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Introduction
This manual sets forth the policies and procedures used by Moulton Independent School District
(MISD) administer federal funds. The manual contains the internal controls and grant
management standards used by MISD to ensure that all federal funds are lawfully expended. It
describes in detail MISD’s financial management system, including cash management procedures,
procurement policies; inventory management protocols; procedures for determining the
allowability of expenditures; time and effort reporting; record retention; and sub-recipient
monitoring responsibilities. New employees of MISD, as well as incumbent employees, are
expected to review this manual to gain familiarity and understanding of MISD’s rules and
practices.
Although this manual is not all-inclusive and cannot address all situations, it does provide general
information to assist with standard financial operations and grants management. All MISD
personnel with financial duties and program-specific fiscal duties are responsible for the contents.
Waste, Fraud, and Abuse
To ensure the public receives the most value, MISD strives to ensure its administrative
management of public funds is as effective and efficient as possible, with a high standard of
accountability to prevent waste, fraud, and abuse.
All trustees, employees, vendors, contractors, consultants, volunteers, and any other parties who
are involved in MISD’s financial transactions shall act with integrity and diligence in duties
involving MISD’s financial resources.
MISD prohibits fraud and financial impropriety, as defined below, in the actions of its trustees,
employees, vendors, contractors, consultants, volunteers and others seeking or maintain a business
relationship with MISD.
Fraud and financial impropriety includes, but is not limited to:
▪
▪
▪
▪
▪
▪
▪

Forgery or unauthorized alteration of any document or account belonging to MISD;
Forgery or unauthorized alteration of a check, bank draft, or any other financial document;
Misappropriation of funds, securities, supplies, or other MISD assets, including employee
time;
Impropriety in the handling of money or reporting of MISD financial transactions;
Profiteering as a result of insider knowledge of MISD information or activities;
Unauthorized disclosure of confidential or proprietary information to outside parties;
Unauthorized disclosure of investment activities engaged in or contemplated by MISD;
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▪
▪
▪
▪
▪

Accepting or seeking anything of material value from contractors, vendors, or other persons
providing services or materials to MISD;
Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment;
Failure to provide financial records required by state and local entities;
Failure to disclose conflicts of interest as required by policy; and
Any other dishonest act regarding the finances of the MISD.

Any person who suspects fraud or financial impropriety shall report the suspicions immediately to
any supervisor, the Superintendent or designee, the Board President, or local law enforcement.
http://sao.fraud.state.tx.us/
If assistance is needed in any area of our business operations, please contact any of the staff
members listed in Appendix C.

Financial Management System
MISD maintains a proper financial management system in order to receive both direct and stateadministered grants and to expend funds associated with a grant award. Certain fiscal controls and
procedures must be in place to ensure that all financial management system requirements are met.
Failure to meet a requirement may result in return of funds or termination of the award.

A. Financial Management Standards 2 CFR §200.302
The standards for financial management systems are found at 2 CFR §200.302. The required
standards include:
Identification 2 CFR §200.302(b)(1)
MISD must identify, in its accounts, all federal awards received and expended and the federal
programs under which they were received. Federal program and award identification must include,
as applicable, the CFDA title and number, federal award identification number and year, name of
the federal agency, and, if applicable, name of the pass-through entity.
Please see the MISD Finance Procedures Manual for these award/fund identification procedures.
Financial Reporting 2 CFR §200.302(b)(2)
Accurate, current, and complete disclosure of the financial results of each federal award or
programs must be made in accordance with the financial reporting requirements set forth in the
Education Department General Administrative Regulations (EDGAR), specifically 2 CFR
§§200.327 Financial Reporting and 200.328 Monitoring and Reporting Program Performance.
5

Please see Section 1 of Appendix D.
Accounting Records 2 CFR §200.302(b)(3)
MISD must maintain records which adequately identify the source and application of funds
provided for federally-assisted activities. These records must contain information pertaining to
Federal awards, authorizations, obligations, unobligated balances, assets, expenditures, income
and interest and be supported by source documentation.
Please see Appendix D, page 28.
Internal Controls 2 CFR §§200.302(b)(4); 200.303
Effective control and accountability must be maintained for all funds, real and personal property,
and other assets. MISD must adequately safeguard all such property/assets and must assure that
they are used solely for authorized purposes.
“Internal controls” are tools to help program and financial managers achieve results and safeguard
the integrity of their program.
MISD must establish and maintain effective internal control over the Federal award that provides
reasonable assurance that the following objectives are achieved:
1) Effectiveness and efficiency of operations;
2) Adequate safeguarding of property;
3) Assurance property and money is spent in accordance with grant program and to further
the Selected objectives; and
4) Compliance with applicable laws and regulations, and the terms and conditions of the
awards.
The LEA’s internal controls should be in compliance with guidance in “Standards for Internal
Control in the Federal Government” (the “Green Book”) issued by the Comptroller General of the
United States (http://gao.gov/products/GAO-14-704G) or the “Internal Control Integrated
Framework” issued by the Committee of Sponsoring Organizations of the Treadway Commission
(COSO) (http://coso.org/IC.htm).
The United States General Accounting Office (GAO) identifies five components of internal
controls:
i. Control Environment: A strong control environment allows management and employees to
maintain a positive and supportive attitude toward internal controls and conscientious
management, such as the codes of conduct for ethical and moral behavioral standards,
commitment to competence, appropriate managerial attitudes toward financial, budgetary, and
operational and programmatic operations, an organizational structure that clearly defines key
areas of authority and responsibility and establishes appropriate lines of reporting, robust human
resources policies and practices, and a good relationship with oversight agencies.
6

ii. Risk Assessment: To establish clear and consistent entity objectives and to determine internal
and external risks, such as changes in the operating environment, new personnel, new or
enhanced information systems, rapid growth, new technology, and new programs or activities.
iii. Control Activities: To help ensure that management’s directives are carried out and that
actions are taken to address risks, such as maintaining physical control over valuable assets,
segregating key responsibilities among different people, maintaining appropriate documentation,
implementing clear written policies in key areas, and restricting access to systems and records.
iv. Information and Communication. To ensure that personnel receive relevant, reliable, and
timely information that enables them to carry out their responsibilities. Procedures should be
developed for identifying pertinent information and distributing it in a form and time frame that
permits personnel to perform their duties efficiently.
v. Monitoring. To assess the quality of internal control performance over time and ensure that
any findings are promptly resolved. Monitoring should occur on an ongoing basis in the course
of normal operations and can include actions such as regular oversight by supervisors,
reconciliations, and formal program reviews or audits. Monitoring systems should include
policies and procedures for correcting any findings in a timely manner.
The Superintendent and Business Manager are responsible for reviewing, testing and monitoring,
and revising as necessary, the internal controls established for MISD. Review and monitor of
internal controls are performed quarterly.
Budget Control 2 CFR §200.302(b)(5)
Actual expenditures or outlays must be compared with budgeted amounts for each federal award.
Please see Appendix D for budget control procedures.
Cash Management 2 CFR §§200.302(b)(6); 200.305
MISD must maintain written procedures to implement the cash management requirements found
in EDGAR.
Please see Appendix D for these cash management procedures.
Allowable Costs 2 CFR §§200.302(b)(7); Subpart E - Cost Principles
The LEA must maintain written procedures for determining the allowability of costs in accordance
with EDGAR, and the terms and conditions of the Federal award.
Please see Appendix D & http://pol.tasb.org/Home/Index/1214 for allowability procedures.
7

B. Overview of the Financial Management/Accounting System
The financial management system used by MISD is TxEIS. The system interfaces with the
procurement and inventory systems through the purchasing, budget, and finance applications. The
budget is loaded into the system in a recommended state by August 31st. Once the budget is
approved at the August Budget Hearing, it is set to the APPROVED status and is the operating
budget in TxEIS’s BUDGET and FINANCE applications through the remaining budget year. Prior
budget years are maintained and available for recall. The business manager is responsible for
managing budgets and accounts payable. Federal funds are identified in the financial management
systems through their codes with the function of 211 (Title I) and 255 ( Title II), 263 (Title III).
The business manager will be responsible for compiling timely and accurate financial reports,
subject to the superintendent’s review and approval. The reports are prepared and submitted as
specified by the financial reporting clause of each grant or contract award document. These reports
include monthly and cumulative expenditures, project budgets, and a balance remaining column.
MISD’s financial management system provides for accurate, current, and complete disclosure of
the financial results of each grant project. The system adequately identifies the funding source and
use of funds and contains information pertaining to grant awards, authorizations, obligations,
unobligated balances, assets, outlays (expenditures), income, and interest. The financial
accounting system accommodates the minimum 15-digit account code mandated by FASRG, can
generate information needed for PEIMS (Public Education Information Management System)
reporting, and ensures adequate accountability of State and federal funds.
General Ledger
MISD’s detailed general ledger includes, at a minimum, the following information for recorded
transactions;
▪

Reference number (such as check number, purchase order number, or journal voucher number)

▪

Transaction Date

▪

Vendor’s Name

▪

Brief description of the transaction

▪

General ledger account code

▪

Amount encumbered or obligated

▪

Amount paid and/or encumbered
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Additionally, for each account code used to account for federal grant expenditures, the detailed
ledger will include, respective of each grant program:
▪
▪
▪
▪
▪
▪
▪
▪

CFDA Title and number related to source of fund
Federal award identification number and year related to source of fund
Name of the federal agency related to source of fund
Name of the pass-through entity (such as TEA), if applicable, related to source of fund
Budgeted expenditures
Encumbrances
Actual expenditures.
A chart of accounts for funds reserved for program-specific fiscal requirements and setasides

MISD’s payroll journal includes, at a minimum, the following information:
▪
▪
▪
▪
▪
▪

Employee’s first and last name
Employee identification number
Gross salary and other income
Deductions
Net earnings
For employees paid with federal or State grant funds: The percentage paid out of each grant
fund and, if applicable, the percentage paid out of other funding sources

For each pay period, the payroll journal will also include the check date, check number, and fund
code to which the payroll costs were charged.

C. Budgeting
This LEA’s fiscal year begins on September 1st and ends on August 31st.
Preparation of Budget. According to TEC 44.002, on or before a date set by the State Board of
Education, the superintendent shall prepare, or cause to be prepared, a proposed budget covering
all estimated revenue and proposed expenditures of MISD for the following fiscal year. The budget
must be prepared according to generally accepted accounting principles, rules adopted by the State
Board of Education, and adopted policies of the board of trustees.
The Superintendent and Business Manager will ensure the budget is prepared in accordance with
GAAP (generally accepted accounting principles) and State guidelines. The Business Manager
will develop a budget calendar of critical dates for budget development, submission, and review,
including the person or department responsible for each activity listed in the calendar.
MISD does not require that grant program budget information be included as a supplement to the
MISD officially adopted annual budget. MISD does not require board approval for grant budgets
or amendments.
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Records and Reports. According to TEC 44.003, the superintendent shall ensure that records are
kept and that copies of all budgets, all forms, and all other reports are filed on behalf of MISD at
the proper times and in the proper offices as required by this code.
Please see page APPENDIX D, pg 28 for records retention procedures.
Notice of Budget and Tax Rate Meeting; Budget Adoption. According to TEC 44.004, when the
budget has been prepared under TEC 44.002, the president shall call a meeting of the board of
trustees for the purpose of adopting a budget for the succeeding fiscal year. The president shall
provide for the publication of notice of the budget and proposed tax rate meeting according to the
standards of TEC 44.004, accessed at
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm
MISD will publish the notice in the weekly newspaper, The Moulton Eagle.
The board of trustees, at the meeting called for that purpose, shall adopt a budget to cover all
expenditures for MISD for the next succeeding fiscal year. Any taxpayer of the district may be
present and participate in the meeting. The budget must be adopted before the adoption of the tax
rate for the tax year in which the fiscal year covered by the budget begins.
MISD complies with TEC 44.004 for requirements regarding tax rates and certified estimates of
taxable value, if applicable.
MISD, According to TEC 44.0041, concurrently with the publication of notice of the budget under
TEC 44.004, posts a summary of the proposed budget on MISD’s Internet website
www.moultonisd.net. The budget summary includes: (1) information relating to per student and
aggregate spending on (a) instruction; (b) instructional support; (c) central administration; (d)
district operations; (e) debt service; and (f) any other category designated by the commissioner;
and (2) a comparison to the previous year’s actual spending.
Filing of Adopted Budget. According to TEC 44.005, on or before a date set by the State Board of
Education, the budget must be filed with TEA according to the rules established by the State Board
of Education.
Posting of Adopted Budget. According to TEC 39.084, on final approval of the budget by the board
of trustees, MISD will post on the MISD website a copy of the budget adopted by the board of
trustees. The MISD website will prominently display the electronic link to the adopted budget.
MISD will maintain the adopted budget on the MISD website until the third anniversary of the
date the budget was adopted.
Effect of Adopted Budget; Amendments. According to TEC 44.006, public funds of MISD may not
be spent in any manner other than as provided for in the budget adopted by the board of trustees,
but the board may amend a budget or adopt a supplementary emergency budget to cover necessary
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unforeseen expenses. Any amendment or supplementary budget must be prepared and filed
according to rules adopted by the State Board of Education.
According to the FASRG Module 2 Budgeting, budget amendments are mandated by the State for
budgeted funds reallocated from one function level to another and from one State and/or Federal
project to another. These budget changes are usually the result of unexpected levels of expenditures
in certain categories and must be amended in the budget for legal compliance. Other budget
amendments are determined by the school board.
All budget amendments are required to be adopted by the last day of the fiscal year.
Based upon the level of detail at which the budget is adopted, budget revisions may or may not be
required for reallocations within functional levels or programs. All necessary budget amendments
must be formally adopted by the school board and recorded in the board minutes.
To provide an adequate audit trail for budget amendments, the amendments will include:
▪
▪
▪

The original budget amount by fund and function;
The amount of the amendment by fund and function; and
The amended budget amount by fund and function.

Major program or budget changes are reviewed by district administrators/program directors to
ensure the LEA’s legal compliance with state expenditure mandates.
The Superintendent will approve and record budget transfers on a timely basis.
A budget transfer/amendment form is available through the Business Manager.
Budget amendments will not be accepted after August 30th, for budgets ending in August.

