firm is owned or operated by the following individual(s) who has/have been convicted of a 
felony:

Name: _______________________________________________________________________

Description of conduct resulting in a felony: __________________________________

______________________________________________________________________________

Name: _______________________________________________________________________

Description of conduct resulting in a felony: __________________________________

______________________________________________________________________________

Name: _______________________________________________________________________

Description of conduct resulting in a felony: __________________________________

______________________________________________________________________________

I, the undersigned agent for the firm named below, certify that the information concerning notification of 
felony conviction has been received by me and that the information furnished above is true to the best of 
my knowledge.

Vendor’s Name: _____________________________________________________________________

Authorized Company Official’s Name: ________________________________________________

Authorized Company Official’s Title: _________________________________________________

_________________________ _____________________________________________

Date Signature
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SOMERVILLE INDEPENDENT SCHOOL DISTRICT

CRIMINAL HISTORY RECORD INFORMATION
FOR CONTRACTED SERVICES

CONFIDENTIAL

The Texas Education Code Section 22.083 authorizes the District to obtain criminal
history information on an employee of, or applicant for employment by, a person that contracts 
with the District to provide services if: the employee or applicant has or will have continuing 
duties related to the contracted services and the duties are or will be performed on school 
property or at another location where students are regularly present.

The information requested below is necessary to obtain criminal history record information.

Vendor Name: 
______________________________________________________________________

Campus/Department Originating Contract: _________________________________________

Last Name: ________________________  First Name: ___________________  MI: 
____________

Social Security Number: __________________________  Date of Birth: 
___________________

Sex: (  )Male   (  )Female Ethnicity: (  )Black   (  )White/Other

I hereby authorize the SOMERVILLE Independent School District to obtain from any law 
enforcement agency or criminal justice agency all criminal history record information that relates 
to me.

Note to Contractors:  The information you are providing about age, sex, and ethnicity will not be 
used to determine eligibility for award of a contract but will be used solely for the purpose of 
obtaining criminal history record information.

____________________________
_____________________________________________

Date Signature
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Somerville Independent School District
Donation Form

The Somerville Independent School District Board Policy CDC (Legal) states that: All bequests 
of property for the benefit of the public schools shall, when not otherwise directed by the 
grantor, vest the property in the Board.  Funds or other property donated, or the income 
therefrom, may be expended: 1) For any purpose designated by the donor that is in keeping 
with the lawful purposes of the schools that are to benefit from the donation; or 2) For any legal 
purpose if the donor designated no specific purpose.

Type: (  )Cash/Check (  )Materials (  )Equipment

Donor Information:

Donor Name: __________________________________ Organization: 
______________________

Address: 
___________________________________________________________________________

City: ______________________________  State: _____________  Zip Code: 
__________________

Donated to: 
_________________________________________________________________________

Purpose of Donation: 
_______________________________________________________________

Value of Donated Property: 
$________________________________________________________

Describe/Itemize Donated Property: 
_________________________________________________

Donor Imposed Restrictions, if any: 
_________________________________________________

________________________________________________ 
__________________________

Donor Signature Date

To Be Completed By District Official

Donation approved by: ____________________________ Date: 
__________________________
(Superintendent, or Board of Trustees if value over $1000)
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To Be Completed by Business Office

Date of Receipt: __________________ Amount Received (if cash): $__________________

(  )Cash (  )Check#___________ Deposited to account #: 
______________________

Fixed Asset Tag #: _______________ Location: 
____________________________________

SOMERVILLE INDEPENDENT SCHOOL DISTRICT
FIELD TRIP LUNCH REQUEST

Teacher: ____________________________ Room #: _______________

Date of Field Trip: ___________________ Pick-up Time: ___________

Place Field Trip Lunch Requests one week in advance of field trip.  Please notify cafeteria 
manager if a student is absent on day of field trip, so a lunch is not charged to that student.  If 
there are any questions, please contact the cafeteria manager.