1) Budgeting for Federal and State Grants
The Planning Phase: Meetings and Discussions
Before Receiving the Grant Award Notice (GAN)/Notice of Grant Award (NOGA): MISD Business
Manager, Superintendent, Assistant Superintendent, appropriate campus administration, and
program directors meet with Region 3 ESC Federal Program Services directors to discuss how the
budget is put together; to assign account numbers and applicable codes; and review grant
objectives, reporting requirements, responsibilities and special conditions. MISD bases early
decisions on the prior year’s award and then make adjustments once the GAN/NOGA is received.
Decisions based on the findings/results displayed from the prior school year’s year-ending NCLB
Comprehensive Needs Assessment. The CNA provides data and information in the following
areas: For additional expenses, existing resources considered when making the budget. MISD
11

reviews existing inventory and unused equipment in storage to determine if it could benefit the
program being planned.
See Appendix B for the MISD Organizational Chart for understanding of the different personnel
positions and internal offices involved in the budgetary process. For Career and Technical
Education, Region 3 Education Service Center SSA is the managing and governing body of federal
Carl E. Perkins money.
Grant programs are unique and have different program and fiscal requirements. The unique
character of grant funds results from both the difference in authority over grant funds and their
restriction to specific purposes. Therefore, specific program budgets are prepared for each grant.
The grant budget is based on how the grant funds can best aid in the implementation of the program
plan. The LEA will take into consideration the legal considerations that may affect how grant funds
can be used.
If the grant program has a “Supplement, Not Supplant” requirement, the entire funding picture for
the program is examined to ensure that grant funds are not being used to supplant state, local, or
other federal funds, as applicable. The Program Director is responsible for ensuring the
“Supplement, Not Supplant” requirements are not violated. See Appendix D, pg 32.
If program requirements stipulate a category or element that must be tracked, but is not identifiable
from TEA’s mandatory account code structure, MISD will designate a local code to track such an
expenditure.
Please see Appendix D for a description of specific expenditures that require local option codes.
The following sources are used to develop budgets for Federal grants:
▪
▪
▪
▪
▪
▪
▪

Historical data based on previous grant year actual budget;
Campus Improvement Plan (CIP);
Needs Assessments;
District Improvement Plan (DIP);
Staffing Needs;
Grant Requirements;
Carryover Funds, if applicable.

Reviewing and Approving the Budget: See Appendix D, Section I “Finance and Budgeting”.
By July 31st, the Superintendent and Business Manger review the items in the budget to ensure
allowability.
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If the Superintendent and business manager determine that a cost is not allowable, then the business
manager inconjunction with our ESC 3 federal programs representative, reverse the expense and
allocate local, non-federal monies to cover the expense through a budget amendment.
Once the business manager determines that all budgeted items are allowable, the budget is sent to
the Superintendent for final review and approval. Generally, the budget receives final approval by
August 31st. Once the budget is approved, the budget is changed from “RECOMMENDED” to
“APPROVED” status in TxEIS, the district’s financial management program.
Responsibilities for grants submitted via TEA’s eGrants applications:
▪
▪
▪

Budgeting projections are performed by the Business Manager and Superintendent.
The Business Manager compiles data using the LEA’s Federal Grant spreadsheet to ensure
budgeted amounts match allocations
The Business Manager ensures obligations or expenditures are not incurred prior to submittal
of the eGrants application

Submitting the Grant Application for Federal and State awards
MISD will submit grant applications to TEA by the due date set by TEA. According to TEA Fiscal
Guidelines, eGrants applications must be certified and submitted by an individual who has been
authorized by the applicant or grantee organization to enter the organization into a legally binding
contractual agreement. The “Authorized Official” is the individual who will represent the applicant
or grantee in the event any legal disputes arises. For LEAs, this person is usually the superintendent
or executive director.
▪
▪
▪

Data entry into the eGrants application is performed by the Program Director.
The Program Director ensures that MISD meets TEA’s deadlines for submittal of grant
applications and amendments.
The Superintendent certifies and submits the completed eGrants application.

Program Specific: IDEA-B: Prior to submitting the grant application for IDEA-B funds, the LEA
performs an initial Excess Cost calculation and performs Maintenance of Effort (MOE) analysis
to determine expenditure and budget data required for determination of compliance with the MOE
Eligibility Standard. The Business manager performs the Excess Cost calculation and he
documentation is kept on file at the administrative office. The initial Excess Cost calculation
performed in July. The Business Manager performs the analysis for the MOE Eligibility Standard.
The MOE analysis is performed in May and documentation of the data used is kept in the TxEIS
Financial Management system as well as a spreadsheet located in the office of the business
manager.
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After Receiving the GAN/NOGA for Federal and State Programs Award
The MISD Business Manager, Superintendent, Assistant Superintendent, appropriate campus
administration, and program directors meet with Region 3 ESC Federal Program Services directors
to discuss how the budget is put together; to assign account numbers and applicable codes; and
review grant objectives, reporting requirements, responsibilities and special conditions. MISD
bases early decisions on the prior year’s award and then make adjustments once the GAN/NOGA
is received. Decisions based on the findings/results displayed from the prior school year’s yearending NCLB Comprehensive Needs Assessment. The CNA provides data and information in the
following areas: For additional expenses, existing resources considered when making the budget.
MISD reviews existing inventory and unused equipment in storage to determine if it could benefit
the program being planned. Any adjustments to the NOGA are relayed to program directors and
personnel and a meeting is held if needed to reallocate funds or assign new uses for the funding.
When the NOGA is received, the Business Manager & Program Director will compare the
approved NOGA with the grant application to identify any budget revisions TEA may have
required before issuing the approval.
The Business Manager ensures obligations or expenditures are not incurred prior to the effective
date, based on the period of obligation established in EDGAR and based on the effective date of
the NOGA.
Throughout the grant period, the budget is used as a control measure. The budget is monitored by
the Business Manager and Program Director as expenditures are incurred.
The Business Manager & Program Director ensures expenditures with grant funds are for
allowable costs as approved in the grant application and are used for the intended beneficiaries and
program.

Amending the Budget for Federal and State Programs
Budget amendments are requested before expenditures that exceed acceptable limits are incurred,
to ensure that the grant remains in compliance with the granting agency’s guidelines. In addition,
expenditures requiring a budget amendment generally are not allowable if the obligation is
incurred before the approval of the amendment. Expenditure monitoring is performed by the
Business Manager throughout the grant period as a control measure.
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MISD follows the TEA guidelines for submitting federal and state grant amendments. The
Program Director, Business Manager, and Region 3 Federal Programs Specialist monitors the
deadlines for each grant to ensure amendments are submitted in a timely manner.
MISD personnel will refer to TEA’s “When to Amend the Application” chart for guidance on
when to amend a grant application, dependent on type of grant, based on scenarios in the chart.
The chart can be accessed at:
http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx
Examples taken from the chart:
▪

▪

For a federally-funded formula grant, an amendment is NOT required to:
o Increase or decrease the amount of funds currently approved in a class/object code on
the Program Budget Summary by 25% or less of the total budgeted amount, as long
as a new line item is not being added. (Exception: Coordinated Early Intervening
Services (CEIS) in the Special Education Consolidated grant application always
requires an amendment.)
o Increase or decrease the amount of funds budgeted for a line item on any supporting
budget schedule (i.e., within a class/object code) as long as the description of the line
item does not change and as long as the current amount approved in that class/object
code is not changed by more than 25% of the total budgeted amount. (Exception:
Coordinated Early Intervening Services (CEIS) in the Special Education Consolidated
grant application always requires an amendment.)
o Increase the salary amount of funds budgeted for a line item (i.e., a position type).
o Increase or decrease the number of positions previously approved by 20% or less, as
long as a new position type is not being added.
For a federally-funded formula grant, an amendment IS required to:
o Add a class/object code not previously budgeted.
o Increase or decrease the amount of funds currently approved in a class/object on the
Program Budget Summary by more than 25% of the total budgeted amount.
o Add a new line item on any of the supporting budget schedules.
o Increase or decrease the number of positions approved by more than 20%/
o Add a type of position not initially approved.
o Add a new item or increase the quantity of capital outlay items approved for articles
costing $5,000 or more.
o Add a new item of capital outlay for articles costing less than $5,000.

MISD BUDGET AMENDEMENT FORM is initiated by a campus principal and then must be
approved by the superintendent and business manager. All amendments are then passed on to the
MISD Board of Trustees for approval. Justification for a budget amendment must include the
requested dollar amount, description of the cost item, and reason for the amendment.
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The business manager confirms that the funds are available, the proposed expenditures are
allowable use of funds, and the reason for the amendment qualifies under grant requirements and
TEA guidelines.
If approved, the data is entered into the applicable grant application by Business Manager
The eGrants application amendment is certified and submitted by Superintendent].
Upon receipt of the NOGA, the Business Manager records the approved amendment in the
accounting records either by memorandum entry or by journal entry. The accounting records
should provide a complete record of the approved grant budget and all amendments, as well as
transactions that do not require an official amendment submission to TEA.
Budget Control for Federal and State Programs
MISD monitors its financial performance by comparing and analyzing actual results with budgeted
results.
The business manager will monitor actual expenditures to budget projections on a monthly basis.
The business manager is responsible for performing cost reconciliation on a quarterly basis for
federally funds positions of employees working on multiple cost objectives. Adjustments will be
performed annually if the difference between actual and budgeted is less than ten percent.
Adjustments will be performed quarterly if the difference between actual and budgeted is ten
percent or greater.
The Business Manager will monitor cash flows statements and fund balances and will perform
bank reconciliations on a monthly basis.
The Business Manager will monitor expenditures, and obligated and encumbered balances of
federal funds, on a monthly basis to ensure purchases benefit the beneficiaries during the grant
program and to guard against high carryover amounts.
The following special allotments from the Foundation School Program (FSP) are monitored
monthly by the Business Office to ensure indirect costs do not exceed the maximum amounts
established in Texas Administrative Code (TAC) 105.11: Gifted and Talented, Career and
Technology, Special Education, Bilingual Education, and Compensatory Education.
The Superintendent and Program Director evaluate the budget for its effectiveness in attaining
goals and objectives. Evaluation may involve an examination of how funds were expended, what
outcomes resulted from the expenditure of funds, and to what degree these outcomes achieved the
objectives stated during the planning phase. This evaluation phase is important in determining the
following year’s budgetary allocations.
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D. Accounting Records
1) Accounting System. According to TEC 44.007, a standard school fiscal accounting system must
be adopted and installed by the board of trustees of each LEA. The accounting system must
conform with generally accepted accounting principles. The accounting system must meet at
least the minimum requirements prescribed by the commissioner, subject to review and
comment by the state auditor.
Records and Reports. According to TEC 44.007, a record must be kept of all revenues realized
and of all expenditures made during the fiscal year for which a budget is adopted. A report of the
revenues and expenditures for the preceding fiscal year shall be filed with the agency on or
before the date set by the State Board of Education, and according to the requirements of the
State Board of Education.
Please see page [APPENDIX D, pg 28 ] for records retention procedures.
2) Accounting Code Structure
The proper coding of the budget and classification of expenditures is critical for the accurate
oversight of the LEA’s budget. The LEA uses the accounting code structure described in the TEA
Financial Accountability System Resource Guide (FASRG). The following elements are included
in the accounting code structure, in this sequence: (a) A mandatory three-digit Fund Code; (b) A
mandatory two-digit Function Code; (c) A mandatory four-digit Object Code; (d) An optional twodigit code to provide special accountability at the local level; (e) A mandatory three-digit
Organization Code; (f) A mandatory single-digit Fiscal Year Code; (g) A two-digit Program Intent
Code; (h) An optional single-digit code that is used at the local level; (i) An optional two-digit
code that is used at the local level to further describe the transaction.
Local Option Codes:
IDEA-B: For the Federal IDEA-B grant, local option codes are established to ensure proper
monitoring and tracking of IDEA-B funds used for proportionate share for equitable services to
parentally-placed private school children with disabilities [Note: proportionate share is not
applicable to charter schools or any ISDs that do not have private schools, including home schools,
in their jurisdiction], the 25% set-aside for residential placement, if using IDEA-B funds for the
set-aside, and for Coordinated Early Intervening Services (CEIS), if applicable.
For State funds, local option codes are established to ensure state compensatory education (SCE)
funds and any other funding necessary to sufficiently support the cost of additional accelerated
instruction for students who fail to perform satisfactorily on an end-of-course (EOC) assessment
instruction according to TEC 28.0217, are separately budgeted and prioritized.
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Chart of Accounts: Appendix B provides the LEA’s chart of accounts for all funds and
expenditures at the level of the number, name, and description of each account. Locally defined
options codes are included, as well as a chart of accounts that identifies funds reserved for various
grant requirements.
3) Accounting Records

Accounting records are kept in our financial management system, TxEIS as well as those filed
with TEA and MISD’s auditing firm. The business manager and administration office are
responsible for maintaining accounting records, subject to the superintendent and Board of
Trustees review and approval. Journal entries are made in the TxEIS financial management system.
MISD maintains records which adequately identify the source and application of funds provided
for federally-assisted activities. These records contain information pertaining to Federal awards,
authorizations, obligations, unobligated balances, assets, expenditures, income and interest and be
supported by source documentation.
Accounting Controls
The Business Manager and Superintendent utilizes a year-end audit preparation checklist to
ensure year-end balances are reflected correctly. The Business Manger utilizes a monthly
reconciliation checklist that is reviewed by the Superintendent. on a monthly basis.
The Business Manager and Program Director reviews financial statements for accuracy on a
monthly basis.
The Business Manager, Program Director, and Superintendent evaluate the internal accounting
system and its report writing capabilities in order to conform internal reports to the formats
required for year-end.
The Program Director ensures the annual inventory of capital assets is reconciled with the
subsidiary ledger or general ledger.
The Program Director ensures the Form SF-SAC Data Collection Form for Reporting on Audits
of States, Local Governments, and Non-Profit Organizations is filed by the deadline for each
fiscal year.

E. Spending Grant Funds
Procedures reflect federal rules and requirements found in EDGAR and 2 CFR Part 200 the
Uniform Administrative Requirements, Cost Principles and Audit Requirements for Federal
Awards, (referred to as Part 200).
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a) Direct and Indirect Costs

While developing and reviewing the grant budget, the Business Office should keep in mind the
difference between direct costs and indirect costs.
Determining Whether a Cost is Direct or Indirect: Direct costs are those costs that can be identified
specifically with a particular final cost objective, such as a federal award, or other internally or
externally funded activity, or that can be directly assigned to such activities relatively easily with
a high degree of accuracy. 2 CFR §200.413(a). Indirect costs are those that have been incurred
for a common or joint purpose benefitting more than one cost objective, and not readily assignable
to the cost objectives specifically benefitted, without effort disproportionate to the results
achieved. 2 CFR §200.56. Costs incurred for the same purpose in like circumstances must be
treated consistently as either direct or indirect costs. 2 CFR §200.413(a).
Identification with the federal award rather than the nature of the goods and services involved is
the determining factor in distinguishing direct from indirect costs of Federal awards. Typical costs
charged directly to a Federal award are the compensation of employees who work on that award,
their related fringe benefit costs, the costs of materials and other items of expense incurred for the
Federal award. 2 CFR §200.413(b). The salaries of administrative and clerical staff should
normally be treated as indirect costs. Direct charging of these costs may be appropriate only if all
of the following conditions are met:
▪
▪
▪
▪

Administrative or clerical services are integral to a project or activity;
Individuals involved can be specifically identified with the project or activity;
Such costs are explicitly included in the budget or have the prior written approval of the
federal awarding agency; and
The costs are not also recovered as indirect costs. 2 CFR §200.413(c).

Indirect Cost Rate:
TEA, as the cognizant agency, approves federal indirect cost rates for LEAs in Texas, according
to 34 CFR §§75.561 and 76.561. The rates are calculated using costs specified in the LEA’s
indirect cost plan/proposal submitted to TEA. The rates are effective July 1 through June 30 of
each year. Two indirect cost rates are approved by TEA and are used by the LEA. The restricted
rate is used for federal grants containing the supplement, not supplant requirement (34 CFR
§§76.563-564). The unrestricted rate may be used for federal grants that do not contain the
supplement, not supplant requirement. The Business Manager is responsible for extracting the
required information to be included in the indirect cost rate/proposal and submitting it to TEA
and deciding whether to apply for the rate annually, or to request an extension of the current rate.
Applying the Indirect Cost Rate: Once the LEA has an approved indirect cost rate, the
percentage is multiplied against the actual direct costs (excluding distorting items such as
equipment, contracts in excess of $25,000, pass-through funds, etc.) incurred under a particular
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grant to produce the dollar amount of indirect costs allowable to that award. 34 C.F.R § 75.564;
34 CFR §76.569. Once the LEA applies the approved rate, the funds that may be claimed for
indirect costs have no federal accountability and may be used as if they were non-federal funds.
For Direct Grants, reimbursement of indirect costs is subject to the availability of funds and
statutory or administrative restrictions. 34 CFR §75.564.
Where a federal program has a specific cap on the percentage of administrative costs that may be
charged to a grant, that cap must include all direct administrative charges as well as any recovered
indirect charges.
b) Determining Allowability of Costs: Subpart E – Cost Principles
Expenditures must be aligned with approved budgeted items. Certain changes or variations from
the state-approved budget and grant application need prior approval from the state, according to
TEA’s guidance on “When to Amend the Application” accessed at:
http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx
Please see APPENDIX D, pg 27 for procedures for amending the budget and grant application.
When determining how MISD will spend its grant funds, the Business Office and Program Director
will review the cost to determine whether it is an allowable use of federal grant funds:
▪
▪
▪

Before submitting their grant application: Program Director
Before obligating and spending those funds on the proposed good or service: Program
Director, Business Manager, Region 3 ESC consultant
After the cost item is purchased and received, to ensure it is being used for its intended
purpose (this includes ensuring that the personnel who will use the cost item are aware of
its fund source and intended purpose, as applicable; labeling the equipment with its fund
source, if applicable): Program Director, Campus Administration

Except where otherwise authorized by statute, all costs supported by federal education funds must
meet the standards outlined in EDGAR, 2 CFR Part 3474 and 2 CFR Part 200, as well as programspecific requirements and State and local rules.
Part 200’s cost guidelines must be considered when federal grant funds are expended. Federal
rules require state- and local-level requirements and policies regarding expenditures to be followed
as well. When differing regulations and rules conflict, the most restrictive rule is followed. For
example, state and/or local policies relating to travel or equipment may be narrower than the
federal rules and therefore, the stricter State and/or local policies must be followed. Further, certain
types of incentives are allowable under federal law, but are not allowable under State law.
In order for a cost to be allowable, the expenditure must also be allowable under the applicable
program statute (e.g., Title I of the Elementary and Secondary Education Act (ESEA), or the Carl
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D. Perkins Career and Technical Education Act (Perkins),or IDEA-B), along with accompanying
program regulations, non-regulatory guidance and grant award notifications.
This manual includes sections on “Basic Considerations”, “General Provisions for Selected Items
of Cost”, and “Questions to Consider When Determining Allowability of Cost with Federal
Funds.” Fiscal and program staff should refer to these sections to ensure purchases are allowable
with federal funds.
(i) Basic Considerations 2 CFR §§200.403-406
Except where otherwise authorized by statute, costs must meet the following general criteria in
order to be allowable under Federal awards:
▪

Be Necessary and Reasonable for the performance of the federal award. 2 CFR
§200.403(a). MISD staff must consider the following elements when determining the
reasonableness of a cost. A cost is reasonable if, in its nature and amount, it does not
exceed that which would be incurred by a prudent person under the circumstances
prevailing at the time the decision was made to incur the cost. 2 CFR §200.404. For
example, reasonable means that sound business practices were followed, and purchases
were comparable to market prices.
When determining reasonableness of a cost, consideration must be given to:
o Whether the cost is of a type generally recognized as ordinary and necessary for the
operation of MISD or the proper and efficient performance of the federal award. 2 CFR
§200.404(a).
o The restraints or requirements imposed by such factors as: sound business practices;
arm’s-length bargaining; federal, state, local, and other laws and regulations; and terms
and conditions of the federal award. 2 CFR §200.404(a).
o Market prices for comparable goods or services for the geographic area. 2 CFR
§200.404(c).
o Whether the individuals concerned acted with prudence in the circumstances
considering their responsibilities to the LEA, its employees, its students, the public at
large, and the federal government. 2 CFR §200.404(d).
o Whether MISD significantly deviates from its established practices and policies
regarding the incurrence of costs, which may unjustifiably increase the federal award’s
cost. 2 CFR §200.404(e).
While 2 CFR §200.404 does not provide specific descriptions of what satisfies the
“necessary” element beyond its inclusion in the reasonableness analysis above, necessary
is determined based on the needs of the program. Specifically, the expenditure must be
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necessary to achieve an important program objective. A key aspect in determining whether
a cost is necessary is whether MISD can demonstrate that the cost addresses an existing
need, and can prove it. For example, MISD may deem a language skills software program
necessary for a limited English proficiency program.
When determining whether a cost is necessary, consideration may be given to:
o Whether the cost is needed for the proper and efficient performance of the grant
program.
o Whether the cost is identified in the approved budget or application.
o Whether there is an educational benefit associated with the cost.
o Whether the cost aligns with identified needs based on results and findings from a needs
assessment.
o Whether the cost addresses program goals and objectives and is based on program data.
▪

Allocable to the federal award. 2 CFR §200.403(a). A cost is allocable to the federal
award if the goods or services involved are chargeable or assignable to that federal award
in accordance with the relative benefits received. 2 CFR §200.405(a). This means that the
federal grant program derived a benefit in proportion to the funds charged to the program.
For example, if 50% of a teacher’s salary is paid with grant funds, then that teacher must
spend at least 50% of his or her time on that grant program.
The allocable standard is met if the cost:
o Is incurred specifically for the federal award;
o Benefits both the federal award and other work of MISD and can be distributed in
proportions that may be approximated using reasonable methods; and
o Is necessary to the overall operation of MISD and is assignable in part to the federal
award in accordance with the principles in 2 CFR §200.405.
If a cost benefits two or more projects or activities in proportions that can be determined
without undue effort or cost, the cost must be allocated to the projects based on the
proportional benefit. If a cost benefits two or more projects or activities in proportions that
cannot be determined because of the interrelationship of the work involved, the costs may
be allocated or transferred to benefitted projects on any reasonable documented basis. 2
CFR §200.405 (d).

▪

Conform to any limitations or exclusions set forth as cost principles in Part 200 or in the
terms and conditions of the federal award, as to types or amount of cost items. 2 CFR
§200.403(b).
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▪

Be consistent with policies and procedures that apply uniformly to both federally-financed
and other activities of MISD. 2 CFR §200.403(c). For example, if the state allows two
weeks of vacation for employees, then employees paid from federal funds must also be
allowed two weeks of vacation.

▪

Be accorded consistent treatment. A cost cannot be assigned to a federal award as a direct
cost if any other cost incurred for the same purpose in like circumstances has been allocated
to the federal award as an indirect cost. 2 CFR §200.403(d).

▪

Be determined in accordance with generally accepted accounting principles (GAAP),
unless provided otherwise in Part 200. 2 CFR §200.403(e).

▪

Not be included as a match or cost-share, unless the specific federal program authorizes
federal costs to be treated as such. 2 CFR §200.403(f). Some federal program statutes
require the non-federal entity to contribute a certain amount of non-federal resources to be
eligible for the federal program.

▪

Be adequately documented. 2 CFR §200.403(g). All expenditures must be properly
documented.

▪

Be the net of all applicable credits. The term “applicable credits” refers to those receipts
or reduction-of-expenditure-type transactions that operate to offset or reduce expense items
allocable to the federal award. Typical examples of such transactions are: purchase
discounts; rebates or allowances; recoveries or indemnities on losses; insurance refunds or
rebates, and adjustments of overpayments or erroneous charges. To the extent that such
credits accruing to or received by MISD relate to allowable costs for the federal award,
they shall be credited to the federal award, either as a cost reduction or a cash refund, as
appropriate. 2 CFR §200.406.
MISD does not allow federal money to be used for accounts that create additional benefits
such as miles, hotel points, etc.

Please see APPENDIX D, pg 43, for policy and procedures on travel.

(ii) General Provisions for Selected Items of Cost 2 CFR §§200.420-200.475
This section provides principles to be applied in establishing the allowability of certain items
involved in determining cost, in addition to the Basic Considerations listed above. These principles
apply whether or not a particular item of cost is properly treated as direct cost or indirect cost.
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Failure to mention a particular item of cost is not intended to imply that it is either allowable or
unallowable; rather, determination as to allowability in each case of a cost item not listed should
be based on the treatment provided for similar or related items of cost, and based on the cost
principles described in EDGAR. In the case of a discrepancy between the provisions of a specific
federal grant program and the provisions listed below, the specific federal grant program’s
provisions govern.
55 specific cost items from 2 CFR §§200.420-200.475 are listed in the chart below, along with the
citation where it is discussed whether the item is allowable. Please do not assume that an item is
allowable because it is listed in the chart, as it may be unallowable despite its inclusion in the
selected items of cost section. The expenditure may be unallowable for a number of reasons,
including: the express language of the regulation states the item is unallowable; the terms and
conditions of a specific grant program deem the item unallowable; or State/local restrictions dictate
that the item is unallowable. The item may also be unallowable because it does not meet one of
the cost principles, such as being reasonable because it is considered too expensive. If an item is
unallowable for any of these reasons, federal funds cannot be used to purchase it.
The selected item of cost addressed in Part 200 includes the following (in alphabetical order):
Item of Cost
Advertising and public relations
Advisory councils
Alcoholic beverages
Alumni/ae activities
Audit services
Bad debts
Bonding costs
Collections of improper payments
Commencement and convocation costs
Compensation – personal services
Compensation – fringe benefits
Conferences
Contingency provisions
Contributions and donations
Defense and prosecution of criminal and civil
proceedings, claims, appeals and patent
infringements
Depreciation
Employee health and welfare costs
Entertainment costs

Citation of Allowability Rule
2 CFR §200.421
2 CFR §200.422
2 CFR §200.423
2 CFR §200.424
2 CFR §200.425
2 CFR §200.426
2 CFR §200.427
2 CFR §200.428
2 CFR §200.429
2 CFR §200.430
2 CFR §200.431
2 CFR §200.432
2 CFR §200.433
2 CFR §200.434
2 CFR §200.435
2 CFR §200.436
2 CFR §200.437
2 CFR §200.438
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Equipment and other capital expenditures
Exchange rates
Fines, penalties, damages and other
settlements
Fund raising and investment management
costs
Gains and losses on disposition of depreciable
assets
General costs of government
Goods and services for personal use
Idle facilities and idle capacity
Insurance and indemnification
Intellectual property
Interest
Lobbying
Losses on other awards or contracts
Maintenance and repair costs
Materials and supplies costs, including costs of
computing devices
Memberships, subscriptions, and professional
activity costs
Organization costs
Participant support costs
Plant and security costs
Pre-award costs
Professional service costs
Proposal costs
Publication and printing costs
Rearrangement and reconversion costs
Recruiting costs
Relocation costs of employees
Rental costs of real property and equipment
Scholarships and student aid costs
Selling and marketing costs
Specialized service facilities
Student activity costs
Taxes (including Value Added Tax)
Termination costs
Training and education costs

2 CFR §200.439
2 CFR §200.440
2 CFR §200.441
2 CFR §200.442
2 CFR §200.443
2 CFR §200.444
2 CFR §200.445
2 CFR §200.446
2 CFR §200.447
2 CFR §200.448
2 CFR §200.449
2 CFR §200.450
2 CFR §200.451
2 CFR §200.452
2 CFR §200.453
2 CFR §200.454
2 CFR §200.455
2 CFR §200.456
2 CFR §200.457
2 CFR §200.458
2 CFR §200.459
2 CFR §200.460
2 CFR §200.461
2 CFR §200.462
2 CFR §200.463
2 CFR §200.464
2 CFR §200.465
2 CFR §200.466
2 CFR §200.467
2 CFR §200.468
2 CFR §200.469
2 CFR §200.470
2 CFR §200.471
2 CFR §200.472
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Transportation costs
Travel costs
Trustees

2 CFR §200.473
2 CFR §200.474
2 CFR §200.475

State rules on procurement and travel are more restrictive than federal rules. Please refer to the
procurement and travel sections of this manual.
In addition to reviewing the “Basic Considerations” and “General Provisions for Selected Items of
Cost” sections above, fiscal and program staff should reference “Questions to Consider When
Determining Allowability of Cost with Federal Funds” when making allowability determinations.