Student’s Name Lunch ID # Cash
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Somerville Independent School District

Receipt & Use of District Property

Somerville ISD has made available to you the district-owned equipment listed below for school business only.  
Specific approval must be obtained prior to removal from SISD other than approved school activities.  Technology 
equipment placed in a classroom or assigned to an individual must have a receipt signed by the responsible 
employee receiving the equipment.  Our goal is to facilitate keeping our fixed asset tracking records current and 
ensuring that a responsible individual is aware of their responsibility to secure and care for the item.  All items 
transferred from one employee/location to another shall be processed via the Fixed Asset Transfer Form.

The district policy is that personal use of the district-owned equipment is prohibited.  In the event that 
personal use occurs, the personal use shall be documented and submitted to your immediate supervisor.  According 
to the IRS, to be able to exclude the use by an employee from taxable income from employer-owned equipment, the 
employer must have some method to require the employee to keep records that distinguish business from personal 
use.  Charges related to the personal use [if any] shall be subject to employment taxes, if not reimbursed by the 
employee on a timely basis.  The district has opted to require employees to reimburse the district for personal use 
charges rather than subject the charges to employment taxes.  As an example, an employee who uses a district-
owned cell phone to make or receive personal calls will be required to reimburse the district for charges related to 
their personal calls and a pro rata share of the monthly service fee.

The IRS Fringe Benefit Guide has defined equipment that has a personal use as a:

 Vehicle (when used to commute to/from work)

 Cell phone, pager, or other communication device

 Computer, PDA or other technology equipment

I acknowledge that I have been assigned the equipment listed below for school business use only.  I understand 
that personal use of the equipment is prohibited, that personal use [if any] must be documented and 
submitted to my immediate supervisor, and that charges related to personal use [if any] will be subject to 
employment taxes.

Equipment Phone/Serial/Model # Condition – 
New, Good, 
or Poor

Room # Value

I agree that by signing this receipt that I am responsible for securing and providing reasonable care of the above 
listed resource.  You are also advised to secure property insurance against loss or theft of the equipment while off 
campus.

Print Name __________________________________ Date _____________________________

Signature ___________________________________ Campus/Dept ____________________

Issued By __________________________________ Date _____________________________

Copy distribution: Original – Issuer Copy – District Office

Somerville ISD
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Fixed Asset Transfer Form Procedures

A fixed asset transfer form is required whenever equipment is moved from one location to another.  This 
shall include one classroom to another, one campus to another, or from a location to storage.  

Procedures:

 Campus/individual employee completes the form to move equipment

 If the equipment to be moved is technology or audio visual related, the technology coordinator 
should approve the transfer before processing the transfer form.

 Forms should be submitted to the district office for review.

o If the equipment is audio visual or technology, the form should be routed to the 
technology coordinator for his approval.  The technology coordinator will assist in the 
movement of the equipment as approved.

o After the equipment has been moved, the form should be routed to the district office.

o Ninfa Stevens shall keep a copy of all forms routed for tracking purposes.

 After the items have been accepted, the acceptor shall submit the form to Ninfa Stevens.

 Ninfa Stevens will update the Inventory records to reflect the movement.

 Items that are considered obsolete/surplus will be identified for a possible surplus sale.

 Items that are considered trash should be noted on the Inventory records.  After final approval 
through the district office, the items will be disposed of properly.