c) Travel Costs:
1) Federal Allowability Rules for Travel Costs:
General. Travel costs are the expenses for transportation, lodging, subsistence, and related items
incurred by employees who are in travel status on official business of MISD. Federal rules allow
such costs to be charged on an actual cost basis, on a per diem or mileage basis in lieu of actual
costs incurred, or on a combination of the two, provided the method used is applied to an entire
trip and not selected days of the trip, and results in charges consistent with those normally allowed
in like circumstances in MISD’s non-federally-funded activities and in accordance with the LEA’s
written travel reimbursement policies. 2 CFR §200.474(a). However, a per diem basis in lieu of
actual costs is not allowable according to the more restrictive State rules.
Lodging and subsistence. Costs incurred by employees and officers for travel, including costs of
lodging, other subsistence, and incidental expenses, must be considered reasonable and otherwise
allowable only to the extent such costs do not exceed charges normally allowed by MISD in its
regular operations as the result of its written travel policy. In addition, if these costs are charged
directly to the federal award, documentation must be maintained that justifies that (1) participation
of the individual is necessary to the federal award; and (2) the costs are reasonable and consistent
with the LEA’s established travel policy. 2 CFR §200.474(b).
Dependent Care Costs. Temporary dependent care costs (as dependent is defined in 26 U.S.C 152)
above and beyond regular dependent care that directly results from travel to conferences is
allowable provided that: (1) the costs are a direct result of the individual’s travel for the federal
award; (2) the costs are consistent with MISD’s documented travel policy for all MISD travel; and
(3) are only temporary during the travel period. Travel costs for dependents are unallowable,
except for travel of duration of six months or more with prior approval of the federal awarding
agency. 2 CFR §200.474(c).
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As needed, the costs of identifying, but not providing, locally available dependent-care resources
are allowable conference-related costs. 2 CFR §200.432.
Commercial air travel. Airfare costs in excess of the basic least expensive unrestricted
accommodations class offered by commercial airlines are unallowable except when such
accommodations would: (1) require circuitous routing; (2) require travel during unreasonable
hours; (3) excessively prolong travel; (4) result in additional costs that would offset the
transportation savings; or (5) offer accommodations not reasonably adequate for the traveler’s
medical needs. MISD must justify and document these conditions on a case-by-case basis in order
for the use of first-class or business-class airfare to be allowable in such cases. 2 CFR §200.474(e).
See local policy regardind travel regarding types of travel, including single day travel, overnight
travel, out-of-state travel, what expenses may be reimbursed, and what type of documentation is
needed for reimbursement.
2) Texas Travel Reimbursement Guidelines:
Mileage, lodging, and meal reimbursement rates published by the Texas Comptroller of Public
Accounts apply to all grants funded by TEA for individuals on travel status.
Designated Headquarters definition:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/gen/def/index.php
The area within the boundaries of the city in which the employee’s place of employment is located.
If an employee’s place of employment is located within an unincorporated area, then the area
within a five-mile radius of the place of employment is the employee’s designated headquarters.
If an incorporated area is completely surrounded by the incorporated municipality in which an
employee’s place of employment is located, then the employee’s designated headquarters includes
the surrounded municipality or area.
Duty Point definition:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/gen/def/index.php
The destination, other than a place of employment, to which MISD employee travels to conduct
official MISD business. If the destination is outside the employee’s designated headquarters, then
the duty point is either the incorporated municipality in which the destination is located or the
unincorporated area within a five-mile radius of the destination.
Gratuity definition:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/gen/def/index.php
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Something given voluntarily or beyond obligation, usually in response to or in anticipation of a
service.
Incidental Expense definition:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/gen/def/index.php
An expense incurred while traveling on official MISD business. The term includes a mandatory
insurance or service charge and an applicable tax, except a tax based on the cost of a meal. The
term does not include a meal, lodging or transportation expense, a personal expense, an expense
that an individual would incur regardless of whether the individual were traveling on official MISD
business, a tip or a gratuity.
Transportation:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/index.php
MISD employee is entitled to be reimbursed for transportation charges incurred while conducting
MISD business. The employee should select the most cost effective method of transportation
available. Details are described in this travel section.
Mileage in personal vehicle:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/personal.php
LEA employees are entitled to be reimbursed for mileage incurred to conduct LEA business. The
reimbursement may not exceed the product of the actual number of miles traveled for business and
the maximum mileage reimbursement rate established by the Texas Comptroller of Public
Accounts, or the rate established by the LEA, if lower than the state rate.
Mileage reimbursement rates are subject to change, and must not exceed rates published by the
Texas Comptroller of Public Accounts. MISD is not required to reimburse employees at the
maximum state rate. If MISD chooses to reimburse at a lower rate, MISD will notify affected
individuals in writing before implementing the lower rate. MISD reimburses at the rate of 54.5
cents per mile.
The number of reimbursable miles may not exceed the number of miles of the most cost-effective
reasonably safe route between two duty points. Travelers are required to select the shortest and
most economical route but may justify selection of another route if it was chosen for safety reasons
and specific justification of the selection is given. In determining the most cost-effective
reasonably safe route, MISD may consider the route that provides the shortest distance, the
quickest drive time or the safest road conditions. Specific justification of the selection should be
submitted by the employee if the shortest route is not chosen.
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Travelers are required to calculate mileage by one of the following two methods:
▪ Employee’s vehicle odometer reading (supporting documentation must include a point-topoint mileage itemization); or
▪ Electronic mapping source [Specify the online mapping service to be used by the
employee. For example, www.Mapquest.com or any other online mapping service]. If this
method is chosen, the name of the mapping service used must be documented and the
traveler must print out the driving directions provided by the site and attach them to the
travel voucher.
MISD will reimburse an employee for mileage between a residence and an airport. If applicable,
the mileage reimbursement is limited to the cost of one two-way trip to and from the airport in the
employee’s personal vehicle plus parking at the airport.
MISD employees will not be reimbursed for mileage incurred in traveling between the employee’s
residence and place of employment in a personally owned or leased motor vehicle unless the travel:
(1) is necessitated by extraordinary circumstances, and (2) occurs outside of the hours the
employee is working. The same restrictions and requirements that apply to the use of a personally
owned vehicle apply to an employee’s use of mass transit, taxi or limousine when traveling
between an employee’s residence and place of employment.

Reimbursement expenses for travel by persons with disabilities will conform to Texas
Government Code, Section 660.143(a).
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.660.htm#660.143
Four-per-car rule:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/fourper.php
When employees travel on the same dates with the same itinerary, they must coordinate travel.
When four or fewer employees travel on the same itinerary, only one may be reimbursed for
mileage. When more than four employees travel on the same itinerary, only one out of every four
may be reimbursed for mileage.
Rental vehicles:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/rental.php
MISD employees are entitled to reimbursement for the cost of renting a vehicle to conduct state
business. The reimbursement includes all applicable taxes and mandatory charges. It also may
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include a charge for a collision damage waiver or a loss damage waiver if not already included in
the contracted rate for the rental. A charge for an additional driver may only be reimbursed if
incurred for a business reason. A charge for a liability insurance supplement, personal accident
insurance, safe trip insurance or personal effects insurance is not reimbursable.
When at least two employees share a rental vehicle, each employee is entitled to be reimbursed for
his or her share of the rental cost.
For an employee to be reimbursed for a rental expense, the employee must provide proof that the
expense was incurred. A complete receipt issued by the rental company serves this purpose. The
receipt must include the following: (1) The name of the rental company, and (2) The name of the
employee renting the vehicle, and (3) The starting and ending dates of the rental, and (4) An
itemization of expenses incurred, and (5) Proof of payment. If a receipt does not include all of the
five items listed above, the rental contract may also be included to provide that information.
A receipt that has been altered by any person other than the entity issuing the receipt is
unacceptable. A receipt to which additional information has been added is considered unaltered if
the information does not conflict with the original information on the receipt.

Commercial air transportation:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/commair/index.php
MISD employee is entitled to be reimbursed for the actual cost of commercial air transportation
incurred to conduct MISD business. The reimbursement may not exceed the cost of the lowest
available airfare between the employee’s designated headquarters and the employee’s duty point.
To be reimbursed, the employee must provide proof that the expense was incurred. A complete
passenger receipt issued by a commercial airline company or an itinerary issued by the company
or a travel agency serves this purpose. The receipt or itinerary must include the following: (1) The
name of the employee and airline, and (2) The ticket number, and (3) The class of transportation,
and (4) The travel dates, and (5) The amount of the airfare, and (6) The origin and destination of
each flight, and (7) Proof of payment.
A passenger receipt or itinerary that has been altered by any person other than the entity issuing
the receipt of the itinerary is unacceptable. A receipt or itinerary to which additional information
has been added is considered unaltered if the information does not conflict with the original
information on the receipt.
Baggage Fees:
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https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/commair/excessbags.php
Baggage charges that are related MISD business are reimbursable. It is assumed that the first
checked bag is necessary to complete business travel. Charges for excessive baggage may be
reimbursed as long as it is related to MISD business (e.g. LEA-owned equipment). MISD will
ensure the reasonable of the reimbursement and number of bags necessary.

Private aircraft:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/privair.php
MISD employee is not entitled to be reimbursed for the employee’s use of an aircraft owned or
leased by the employee.
Mass transit, taxi or limousine:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/mass.php
MISD employee is entitled to be reimbursed for the actual cost of transportation by bus, subway,
other mode of mass transit or taxi if incurred to conduct MISD business. The cost is only
reimbursable if provided by a commercial transportation company.
An MISD employee is entitled to be reimbursed for the actual cost of transportation by limousine
only if it was the least costly transportation available considering all relevant circumstances.
If a taxi or limousine is shared by two or more MISD employees, then only the employee who paid
for the transportation may be reimbursed for that expense. The other employees may be reimbursed
only for charges imposed on an individual-by-individual basis.
State law does not require a receipt for a reimbursement of travel by bus, subway, other mode of
mass transit, taxi or limousine. The supporting documentation must itemize the date and the fare
charged for each trip. However, MISD Local policy requires a receipt.
Direct payment of transportation expenses:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/direct.php
MISD may directly pay a commercial transportation company, a credit card issuer, or a travel
agency for the expense of transporting the MISD’s employees. MISD may directly pay a
commercial transportation company, a credit card issuer, or a travel agency in advance of the
employee’s travel if the company offers lower rates for the transportation. However, an
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appropriation for the current fiscal year may not be used to pay for transportation that will occur
during the next fiscal year.
The amount of MISD’s direct payment of a transportation expense may not exceed the amount
that would have been reimbursed to the employee for that expense.
Parking:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/parking.php
MISD employee is entitled to be reimbursed for a parking expense incurred while traveling on
MISD business in a personally owned or leased vehicle, rental vehicle, or MISD-owned or leased
vehicle. MISD will not reimburse the employee for parking paid if none of the mileage or rental
cost is reimbursable.
Tolls:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/tolls.php
MISD employee is entitled to be reimbursed for tolls paid when the employee travels in a
personally owned or leased vehicle, rental vehicle, or MISD-owned or leased vehicle. MISD will
not be reimbursed for tolls paid if none of the mileage or rental cost is reimbursable.

Non-Overnight Travel:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/nonover/index.php
Refer to the Non-Overnight Meals section on page 37.
Overnight Travel:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/over/index.php
MISD employee is entitled to be reimbursed for lodging, meal and incidental expense incurred
while conducting MISD business at a duty point outside of his or her designated headquarters,
according to the specifics outlined in this travel section.
In-State Travel:
Rates prescribed in the Meals and Lodging section of this manual are used for reimbursement of
in-state meal and lodging expenditures.

Out-of-State Travel:
32

https://fmx.cpa.state.tx.us/fmx/travel/textravel/over/out.php
MISD may only pay for business-related travel expenses incurred outside of Texas if the travel
was approved in advance in accordance with local policy. If approved in advance, an employee
who travels within or outside the continental United States shall be reimbursed for the actual cost
of lodging and meals. However, the reimbursement out of grant funds may not exceed the
maximum meals and lodging rates based on federal travel regulations that are issued by the
Texas Comptroller of Public Accounts (refer to the Meals and Lodging section of this
manual). If local policy reimburses at a lesser amount, you must comply with local policy. If local
policy reimburses at a greater amount, you must pay the difference from local or state funds (not
from grant funds).
Out-of-State Travel with federal grants funds is not allowable without prior approval from TEA.
Refer to TEA guidelines for the approval process.
Travel to U.S. possessions, Alaska, Hawaii, Canada or Mexico: MISD employee is entitled to be
reimbursed for actual lodging and meal expenses incurred while conducting MISD business at a
duty point in a U.S. possession, Alaska, Hawaii, Canada or Mexico.

Foreign travel:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/over/foreign/index.php
MISD does not allow foreign travel for its employees. If local policy allows foreign travel, the
employee is entitled to be reimbursed for actual lodging and meal expenses incurred while
conducting MISD business at a duty point in a foreign country other than Canada or Mexico. Prior
approval by MISD’s chief administrator or designee is required. Prior approval by the MISD’s
chief administrator is not required for travel to Canada or Mexico.

Meals and Lodging:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/index.php
https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/reimburse.php
Meal and lodging rates differ depending on whether the travel is in-state or out-of-state. State travel
expense reimbursement is not a per diem. An employee must claim the actual expenses incurred
for meals and lodging not to exceed the maximum allowable rates. The maximum should not be
claimed unless the actual expenditures equal or exceed the maximum allowable rate.
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The following maximum meal and lodging reimbursement rates apply to in-state and out-of-state
travel.
▪ If local policy restricts travel, per diem, and other travel expenses to a rate less than State
law, the applicant must budget and request reimbursement from the grant at the lesser rate.
▪ If local policy exceeds the maximum recovery rate specified in State law, then the
difference must be paid from state or local funds, i.e., not from grant funds.
▪ Travel allowances, in which the traveler receives a flat per diem for lodging and/or meals,
regardless of the amount actually expended, are not allowable per State law. (State law is
more restrictive that federal law.)
MISD must use the federal rates provided by the General Services Administration (GSA) for both
in-state and out-of-state travel within the contiguous United States. Refer to the GSA’s Domestic
Maximum Per Diem Rates accessed at:
http://www.gsa.gov/portal/content/104877
If the city is not listed, but the county is listed, use the rate of the county.
For areas not listed (city or county), use the rates listed on the Travel Reimbursement Rates
document accessed at: https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
Federal travel regulations are typically updated on October 1 of each year; however, changes may
be made any time during the year. It is possible for two sets of rates to apply to a single trip. If
employees are traveling when the rates change, they must use the rates in effect on each specific
day of travel.
Because the reimbursement rates can change, it is recommended that travelers print the page at the
time reservations are made and submit the printout with the travel reimbursement voucher as a
supporting document.

Meals:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/meals/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/meals/reimburse.php
An MISD employee may be reimbursed for a meal expense incurred on a day that the employee
conducts MISD business outside of his or her designated headquarters. The meal expense is only
reimbursable if the employee is outside of his or her designated headquarters for at least six
consecutive hours.
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Meal expenses incurred while traveling to a duty point the day before MISD business begins and
traveling from a duty point the day after MISD business ends are reimbursable. Meal expenses
incurred more than one day before or after MISD business begins or ends are not reimbursable
unless the expenses are incurred to qualify for discount airfare or travel to or from the duty point
reasonably requires more than one day.
An MISD employee may only be reimbursed for his or her actual meal expense not to exceed the
maximum meal reimbursement rate for that location. The State travel expense reimbursement is
not a per diem. The maximum should not be claimed unless the actual expenditures equal or exceed
the maximum allowable rate. (State law is more restrictive than federal law.)

Meal receipts:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/meals/receipts.php
Meal receipts are not required by law. However, MISD may establish an internal policy that
employees must submit receipts for meals as a condition for reimbursement. If MISD does not
require meal receipts, the employee must certify that the reimbursement amount being requested
is the actual meal expense not to exceed the maximum meal reimbursement rate for that location,
and does not include alcoholic beverages or tips.
MISD does require meal receipts as a condition for reimbursement.

Direct payment of meal expenses:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/meals/direct.php
If MISD directly pays a commercial lodging establishment, a credit card issuer, or a travel agency
for lodging expenses incurred by MISD’s employee, MISD may also directly pay meal expenses
incurred by the employee at that lodging establishment.
Prohibited meal expenses:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/meals/prohibited.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/docreq/meals/within.php
MISD employees may not be reimbursed for a meal expense incurred within the employee’s
designated headquarters unless it is mandatory and connected with training, a seminar or a
conference. Justification documentation is required. Supporting documentation must include a
determination by the sponsor of the training, seminar or conference that the meal was mandatory
and connected with the training, seminar or conference.
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MISD employees may not be reimbursed for a meal expense incurred while not conducting MISD
business unless an exception applies. MISD business does not include the breakdown of a
personally owned vehicle or any occurrence not connected with an MISD employee’s official
duties.
Tips or gratuities paid in conjunction with meal expenses are generally not reimbursable. (State
rules are more restrictive than federal rules.) A “mandatory” service charge may only be
reimbursed if the service charge is imposed by an establishment and cannot be refused by the
customer.
MISD employees may not be reimbursed for the purchase of an alcoholic beverage.

Non-Overnight Meals:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/nonover/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/docreq/meals/nonover.php
An MISD employee may be reimbursed for non-overnight meal expenses, if allowed by local
policy. If an employee on non-overnight travel receives reimbursement for meals, this amount
would be considered income and must be reported on the employee’s W-2 tax form.
MISD is not required to reimburse for non-overnight meals but may choose to do so by
authorization of MISD’s chief administrator. The authorization may be provided on either a caseby-case or a blanket basis. If the chief administrator has authorized meal expense reimbursements
on a blanket basis, it must be documented in MISD’s internal policy. MISD must provide the
original or copy of that authorization to the Comptroller’s office, upon request. If the chief
administrator has authorized meal expense reimbursements on a case-by-case (reimbursement-byreimbursement basis), only the supporting documentation for each reimbursement must include
that authorization. See MISD Local policy on Travel.
If local policy allows reimbursement for meals for a non-overnight stay, the expense must be
incurred on a day that the employee conducts state business outside of his or her designated
headquarters. Travel must begin at one duty point and end at another. The meal expense is only
reimbursable if the employee is outside of his or her designated headquarters for at least six
consecutive hours. The cost of meals for travel lasting less than six consecutive hours is not
allowable to be charged to the grant.
Regardless of the time of day of the travel, mileage to and from the employee’s home or location
other than a duty point is not allowable to be charged to the grant.
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In the absence of local policy allowing meal reimbursement for a non-overnight stay, no
reimbursement shall be made from the grant for this purpose See MISD Local policy on Travel.
If local policy allows reimbursement for meals for a non-overnight stay, the employee may be
reimbursed for the actual cost of the meal, not to exceed $36, according to the Comptroller’s Travel
Reimbursement Rates accessed at:
https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
See MISD Local policy on Travel.
Reducing meal reimbursement rate to increase lodging rate:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/redmeal.php
For both in-state and out-of-state travel, the traveler may claim less than the maximum meal
reimbursement rate for a duty point and use the amount of the reduction to increase the maximum
lodging reimbursement rate for the duty point (i.e., up to the rate prescribed in the Meals and
Lodging section of this manual. For instance, if the traveler chooses to stay in a hotel that costs
$10 more a night than the allowable maximum for lodging, the traveler can apply $10 of the
maximum available for meal reimbursement toward the lodging rate. If the traveler chooses to
apply meal reimbursement to lodging, the maximum meal reimbursement rate is reduced by the
same amount (applying $10 of the meal reimbursement to lodging would reduce the meal
reimbursement by $10).
NOTE: The opposite case does not apply; that is, a traveler may not reduce the amount spent on
lodging and increase the amount spent on meals. Under no circumstances may a traveler be
reimbursed from grant funds for meals at a rate that exceeds the rates prescribed in the Meals and
Lodging section of this manual.

Lodging:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/index.php
An MISD employee is entitled to be reimbursed for lodging expenses incurred on a day that the
employee conducts MISD business outside of his or her designated headquarters. The lodging
expense may only be reimbursed if it is incurred at a commercial lodging established. The
employee may only be reimbursed for his or her actual lodging expense not to exceed the
maximum lodging reimbursement rate (prescribed in the Meals and Lodging section of this
manual).
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An LEA employee may not be reimbursed for a lodging expense incurred while not conducting
LEA business unless an exception applies.
Lodging expenses incurred the night before MISD business begins and the night after MISD
business ends are reimbursable. Lodging expensed incurred more than one night before or after
MISD business begins or ends are not reimbursable unless the expenses are incurred to qualify for
discount airfare or if travel to or from the duty point reasonably requires more than one day.

Lodging Reimbursements:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/reimburse.php
An MISD employee may only be reimbursed for his or her actual lodging expense, not to exceed
the maximum lodging reimbursement rate for that location. MISD must use the federal rates
provided by the General Services Administration (GSA) for both in-state and out-of-state travel
within the contiguous United States.
Please refer to the rates prescribed in the Meals and Lodging section of this manual.
Under certain circumstances, the maximum lodging rate may be increased. See “Reducing meal
reimbursement rate to increase lodging rate” and “Requesting a higher maximum lodging
reimbursement rate”.

Contract hotels
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/contract.php
MISD must use contract travel services whenever those services provide the most efficient travel
resulting in the total lowest cost.
Hotel Occupancy Taxes:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/hotelocc/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/hotelocc/educational.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/hotelocc/outside.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/hotelocc/maximum.php
ISDs are usually exempt from Texas state sales tax on lodging but are not exempt from any city
taxes or other taxes imposed for lodging. An employee of an agency that qualifies as an educational
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organization is exempt from paying the state hotel occupancy tax. The employee is not exempt
from paying the county or municipal hotel occupancy tax.
Employees may be reimbursed for applicable taxes, but may not be reimbursed for Texas state
sales tax if the traveler fails to present the Texas Hotel Occupancy Tax Exemption Certificate to
the hotel. It is the responsibility of the employee to present the exemption form to the hotel to
claim exemption from the state tax for MISD-related business travel. An employee must be
reimbursed for a hotel occupancy or similar tax from which the employee is legally exempt, but
only if the employee properly claims the exemption and the commercial lodging establishment
refused to honor it.
Copies of the Texas Hotel Occupancy Tax Exemption Certificate may be obtained from the MISD
Business Office.
An MISD employee traveling outside Texas is entitled to be reimbursed for his or her required
payment of hotel occupancy or similar taxes. However, an MISD employee traveling outside Texas
may not be reimbursed for a hotel occupancy or similar tax that applicable law allows to be rebated
or refunded to the employee if MISD requires the employee to claim the rebate or refund.
For both in-state and out-of-state travel, the hotel taxes are considered an incidental expense and
not as a lodging expense for the purpose of the maximum reimbursement rate for lodging expenses.
When an MISD employee is entitled to be reimbursed for payment of a hotel occupancy or similar
tax and the lodging amount incurred exceeds the maximum allowable lodging rate, the following
calculation methods for the tax reimbursement must be used:
If the tax is calculated as a percentage of the lodging rate, then the amount of the reimbursement
is equal to the percentage multiplied by the maximum that may be reimbursed to the employee for
lodging expenses. For a detailed explanation of this rule, refer to the examples located at:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/hotelocc/maximum.php

Cancellation Charges:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/cancel.php
MISD may reimburse an employee for a cancellation charge if the charge is incurred: (1) for a
reason related to MISD business, or (2) for a reason related to MISD business that could not be
conducted because of a natural disaster, or (3) because an employee was unable to use
transportation that was paid in advance to obtain a cost savings because that employee was ill or
had a personal emergency.
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Direct payment of lodging expenses:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/direct.php
MISD may directly pay a commercial lodging establishment, a credit card issuer or a travel agency
for lodging expenses incurred by MISD’s employees. The amount of MISD’s direct payment of a
lodging expense may not exceed the amount that would have been reimbursed to an MISD
employee for that expense. Applicable hotel occupancy taxes may be included in the direct
payment.

Lease of an apartment or house:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/lease.php
According to State law, an apartment or house rental expense may be reimbursed if: (1) The
purpose of the rental is the conservation of MISD funds, and (2) MISD reasonably anticipates that
the employee will be using the apartment or house while conducting MISD business throughout
the term of the lease. Application fees and other mandatory costs associated with applying for
rental of the apartment or house are reimbursable.
MISD allows does not allow leasing of an apartment or house.

Lodging receipt requirements:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/receipt.php
For an MISD employee to be reimbursed for a lodging expense, the employee must provide proof
that the lodging expense was incurred. This normally takes the form of a lodging receipt.
A lodging receipt issued by a commercial lodging establishment, a travel agency or a broker is
acceptable and must include the following: (1) The name and address of the commercial lodging
establishment, and (2) The name of the employee, and (3) The single room rate, and (4) A daily
itemization of the lodging charges, and (5) Proof of payment.
A receipt that has been altered by any person other than the entity issuing the receipt is
unacceptable. A receipt to which additional information has been added is considered unaltered if
the information does not conflict with the original information on the receipt. The paper version
of a receipt delivered through the Internet or electronic mail by a commercial lodging
establishment, travel agency or broker is considered original.
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If a lodging receipt is unavailable, the supporting documentation must include the cancelled check
or credit card slip used to pay the lodging expense, the credit card billing on which the lodging
charges appear or a copy of the receipt, check, slip or billing.

Requesting a higher maximum lodging reimbursement rate:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/reqhigher.php
The head of MISD or designee may determine that local conditions necessitate an increase in the
lodging rate for a particular location for both in-state and out-of-state travel. This determination
must be documented internally by MISD and made available upon request during post-payment
audit.
A sample request form may be accessed at:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/Sample_Max_Lodging_Form.p
df
A sample calculation table may be accessed at:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/Sample_Calculation_Table.pdf

Sharing Lodging:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/sharing.php
MISD employees are encouraged, but not required to share lodging, but if they voluntarily choose
to share lodging, the following rules apply:
When at least two MISD employees share lodging, the MISD reimburses each employee for his
or her share of the lodging expense. For each traveler, the reimbursement may not exceed the
maximum lodging reimbursement rate. When only one of the individuals sharing lodging is an
MISD employee, the employee may only be reimbursed the room rate for a single occupancy or
the applicable maximum lodging reimbursement rate, whichever amount is less.
Each employee must submit a travel voucher to receive reimbursement.
Example of two ISD employees sharing lodging: Carol and Jennifer are employed by the same
ISD and are planning an out-of-state business trip. The maximum lodging rate for the area where
they will be staying is $90. The women would prefer to stay at a specific hotel that is most
convenient to the location of their business meeting. The only problem is that the room rate for
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this hotel is $140. Carol and Jennifer decide to share a room so they can stay in the hotel of their
choice. The women are charged the $140 per night, but since each woman would be allowed up to
$90 per night if booked separately, the lodging cost is reimbursable. Carol and Jennifer may each
claim their share of the lodging expense, which is $70 per night.
Lodging Reimbursements:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/reimburse.php
MISD employee may only be reimbursed for his or her actual lodging expense, not to exceed the
maximum lodging reimbursement rate for that location. LEAs must use the federal rates provided
by the General Services Administration (GSA) for both in-state and out-of-state travel within the
contiguous United States.
Please refer to the rates prescribed in the Meals and Lodging section of this manual.
Under certain circumstances, the maximum lodging rate may be increased. See “Reducing meal
reimbursement rate to increase lodging rate” and “Requesting a higher maximum lodging
reimbursement rate”.

Inability to obtain reasonable lodging within the duty point:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/meallodg/lodging/inability.php
MISD employee may be reimbursed for lodging and meals obtained outside of Texas if he or she
was unable to obtain reasonable lodging within the duty point. The lodging expense reimbursement
may not exceed the maximum lodging reimbursement rate for the location where the lodging is
obtained.
In this situation, the meal expense reimbursement may not exceed the greater of: (1) the maximum
meal reimbursement rate for MISD employee’s duty point; or (2) the maximum meal
reimbursement rate for the location where the lodging is obtained.

Packaged travel arrangements:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/packaged.php
If MISD or an MISD employee purchases a package of at least two travel arrangements (i.e., meals,
lodging, transportation, incidental expenses, registration fees), each type is reimbursable only to
the extent it would have been reimbursable had it not been included in the package. The travel
voucher form must separately state the cost of each type of travel arrangement.
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Example: Joe, an LEA employee planning a business trip out-of-town, finds a great deal for a
packaged trip online. The package deal includes airfare for $200, rental car for $30 per day and
lodging for $90 per day. If Joe were to book the airfare separately, it would have cost $400.
Reimbursement of each cost is limited to what would have been reimbursable if it had not been
included in the package. For example, the applicable lodging rate for the area is only $85, so the
additional $5 spent on lodging is not reimbursable. When Joe submits his travel voucher for
reimbursement, he will need to include documentation that states separately each type of travel
cost combined in the package.

Lost or stolen tickets or similar items:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/lost.php
An MISD employee may be reimbursed for a ticket or similar item that has been lost or stolen only
if the MISD determines that the loss or theft occurred despite the employee’s exercise of
reasonable care to safeguard the item.
If an MISD employee is reimbursed for a ticket or similar item, and the item is subsequently lost
or stolen because of their failure to exercise reasonable care to safeguard it, the employee is liable
to MISD for its value.

Training seminars conducted by an LEA for its employees:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/training.php
To reduce travel expenditures, MISD must use interactive television, video conference technology
and telephone conferences to the greatest extent possible. MISD employee may not be reimbursed
for a travel expense associated with a training seminar conducted by his or her MISD for its
employees, unless MISD’s chief administrator or designee certifies that MISD: (1) does not
possess interactive television or video conference facilities at the designated headquarters of the
employees attending the seminar; and (2) cannot purchase or lease those facilities at a cost less
than the total travel expenses associated with the seminar; and (3) does not have access to another
agency’s facilities at the same location.