 A transfer form shall be completed when items are moved from anywhere in the district (ie gym, 
Yegua Center, cafeteria, etc) to a campus/department.
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SUPPLEMENTAL PAYMENT FORM
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EMPLOYEE NAME: 
_________________________________________________________________

REASON FOR SUPPLEMENTAL PAY: 
________________________________________________

____________________________________________________________________________
_________

____________________________________________________________________________
_________

BUDGET CODE: 
____________________________________________________________________

DATE(S) WORKED: 
_________________________________________________________________

AMOUNT TO BE PAID: __________________________

EMPLOYEE’S SIGNATURE: ___________________________________ DATE: 
_______________

AUTHORIZED BY:

SUPERVISOR’S APPROVAL: ___________________________________ DATE: 
______________

APPROVED BY BUSINESS MANAGER OR SUPERINTENDENT: 

_______________________________________________________________ DATE: 
______________

For Payroll Use Only:

Posted _______________

Date Paid ____________
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Somerville ISD

Travel Guidelines for Employees
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Purpose

To provide reimbursement to employees of reasonable travel expenses for attendance at school district related 
meetings and/or staff development when attendance is authorized and deemed by the Superintendent to be 
necessary or desirable in carrying out the educational functions of the District.

Reasonable Travel Expenses

o District, personal or commercial transportation:

o Employees must request a school vehicle for all school district travel.  A request for a vehicle shall 
be submitted on the Bus Request Form and turned into the district office.  If needed, school credit 
cards can be checked out at the district office for additional gas expenses.  Fuel receipts, if any, 
shall be submitted with the travel settlement.

o If a school district vehicle is unavailable, the use of one’s personal vehicle will be approved.  Travel 
by personal vehicle will be reimbursed at the current rate established by TEA at the time of travel.  
The mileage will be advanced or reimbursed.  No receipts are required for fuel or other costs.

o Actual cost of commercial transportation (lowest coach fare), plus parking and necessary public 
transportation fares.  Receipts must be presented for reimbursement and/or settlement of 
advanced travel funds.

o Lodging – actual cost of base room charge, plus appropriate taxes, shall be reimbursed in accordance with 
legal GSA requirements.  State taxes within Texas are not allowable expenses since SISD is exempt from 
state taxes, but state taxes for out-of-state travel are allowable expenses.  It is an employee’s responsibility 
to present a Hotel Occupancy Tax Exemption form to the hotel, or be personally liable for the assessed 
taxes.  Receipts must be presented for reimbursement and/or settlement of advanced travel funds.  Checks 
will be made payable directly to the hotel – an exact dollar amount shall be provided with the Requisition 
form.

o Meals – actual costs of meals, not to exceed $30.00 per day for in-state.  Out of state meal rates will be 
reimbursed in accordance with legal GSA requirements.  List receipts must be presented for all meals.  No 
service or delivery fees will be reimbursed.  Per diem allowances will take into consideration the meals that 
are included in the conference agenda.  Only meals for overnight trips will be given in advance.  In 
accordance with Internal Revenue Code 3402 and 3121, all meal reimbursements for day trips will be 
reported as wages and reimbursed to the employee through the payroll process – no advances for day trips 
will be approved.

Other Incidental Expenses while traveling

o SISD critical business-related long distance calls

o Conference supplementary materials (pre-approval via a purchase order is required)

Non-Allowable Travel Expenses

o Alcoholic drinks or beverages

o Entertainment expenses, such as in-room movies, fee-based hotel amenities such as gyms, spas, etc.

o Expenses for spouses or other non-district employees
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o Expenses due to the traveler’s failure to cancel a registration or travel arrangements (except for extenuating 
circumstances)

Travel Authorization Procedures

o Before the trip

o Submit the Professional Development Request Form to the Superintendent (through your 
immediate supervisor), two weeks prior to the event.  The Superintendent must approve all staff 
and student travel.

o Submit necessary requisitions, with all estimated expenses, at least one week prior to the event.  
Please ensure that adequate budgeted funds exist to cover all estimated expenses.  Mileage, 
overnight meals, lodging, commercial travel, and incidentals will be advanced to the traveler, but 
not more than 30 days before the trip.

o After the trip

o Submit an Authorization for Professional Travel Reimbursement form and excess cash, if any, with 
all required receipts within five days after the trip.  Failure to submit a settlement will have tax 
liability (payroll deduction of advanced travel funds) and other consequences.
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