Discounts and travel expenses at no cost:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/disc/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/disc/incurred.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/disc/discounts.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/disc/discair.php
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https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/disc/freqlodg.php
Discounts on travel expenses:
An MISD employee may not be reimbursed for a travel expense unless the employee has incurred
the expense. Therefore, an MISD employee may not be reimbursed for the value or cost of a
discount on a travel expense unless the employee paid money to obtain the discount. If the
employee receives a discount as a benefit of making unrelated purchases or conducting unrelated
business with the provider of the discount, the discount is considered to be provided free to the
employee.
If an employee paid money to obtain a discount, the employee may be reimbursed the lesser of:
(1) the cost of obtaining the discount; and (2) the amount of the discount; and (3) the maximum
that may be reimbursed to a state employee for the type of travel expense incurred.
Example: Rosie is an MISD employee who uses her personal credit card for most of her monthly
purchases because her credit card company offers a bonus structure for use of the card. Rosie is
able to trade in “points” that she earns from her credit card purchases for air miles. Rosie decides
to use her air miles for an MISD-related business trip, and therefore she does not incur any out-ofpocket costs for the airfare. She would like to claim what the ticket would have cost her on a travel
voucher. Rosie is not able to do so because she has not incurred an airfare expense for
reimbursement purposes.
Expenses must actually be incurred to be eligible for reimbursement:
An MISD employee may not be reimbursed for a travel expense unless the employee has incurred
the expense. For example, an employee who receives free transportation or lodging in exchange
for mileage, points or other non-monetary credits has not incurred an expense for reimbursement
purposes.
Expenses incurred while qualifying for discount airfare:
An MISD employee may be reimbursed for travel expenses incurred while staying extra days at a
duty point to qualify for discount airfare if: (1) the amount of the reimbursement plus the amount
of the discount airfare is less than the contract airfare or average coach airfare that would be
available had the employee not stayed extra days at the duty point; and (2) the expenses are the
same type of expenses incurred during the other days at the duty point; and (3) the employing LEA
determines that the employee’s absence for the extra days is not detrimental.
Discounts for frequent use of a commercial lodging establishment: A 1984 opinion issued by the
State Ethics Advisory Commission limits the use of travel discounts or bonuses earned from travel
paid with public funds. Such a discount or bonus can only be used for a private purpose if it cannot
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be used for a public purpose. Each LEA must determine whether a discount or bonus can be used
for a public purpose. See MISD Local policy on Travel.
An LEA employee must not misuse government property or other things of value belonging to the
agency that come into the employee’s by virtue of the employee’s office or employment. However,
a discount or award given for travel, such as frequent flyer miles, rental car or hotel discounts or
food coupons, are not things of valued belonging to the government for purposes of this section.
This is due to the administrative difficulty and cost involved in recapturing the discount or award
for a governmental entity.
Exceptions:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/medcare.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/funerals.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/disaster.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/leave.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/leave.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/unrelated/illness.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/weekend.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/otheragy.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/except/multiple.php
Generally, in order for a travel expense to be reimbursable, it must be related to MISD business.
However, there are certain circumstances that allow for reimbursement of expenses not related to
MISD business.
A travel expense not related to MISD business is not reimbursable unless it is included in the
exceptions in this section:
Medical care for traveling MISD employees: As additional compensation to an MISD employee,
the employee may be reimbursed for a travel expense incurred while obtaining medical care for
the employee if: (1) the expense is incurred outside the employee’s designated headquarters; and
(2) the purpose of the employee traveling outside the employee’s designated headquarters was to
conduct MISD business; and (3) waiting to receive the care until the employee returns to the
employee’s designated headquarters would be unreasonable; and (4) the expense would have been
reimbursable had it been incurred while conducting MISD business; and (5) the expense is incurred
only while traveling to the nearest appropriate medical care facility.
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Example: Mike, an MISD employee traveling on MISD business outside his designated
headquarters has the misfortune of catching the flu. He is unable to perform his duties and
determines it is necessary to visit the nearest appropriate hospital prior to returning home. He
drives his personal vehicle to and from the hospital. The mileage Mike incurs is reimbursable at
the applicable reimbursement rate.
Attending funerals: An MISD employee may be reimbursed for a travel expense incurred while
attending the funeral of an individual who was an MISD employee or board member if: (1) the
MISD determines that the employee’s attendance at the funeral is appropriate under the
circumstances; and (2) the expense is reimbursed only to the extent it could have been reimbursed
had it been incurred while conducting MISD business.
Natural disaster or other occurrence: An MISD employee may be reimbursed for a travel expense
incurred as a result of attempting to conduct MISD business if: (1) the employee is unable to
conduct the business because of a natural disaster or other natural occurrence; and (2) the expense
would be reimbursable had the MISD business been conducted.
Travel expenses incurred while on leave: An MISD employee may be reimbursed for a travel
expense incurred while using personal or compensatory leave if: (1) the leave is used while the
employee is away from their designated headquarters; and (2) the primary purpose of the
employee’s being away is to conduct MISD business; and (3) the LEA determines that returning
the employee to their designated headquarters while using the leave would not be practical or costeffective; and (4) the expense is incurred in the duty point at which the employee is conducting
MISD business; and (5) the expense is a type of expense that the employee incurred or would have
incurred while conducting MISD business.
Example: Julie is an MISD employee headquartered in Houston. She travels to Dallas to conduct
MISD business. Julie attends business meetings in Dallas on Monday and Tuesday and has another
business meeting in Dallas on Friday. Julie’s employer determines it would not be cost-effective
to reimburse her to return to Houston, her headquarters, and then back to Dallas, her duty point,
on Friday to resume MISD business. Therefore, she may be reimbursed for meal, lodging and
transportation expenses incurred at the duty point while she is on leave. The expenses she incurs
both on personal leave and while conducting MISD business are only reimbursable up to the
applicable maximum reimbursable rates. If Julie decides to drive her vehicle to a location outside
the duty point or incurs meals at a location outside the duty point, the expenses would not be
reimbursable.
Travel to a duty point or designated headquarters while on personal or compensatory leave: An
MISD employee who is on leave may be required by the MISD to leave a location outside of the
employee’s designated headquarters to travel to a duty point that is also outside of headquarters.
46

The employee may be reimbursed for the travel expenses incurred. The reimbursable expenses are
limited to the amount of travel expenses that would have been incurred had the employee traveled
from his or her headquarters directly to the duty point. Note: The expenses are only reimbursable
if the travel to the duty point is from a location other than the employee’s residence and the
employee could not have reasonably anticipated that the business travel would be necessary before
going on leave outside of the employee’s headquarters.
Return to a designated headquarters while on personal or compensatory leave: An MISD
employee who is on leave may be required by the MISD to leave a location outside of the
employee’s headquarters to return to that headquarters. The employee may be reimbursed for the
travel expenses incurred while returning to the designated headquarters. If the employee resumes
the leave, he or she may also be reimbursed for expenses incurred while traveling back to the
location at which the employee was staying on leave or to the proper location on the employee’s
itinerary. Note: The expenses are only reimbursable if the travel to the headquarters is from a
location other than the employee’s residence and the employee could not have reasonably
anticipated that the business travel would be necessary before going on leave outside of the
employee’s headquarters.
Example: Ron, an MISD employee on vacation in New Mexico, is called back to his office in
Dallas by his supervisor during an emergency situation at the MISD. He travels from New Mexico
to Dallas and completes the MISD duties required by his supervisor. He then returns to New
Mexico for the remainder of his vacation. Ron may be reimbursed for reasonable travel costs
incurred to get him to Dallas to conduct his business and then back to New Mexico to complete
his vacation.
Travel expenses incurred while returning to a designated headquarters because of illness or a
personal emergency: An MISD employee may be reimbursed for a travel expense incurred when
the employee returns from a duty point to his or her designated headquarters before MISD business
is completed because of an illness or a personal emergency.
Spending the weekend away from a designated headquarters: An MISD may determine whether
an employee should (1) remain at the employee’s duty point during the weekend or (2) return to
the employee’s designated headquarters.
o An employee may be reimbursed for a transportation expense incurred while returning to the
headquarters and then going back to the duty point after the weekend if the MISD determines
it is most beneficial for the employee to return to the headquarters.
o An employee may be reimbursed for weekend travel expenses at the duty point if the MISD
determines it is most beneficial for the employee to remain at the duty point over the weekend.
The reimbursable expenses are limited to the types of expenses the employee incurred on other
days while conducting MISD business.
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o If an employee is authorized by the MISD to leave a duty point to travel to a location other
than the employee’s designated headquarters over the weekend, the employee may be
reimbursed for expenses limited to the types of expenses the employee incurred on other days
while conducting MISD business.
Example: Anna is an MISD employee headquartered in Dallas. She flies to Albuquerque on a
Monday morning in November to conduct MISD business. The MISD business begins Monday
afternoon, temporarily ends Friday afternoon, and resumes the following Monday. Anna’s MISD
reviews the amount it would cost to fly Anna back to Dallas on Friday and then fly back to
Albuquerque on Monday. The MISD determines that the estimated meal, lodging, and
transportation reimbursement for Anna to stay the weekend in Albuquerque would be less than the
cost of additional airfare. The MISD advised Anna that it would be most cost-effective for her to
stay the weekend in Albuquerque and complete her MISD business the following week. The
lodging, meal and transportation expenses Anna incurs over the weekend are reimbursable up to
the applicable maximum reimbursement rates.
Reimbursement of travel expenses of another MISD’s employee: An MISD may reimburse a travel
expense incurred by another MISD’s employee if that employee incurred the expense while
providing services to the reimbursing MISD.
Multiple reimbursements of a travel expense prohibited: An MISD employee may only be
reimbursed for a travel expense from one source. If an employee receives a travel reimbursement
from a person other than the employee’s employer, and the amount of the reimbursement is less
than the expenses incurred, the employee may seek reimbursement from its employer only for the
difference.
Example: David, an MISD employee headquartered in Austin, travels on MISD business to Dallas.
David is also a member of a professional organization that will pay for his lodging cost while in
Dallas because he will attend one of the organization’s functions during one night of his stay. Since
the professional organization is paying for David’s lodging cost, he may not claim a lodging cost
on his travel voucher for reimbursement from his employer. David may claim his other
reimbursable expenses incurred for MISD business, such as meals, transportation, incidentals, etc.

Death of an MISD employee:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/misc/death.php
If an MISD employee dies while conducting business at a duty point outside his or her designated
headquarters, an MISD may pay the expense of preparing and transporting the employee’s remains
and personal property to the employee’s designated headquarters or another location designated
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by the executor or administrator of the employee’s estate. If transport is to a location other than
the designated headquarters, then the amount of the MISD’s payment may not exceed the amount
that would have been paid for transport to the headquarters.
The MISD may reimburse the employee’s estate for appropriate lodging and transportation
expenses incurred by the employee at the duty point.

Student Travel:
See MISD Local policy on Travel.
Travel Advances:
See MISD Local policy on Travel.
3) Travel Documentation:
Travel costs must be properly documented to be reimbursable. The employee must document
travel costs with a travel voucher or other comparable documentationAuditable documentation
must include the following at a minimum:
▪ Name of the individual claiming travel reimbursement
▪ Destination and purpose of the trip, including how it was necessary to accomplish the
objectives of the grant project
▪ Dates of travel
▪ Actual mileage (not to exceed reimbursement at the maximum allowable rate)
▪ Actual amount expended on lodging per day, with a receipt attached (may not exceed the
maximum allowable)
▪ Actual amount expended on meals per day (may not exceed the maximum allowable; tips
and gratuities and alcohol are not reimbursable) See MISD Local policy on Travel.
▪ Actual amount expended on public transportation, such as taxis and shuttles See MISD
Local policy on Travel for receipts requirements. Actual amount expended on a rental car,
with a receipt attached and justification for why a rental car was necessary and how it was
more cost effective than alternate transportation; receipts for any gasoline purchased for
the rental car must be attached (mileage is not reimbursed for a rental car – only the cost
of gasoline is reimbursed)
▪ Actual amount expended on incidentals, such as hotel taxes (Texas state sales tax are not
reimbursable), copying of materials, and other costs associated with the travel. See See
MISD Local policy on Travel for internet use and toll fee reimbursement.
▪ Total amount reimbursed to the employee
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Reimbursement of travel expenditures require original itemized receipts. A credit card charge slip
is not considered an itemized receipt. If the employee cannot produce original itemized receipts,
the following exceptions may be allowed, upon approval.
Travel costs that are not supported by proper documentation as described above are not allowable
to be charged to MISD grants and are subject to disallowance by state and federal auditors and
monitors.
Access meal and lodging reimbursement information and rates through the Texas State
Comptroller’s website at:
https://fmx.cpa.state.tx.us/fmx/travel/index.php
Travel Reimbursement Rates are located at:
https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
Domestic Maximum Per Diem Rates are located at:
http://www.gsa.gov/portal/content/104877
State travel laws and rules are located at:
https://fmx.cpa.state.tx.us/fmx/travel/textravel/index.php
4) Travel Requests and Approval Process:
The immediate administrative supervisor authorizes all travel related to their respective
campus/department.
Purchase Request forms for travel-related expenses must follow the same procedures as other
expenses and must be approved prior to travel.
Purchase orders must include the date of travel.
MISD staff are authorized to initiate travel requests. The campus principal and then business office
are authorized for approving travel requests.
Local travel is considered to be within the geographical boundaries of MISD. Overnight stay
requires approval by the Superintendent.
All travel require(s) documentation of reason of travel which must be attached to the purchase
order. Out-of-State travel with federal funds is not allowable without prior approval from MISD.
Refer to TEA procedures.
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Out-of-state travel requires approval of the Superintendent. The approval must be attached to the
purchase order. Out-of-State travel with federal funds is not allowable without prior approval from
TEA. The Superintendent reviews TEA guidelines to determine if allowable with the federal grant
program and approves the request to seek prior approval by TEA.
All hotel reservations must be made through the the Business Office.
When booking, consider the distance to the business destination, airport, restaurants, etc., in
choosing a hotel site. Standard room accommodation will be reimbursable. Travelers must
reimburse MISD for any costs related to an upgrade in room accommodation. The employee is
responsible for notifying the hotel in the event of travel plan changes. An employee who does not
notify the hotel of a cancellation before the deadline established by the hotel may not expense the
no-show charge for reimbursement.
Movies and incidentals do not meet the IRS interpretation of travel expenditures and are not
allowable at any time. The traveler must review his or her invoice and settle charges with the hotel
with his or her personal credit care for room service, movies, personal phone calls, etc., prior to
check out. Business-related fax charges are reimbursable. Business-related Internet connection
fees are reimbursable with approval by the supervisor. The cost of personal cellular phone usage
is not reimbursable except in extreme emergency. A supervisor must approve these charges.
See MISD Local policy on Travel for when rental cars may be used and when personal vehicles
may be used. MISD assumes no responsibility for personal autos used for company business.
Personal vehicles should not be used for extended trips as the mileage charges are not economical
to MISD. Personal vehicles may be used for extended trips with prior approval by the supervisor
and justification.
All rental car reservations must be made through the Business Office. As a general rule, an
intermediate or smaller model must be rented whenever possible. When three or more employees
are traveling together, a full size care is permissible.
MISD is insured for rental vehicles. Travelers are advised to refuse insurance coverage offered by
car rental companies since such coverage would be a duplication and a non-reimbursable expense.
The following expenses in the operation of rental cars are not reimbursable: refueling charges for
not returning the rental car with a full tank of gas (unless sufficient reason for not refueling can be
given); pre-paid fuel charges; parking or traffic violation tickets.
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Rental cars are for business use only and should not be used for personal use, without prior
approval by the supervisor and justification. MISD insurance does not cover a rental car used by
an employee for personal use. The employee will be responsible for any additional insurance
coverage and/or any damage to the vehicle if used for personal use.
If an employee books an airfare that is not the fare recommended by the travel agent, the employee
may be responsible for the difference between the recommended fare and the accepted fare, unless
prior approval by the supervisor is received. When travelers make unapproved modifications to
travel arrangements that result in additional charges, those additional charges may not be
reimbursable and may be the responsibility of the traveler unless authorized by the supervisor and
approved by the Business Office.
Combined Business and Personal Travel: If an employee combines business with personal travel,
the portion of expense constituting the employee’s own reimbursable business expense must be
separated and reported as such. The business-related expense may not exceed the amount of
reimbursable expense which would have been incurred had the trip been made strictly for business
purposes. When a personal auto rather than air travel is used due to personal reasons, mileage
reimbursement may not exceed the economy class airfare for that destination and may not exceed
local mileage actually incurred. The cost of meals, lodging, and incidental expenditures en route
that exceed the costs that would have been incurred if traveling by air are not reimbursable since
they would have been avoided had transportation been by air instead of auto.
Payments for expenses incurred by spouses are considered illegal gifts of public funds unless the
spouse is representing MISD in an official capacity. Under no circumstances will MISD reimburse
for expenses that were incurred for individuals not representing for business purposes.
The purchase order, event registration and documentation forms must be used to document travel
activity.
Mileage will be reimbursed at rates specified in MISD Local policy on Travel.
Meals and lodging will be reimbursed according to rates set in MISD Local policy on Travel.
Each trip must be separately documented.
The Business Manager is responsible for the disbursement of funds for travel reimbursement.

IDEA-B:
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The business manager will monitor compliance with Maintenance of Effort (MOE) on a regular
basis, but at least semi-annually. Necessary adjustments will be made prior to the end of the fiscal
year to ensure compliance. MOE analysis required for the Eligibility Standard to be reported in
the BS6016 Fiscal Compliance schedule of the Special Education Consolidated Grant application
will be performed and the data provided to the superintendent prior to the submittal deadline for
the new grant year’s initial application. Documentation of the calculations for the Compliance
Standard and the Eligibility Standard will be maintained in TxEIS and business manager’s
spreadsheet.
The business manager will determine if MISD qualifies for the Voluntary Reduction option for
MOE and will notify the Superintendent in a timely manner for reporting on the BS6016 Fiscal
Compliance schedule of the Special Education Consolidated Grant application. The analysis will
be performed prior to the submittal deadline for the new grant year’s initial application and
performed again when the IDEA-B maximum entitlements are released by TEA. Documentation
of the calculation will be maintained in TxEIS.
If MISD chooses to exercise the option of Voluntary Reduction, the business manager will ensure
compliance with the eligibility criteria. The business manager will track the “freed up” funds by
using a local option code to ensure these funds are spent on ESEA activities. Documentation of
the tracking of expenditures of the “freed up” funds on ESEA activities will be maintained in
TxEIS Finance portal.
The business manager will perform the Excess Cost calculation twice a year. An initial, estimated
calculation will be performed prior to the submittal deadline for the new grant year’s initial Special
Education Consolidated grant application. A final calculation will be performed with prior year
actual, audited data when the data becomes available. Documentation of the calculation and
supporting documentation will be maintained at the business office.
The Program Director will monitor compliance with the federal requirement to provide
proportionate share services to parentally-placed private school children with disabilities for the
IDEA-B program. The proportionate share requirement is not applicable to charter schools or to
any ISD that does not have private schools (including home-schooled children) in their
jurisdiction. The Program Director will compile the data required on the Private School schedule
of the Special Education Consolidated grant application and provide to the Superintendent prior
to the submittal deadline for the new grant year’s initial application. The business managerwill
ensure all applicable parties are aware of the proportionate share amount determined during receipt
of the initial IDEA-B entitlement and the revised proportionate share amount determined when
TEA releases maximum entitlements. The business manager will track proportionate share
expenditures by using a local option code to ensure funds are used for the intended purpose and to
monitor unused proportionate share funds carried over to the subsequent year. If the proportionate
share carryover funds are not spent toward the end of the carryover year and every attempt has
been made to spend the proportionate share funds on parentally-placed private school children
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with disabilities, the LEA may then spend the funds on public school children with disabilities.
The business manager will make the necessary adjustments, if applicable. Documentation of the
calculations and monitoring of funds and expenditures will be maintained at the business office.
If MISD reserves IDEA-B funds for Coordinated Early Intervening Services (CEIS), the business
manager will track CEIS expenditures by using a local option code to ensure funds are used for
the intended purpose. The business manager will be responsible for tracking CEIS activities and
students served according to the federal reporting requirements for CEIS. The superintendent and
business manager will be responsible for compiling the required data and reporting to TEA by the
deadline established by TEA. Documentation of the tracking of expenditures and students served
will be maintained at the business office.
ESEA:
See Appendix D, pg 80 for procedures for fiscal compliance related to ESEA, such as Maintenance
of Effort for NCLB, Equitable Services for Private School Children, Comparability, Ranking of
Campuses for Multiple Attendance Area, Services to Homeless Students Attending Campuses Not
Served by Title I, Part A, Set-Aside Funds for School Improvement, District-Wide Parental
Involvement lopActivities, Set-Aside Funds for Professional Development for Highly Qualified,
etc.

F. Cash Management
1) Cash Management for Federal Funds 2 CFR §200.305
MISD will comply with applicable methods and procedures for payments that minimize the time
elapsing between the transfer of funds from the U.S. Treasury or pass-through entity (such as TEA)
and the disbursement by MISD, whether the payment is made by electronic funds transfer, or
issuance or redemption of checks, warrants, or payment by other means. 2 CFR §200.305(b)
Generally, MISD receives payment of federal funds from the Texas Education Agency (TEA) on
a reimbursement basis. However, if MISD receives an advance in federal grant funds, the MISD
will remit interest earned on the advanced payment to the federal agency, according to the EDGAR
requirements.
The Business Office monitors the draw downs to determine whether the payment of federal
Program Directorensures compliance with the interest requirements.
a) Payment Methods
Reimbursements: MISD initially charges federal grant expenditures to nonfederal funds and then
seeks reimbursement with federal funds.
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According to TEA guidance, to be considered a reimbursement, an ISD draws down from TEA
via the ER (Expenditure Reporting) system on or after the date the payment is mailed, delivered,
or electronically delivered.
All reimbursements are based on actual disbursements, not on obligations.
Reimbursements of actual expenditures do not require interest calculations.
Advances: To the extent MISD receives advance payments of federal grant funds, MISD will
maintain written procedures that minimize the time elapsing between the transfer of funds and
disbursement by MISD and will ensure its financial management system meets the standards for
fund control and accountability as established in EDGAR.
According to TEA guidance, if MISD draws down federal funds from TEA via the ER
(Expenditure Reporting) system prior to making the payment (prior to the time the payment is
mailed, delivered, or electronically delivered), the draw down is considered an advance. The
payment date is the actual date of disbursement, not the date encumbered or scheduled for payment
according to the accounting treatment. When additional guidance is received from TEA, this
section will be updated. See TEA’s guidance in APPENDIX E, pg 8-10.
According to 2 CFR §200.305(b)(1), MISD will limit its advance payment requests to the
minimum amounts needed and will time the advance payment to be in accordance with the actual,
immediate cash requirements of MISD in carrying out the purpose of the approved program or
project. The timing and amount of advance payments must be as close as is administratively
feasible to the actual disbursements by MISD for direct program or project costs and the
proportionate share of any allowable indirect costs. MISD must make timely payment to
contractors in accordance with the contract provisions. The Business Manager and Program
Director determines when advance payments are necessary and What steps are taken to limit the
number of times MISD requests an advance payment.
According to 2 CFR §200.305(b)(7)(i), the federal government and TEA must not require separate
depository accounts for funds provided to the LEA and must not establish any eligibility
requirements for depositories for funds provided to the LEA. However, the LEA will have a
process in place to account for the receipt, obligation, and expenditure of funds. The LEA does not
choose to maintain a separate depository account for the advance payment of federal funds
received from TEA.
According to 2 CFR §200.305(b)(7)(ii), advance payments of federal funds must be deposited and
maintained in insured accounts whenever possible. MISD’s depository account is maintained in
an insured account.
According to 2 CFR §200.305(b)(8), MISD will maintain advance payments of federal funds in
interest-bearing accounts, unless an allowable exception applies: (1) MISD receives less than
$120,000 in federal awards per year; (2) The best reasonably available interest-bearing account
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would not be expected to earn interest in excess of $500 per year on federal cash balances; (3) The
depository would require an average or minimum balance so high that it would not be feasible
within the expected federal and non-federal cash resources; (4) A foreign government or banking
system prohibits or precludes interest bearing accounts. MISD maintains its advance payments of
federal funds in interest-bearing accounts.
According to 2 CFR §200.305(b)(9), MISD may retain interest amounts up to $500 per year for
administrative expenses. MISD defines administrative expenses to include expenses associated
with the general administration of the school district.
Any additional interest earned on federal advance payments deposited in interest-bearing accounts
must be remitted to the federal agency according to the requirements of EDGAR. The interest must
be remitted annually to the Department of Health and Human Services Payment Management
System (PMS) through an electronic medium using either Automated Clearing House (ACH)
network or a Fedwire Funds Service payment. Detailed information for submitting the earned
interest is found at 2 CFR §200.305(b)(9).
MISD calculates interest using an actual interest rate which is currently set at .35% according to
the depository bank.
Regardless of the date of obligation, interest is calculated from the date that the federal funds are
drawn down from the ER system (for state administered programs) or the G5 system (for direct
grant programs) and deposited into your depository account, until the date on which those funds
are disbursed by MISD.
Interest does not accrue if the LEA uses nonfederal funds to pay the vendor and/or employees
prior to the funds being drawn down, because that method would be a reimbursement rather than
an advance.
▪

Expenditure Reporting System (TEA’s system)

Reimbursements: Reimbursement requests will be submitted via the TEA Expenditure Reporting
(ER) system.
The Business Manager and Program Director are responsible for reviewing cumulative
expenditures for federal grants and preparing the required expenditure reports for federal awards,
at least monthly. The review should occur after the processing of payroll. The Business Manager
or designee will generate a General Ledger Summary report in MISD’s accounting system for each
federal grant. The actual expenditures will be totaled by class object code. Any payroll liabilities
that appear in the balance sheet accounts will be deducted from the 6100 object code total. This
will prevent drawing down more cash than has actually been expended, thereby keeping the draw
down as a reimbursement. The Business Manager will reconcile the ledgers for each federal award
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to confirm that only actual expenditures are requested (confirming that the payment has been
mailed or delivered).
The Business Manager and Program Director will complete the Federal Program Control Sheet
used to track grant expenditures. Each program award is tracked on a separate control sheet. Every
draw from the ER system will be recorded on the appropriate control sheet. This will allow the
Business Manager or designee to determine the last time a draw was made. If cumulative
expenditures have increased since the last draw, a new draw will be initiated.
The Superintendent is responsible for reviewing and approving federal expenditure reports through
the certification process of the ER system. The Business Manager ensures draw down requests will
not exceed the threshold amount established by TEA. The Superintendent & Business Manager
ensures final expenditure reports, and revised final expenditure reports, if applicable, are submitted
by the deadlines established by TEA.
The Program Director will inform the Business Manager that records cash receipts for MISD, of
each draw and to which account code(s) to post the revenue.
Consistent with state and federal requirements, MISD will maintain source documentation
supporting the federal expenditures (invoices, time sheets, payroll stubs, etc.) and documentation
supporting the draw down requests and will make such documentation available for the TEA’s
review upon request. The Business Office will keep documentation.
Advances: Advance payment requests will be submitted via the TEA Expenditure Reporting (ER)
system.

2) Local Cash/Check Handling
All cash and checks will be presented to the campus secretary on a daily basis. No post-dated
checks will be accepted. Funds must not be kept in classrooms, personal wallets or purses, or at
home. No funds are to be deposited in personal bank accounts with the intent to reimburse. No
cash purchases may be made from these funds; every dollar collected must be receipted and
deposited to the campus secretary.
The campus secretary will receipt and deposit all monies on a daily basis in the bank or secure
overnight in a locked campus or administration office safe if the deposit cannot be made the same
day. Personal employee checks may not be cashed from monies collected at the campus or
administrative level to ensure an adequate audit trail of all funds collected by MISD.
3) Petty Cash
MISD does not authorize the use of Petty Cash.
4) Check Processing
57

State law requires that MISD pay all invoices within thirty (30) calendar days to avoid penalty and
interest charges.
The Business Manager ensures invoices are paid within thirty (30) days.
All payments must be pre-authorized by an approved purchase order. No checks or payments will
be issued without an approved purchase order on file prior to travel or purchases.
Returned Checks
In the event that a check written to any MISD campus, club, or organization is returned unpaid
by the bank, MISD or its check return agent, will redeposit the check electronically. In the event
that the agent is unsuccessful in collecting returned checks, the agent will send those checks to
the Wharton County District Attorney’s office for collection.
Campus Activity Funds
Campus activity funds are funds generated by teachers, sponsors, or the principal as a result of
fundraising, vending, or other approved campus activities. These funds, in accordance with local
policy, may be used for activities of the students, faculty, staff, or campus.
The collection and disbursement of campus activity funds must comply with the MISD Activity
Funds Procedures.
5) Student Activity Funds
Student activity funds are held by the school as trustee to be expended only for the purpose
authorized by the student club, class, or organization. All student activity funds must be expended
exclusively for the benefit of students.
The collection and disbursement of student activity funds must comply with the MISD’s Activity
Funds Procedures.

G. Timely Obligation of Funds
1) When Obligations are Made
Obligations are orders placed for property and services, contracts and subawards made, and similar
transactions during a given period that require payment by the non-Federal entity during the same
or a future period. 34 CFR §200.71.
The following table illustrates when funds are determined to be obligated under federal
regulations:
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If the obligation is for:

The obligation is made:

Acquisition of property

On the date which MISD makes a binding
written commitment to acquire the property

Personal services by an employee of
MISD

When the services are performed

Personal services by a contractor who is On the date which MISD makes a binding
not an employee of MISD
written commitment to obtain the services
Public utility services

When MISD receives the services

Travel

When the travel is taken

Rental of property

When MISD uses the property

A pre-agreement cost that was properly On the first day of the project period.
approved by the Secretary under the cost
principles in 2 CFR part 200, Subpart ECost Principles.
34 CFR §75.707; 34 CFR §76.707.
2) Period of Availability of Federal Funds
All obligations must occur on or between the beginning and ending dates of the grant project. 34
CFR §76.707. This period of time is known as the period of availability. The period of availability
is dictated by statute and will be indicated in the GAN/NOGA. Further, certain grants have specific
requirements for carryover funds that must be adhered to.
State-Administered Grants: As a general rule, state-administered federal funds are available for
obligation within the year that Congress appropriates the funds for. However, given the unique
nature of educational institutions, for many federal education grants, the period of availability is
27 months. Federal education grant funds are typically awarded on July 1 of each year. While
MISD will always plan to spend all current grant funds within the year the grant was appropriated
for, the period of obligation for any grant that is covered by the “Tydings Amendment” is 27
months, extending from July 1 of the fiscal year for which the funds were appropriated through
September 30 of the second following fiscal year. This maximum period includes a 15-month
period of initial availability, plus a 12-month period for carryover. 34 CFR §76.709. For example,
funds awarded on July 1, 2015 would remain available for obligation through September 30, 2017.
TEA provides for the 27 month period of availability by making the funds available July 1 through
September 30 of the following year and then allowing a carryover period of an additional 12
months for unused funds.
59

Direct Grants: In general, the period of availability for funds authorized under direct grants is
identified in the GAN.
For both state-administered and direct grants: According to 2 CFR §200.343(b), regardless of
the period of availability, all obligations incurred under the award must be liquidated not later than
90 days after the end of the funding period unless an extension is authorized. Any funds not
obligated within the period of availability or liquidated within the appropriate timeframe are said
to lapse and must be returned to the awarding agency. 2 CFR §200.343(d). Consequently, the
LEA closely monitors grant spending throughout the grant cycle.
According to TEA fiscal guidelines, all encumbrances, expenditures, and obligations of program
funds must occur on or after the effective date of the grant application submitted to TEA (the date
the application was received or the first day of the grant availability period, whichever is later) and
within the grant beginning and ending dates listed on the NOGA. Grantees may generally enter
cumulative expenditures into the TEA Expenditure Reporting (ER) system up to 30 days following
the ending date of the grant.

Carryover
State-Administered Grants: As described above, the Tydings Amendment extends the period of
availability for applicable state-administered program funds. Essentially, it permits recipients to
“carryover” any funds left over at the end of the initial 15 month period into the next year. These
leftover funds are typically referred to as carryover funds and continue to be available for
obligation for an additional 12 months. 34 CFR §76.709. Accordingly, MISD may have multiple
years of grant funds available under the same program at the same time.
Direct Grants: Grantees receiving direct grants are not covered by the 12 month Tydings period.
However, under 2 CFR §200.308, direct grantees enjoy unique authority to expand the period of
availability of federal funds. MISD is authorized to extend a direct grant automatically for one
12-month period. Prior approval is not required in these circumstances; however, in order to obtain
this extension, MISD must provide written notice to the federal awarding agency at least 10 (ten)
calendar days before the end of the period of performance specified in the award. This one-time
extension may not be exercised merely for the purpose of using unobligated balances.
The LEA will seek prior approval from the federal agency when the extension will not be contrary
to federal statute, regulation or grant conditions and:
▪
▪
▪

The terms and conditions of the Federal award prohibit the extension;
The extension requires additional Federal funds; or
The extension involves any change in the approved objectives or scope of the project. 2
CFR §200.308(d)(2).
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H. Program Income 2 CFR 200.307
Definition
Program income means gross income earned by a grant recipient that is directly generated by a
supported activity or earned as a result of the federal award during the grant’s period of
performance. 2 CFR §200.80.
Program Income Includes: Program income includes, but is not limited to, income from fees for
services performed, the use or rental of real or personal property acquired under federal awards,
the sale of commodities or items fabricated under a federal award, license fees and royalties on
patents and copyrights, and principal and interest on loans made with federal award funds. 2 CFR
§200.80.
Program Income Is Not: Interest earned on advances of federal funds is not program income.
Except as otherwise provided in federal statutes, regulations, or the terms and conditions of the
federal award, program income does not include rebates, credits, discounts, and interest earned on
any of them. 2 CFR §200.80. Additionally, taxes, special assessments, levies, fines, and other
such revenues raised by a recipient are not program income unless the revenues are specifically
identified in the federal award or federal awarding agency regulations as program income. 2 CFR
§200.307(c). Finally, proceeds from the sale of real property, equipment, or supplies are not
program income. 2 CFR §200.307(d).
According to 2 CFR §200.307(a), LEAs are encouraged to earn income to defray program costs
where appropriate. If authorized by federal regulations or the federal award, costs incidental to the
generation of program income may be deducted from gross income to determine program income,
provided these costs have not been charged to the federal award. 2 CFR §200.307(b).
According to 2 CFR §200.400(g), MISD may not earn or keep any profit resulting from federal
financial assistance, unless explicitly authorized by the terms and conditions of the federal award.
Use of Program Income
While the deduction method is the default method, MISD always refers to the GAN/NOGA prior
to determining the appropriate use of program income.
Deduction Method. The default method for the use of program income for MISD is the deduction
method. 2 CFR §200.307(e). Under the deduction method, program income is deducted from
total allowable costs to determine the net allowable costs. Program income will only be used for
current costs unless MISD is otherwise directed by the federal awarding agency or pass-through
entity (TEA). Program income that MISD did not anticipate at the time of the federal award must
be used to reduce the federal award and non-federal entity contributions rather than to increase
funds committed to the project. 2 CFR §200.307(e)(1).
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Addition Method. MISD may request prior approval from the federal awarding agency to use the
addition method. Under the addition method, program income may be added to the federal award
by the federal agency and the non-federal entity. The program income must be used for the
purposes and under the conditions of the federal award. 2 CFR §200.307(e)(2).
Income after the Period of Performance. There are no federal requirements governing the
disposition of income earned after the end of the period of performance for the federal award,
unless the federal awarding agency regulations or the terms and conditions of the federal award
provide otherwise. 2 CFR §200.307(f).

I.

Procurement System

MISD maintains the following purchasing procedures.

Responsibility for Purchasing
A. Purchasing Policy 1. Complete purchasing policy and procedures followed by the district may be found
in the Texas Education Agency Financial Accountability System Resource Guide (FASRG) in the Purchasing
Module.
2.
FASRG
can
be
accessed
through
the
TEA
website
at:
http://www.tea.state.tx.us/school.finance/audit/resguide8/purchase/index.html 3. Board policies
pertaining
to
purchasing
can
be
accessed
through
the
MISD
website
at:
http://www.tasb.org/policy/pol/private/241902/pol.cfm?DisplayPage=CH(LOCAL).pdf&Qu
eryText=PURCHASING
Purchasing Authority 1. The following persons are delegated the authority to act as agents for MOULTON
ISD in carrying out the purchasing activities of the district: a. Superintendent b. Business Manager 2. Each
Principal acts as purchasing agent for all expendituresmade from his/her campus Activity Fund. See

APPENDIX D, MISD Finance Procedures Manual, pg 58-59.

A. Purchase Methods
The type of purchase procedures required depends on the cost of the item(s) being purchased.
Purchase Orders
Definition of a Purchase Order
A purchase order is an instrument used to encumber funds (setting aside funds in advance for the
payment of goods and services when received or rendered). Texas Education Agency Bulletin
679, ACT 302 requires that an encumbering accounting system be in place.
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According to the TEA 2010 Financial Accountability System Resource Guide, a purchase order
serves as a formal order for goods, materials, and/or services from a vendor. A purchase order,
once approved, is a binding commitment for MISD to remit payment to the vendor after the
item(s) and an invoice are received.
A purchase order is a purchaser’s document to formalize a purchase transaction with a vendor.
The purchase order should contain statements as to the quantity, description, and price of the
goods or services orders; applicable terms as to payment; discounts; date of performance;
transportation arrangements; and other factors or suitable references pertinent to the purchase
and its execution by the vendor. Acceptance of a purchase order constitutes a contract.
Use of Purchase Orders
A purchase order, after the final approval process, is a binding commitment for MISD to remit
payment to the vendor after MISD receives the item(s). A purchase order is also an important
accounting document. It should contain information on the expenditure to be made and the
account code to be charged. Once issued, the purchase order encumbers funds, which serves as
an expenditure control mechanism. Finally, the purchase order is utilized in the accounts payable
process as it documents that an order has been placed and is acceptable by the user; the user can
make payment to the vendor upon verified and documented receipt of the goods/services.
Prior to the purchase of goods or services, a properly prepared and submitted purchase order
shall be required.
Reimbursements for goods/services purchased personally will be reimbursed only if an approved
purchase order is in place prior to the purchase of the goods and does not exceed the amount of
the purchase order (shipping costs should be included in the purchase order). No changes,
substitutions, or increases in funds may be made without approval from the Business Office.
All MISD personnel are required to follow the following guidelines for any purchase, regardless
of fund source. In addition, Federal Program personnel will adhere to the applicable statute,
regulations, and other grant requirements when making purchases. Employees who violate the
MISD’s purchasing procedures shall be held personally liable for the debt incurred.
Section 44.052 Texas Education Code states that a superintendent that approves any expenditure
of school funds in excess of the amount appropriated for that item(s) in the adopted budget
commits a Class C misdemeanor offense. Consequently, close supervision and monitoring of the
availability of budget dollars and of the approval process for requisition competitive procurement
are important elements of MISD’s purchasing process.
Items requiring purchase orders include, but are not necessarily limited to, the following:
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a) Capital Outlay/Fixed Assets (Equipment, furniture, etc.);
b) Travel Expenses for Outside Consultants;
c) Travel by Employees (Hotel, airfare, rental car expenditures require purchase orders; Mileage,
parking, meals, and other approved incidentals may be reimbursed without a purchase order, by
utilizing the travel reimbursement form) (Exception: Emergency Only);
d) Registration fees for conferences;
e) Instructional Materials (Exception: Situations which would render the purchase order
procedure impractical);
f) Office Supplies not stocked/available through the MISD Campus supply.

g) Professional and Contracted Services (Exception: Equipment Repair).
All purchase orders require approval with a requisition, using the TxEISD Purchasing system.
No confirmation (“after-the-fact”) purchase orders will be allowed without justification and
approval by the Superintendent or Chief Financial Officer.
Requisitions:
According to the TEA 2010 Financial Accountability System Resource Guide (FASRG), a
requisition is an internal document by which a campus or department of MISD requests the
purchasing department to initiate a purchase order. It is a request generated manually or
electronically (through the use of automated systems) for the purchase of supplies, services,
equipment, etc. The requisition should be in a standard format so that the information can be
readily identified and transferred to a purchase order. If proper control procedures are used, the
requisition and the purchase order can be combined on one form.
The TxEISD Requisition form should always include, at a minimum, the following:
a) A description of the item(s) to be purchased (The description should be complete enough for
anyone to understand the item(s) being purchased);
b) The quantity needed/requested;
c) The proposal number, if applicable;
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d) A suggested vendor (Use MISD’s approved vendor list, making sure a bid vendor is used, if
applicable);
e) The code of the account to be charged;
f) Pricing, if known;
g) Requests for requisitions for Federal Grant funds must include justification back-up from the
Campus/District Needs Assessment and Improvement Plan, where applicable;
h) Proper original signatures, dated.
The campus principals and program directors] are authorized to initiate purchase requisitions.
Requisitions initiated by instructional, maintenance, and support personnel are approved by the
Assistant Superintendent. Requisitions which require expenditures from the Special Revenue
Fund are approved by the Business Manager.

Purchase Orders:
The purchase order is the written evidence of orders placed as a result of properly initiated and
approved purchase requisitions.
Once the Requisition form is approved and entered into the system, the purchase order is
generated and routed for final approval.
The purchase order should always include, at a minimum, the following:
a) Vendor name and address;
b) Description of goods or services, including pertinent factors, such as size, color selection, etc.;
c) Quantity of goods;
d) Price (per unit and in total);
e) Account codes;
f) Payment terms;
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g) Discounts, if any;
h) Transportation (shipping) arrangements;
i) Other pertinent factors, such as delivery destination;
j) Cancellation terms.
Final approval of the purchase order is provided by the Business Manager. The purchase order is
transmitted back to the campus and orders can then be placed. All purchase orders are mailed or
faxed to vendors by the campus or department office. A copy of the purchase order is sent to the
requeting purchaser. During review and approval of requisitions and purchase orders, special
attention should be given to the account coding. If there are not sufficient funds in the account
the expenditure is to be coded to, the [position title] will request either a budget amendment or
budget transfer. Expenditures that are not correctly coded will be returned to the department,
causing delays in the expenditure process.

For control purposes, the Business Office maintains a record of all purchase orders issued. The
log includes the date of submission, purchase order number, vendor name, and
campus/department name.
Blanket (Open) Purchase Orders
According to the TEA 2010 Financial Accountability System Resource Guide (FASRG), a
blanket purchase order is issued to a pre-approved vendor authorizing purchases from that
vendor over a period of time. Blanket purchase orders are valuable because they allow the
purchase of items quickly, may eliminate numerous individual purchase orders for small dollarvalue items, and usually reduce paperwork and related processing costs. However, blanket
purchase orders must follow certain criteria: pre-qualification of vendors, limitation on the
maximum amount for purchases, a specific time frame for purchases covered by the blanket
purchase order, and identification of authorized purchasers. Blanket purchase orders are issued
so that supplies, materials, or services are available “as needed” by user departments.
The Business Office is responsible for the pre-qualification of vendors and ensures that the
number of vendors to whom blanket purchase orders are issued is limited.

Cancellation of Purchase Orders
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Cancellation terms are stated on the face of the purchase order, to inform vendors of purchase
order cancellation procedures.
In the event it is necessary to cancel a purchase order, the Business Manager notifies the
purchaser in writing so the encumbrance can be liquidated.
Encumbrances
Encumbrances are funds that have been reserved when a purchase requisition is finalized and
encumbered. When a requisition is processed, funds are placed aside for that transaction and are
no longer available for use in other transactions to prevent the possibility of budget
overspending. Encumbrances are used as a general planning tool, to predict cash outflow, and to
avoid overspending. The amount of the encumbrance will not be included in the actual funds
balances since payment has not been generated. Once payment is made, the encumbrance will be
reversed and the funds will appear under the actual funds balance rather than the encumbrance
balance.
Invoices
Vendors are required to submit all invoices to the Business Office. If an invoice is received at the
campus or department, the Business Office will sign (if the goods/services were received) and
attach the invoice to the applicable purchase order and forward to the purchaser.
Texas law requires that all invoices be paid to vendors within thirty (30) calendar days of receipt
of the goods/services. If the LEA fails to pay promptly, the vendor can assess penalty interest
charges. All invoices must be submitted to the Business Office within five business days of
receipt to ensure prompt payment to the vendor. If a school employee neglects to submit an
invoice on a timely basis, he/she may be held personally liable for the penalty interest charges.
Invoices for goods must contain a clear description of the merchandise. Invoices for contracted
services must include documentation containing dates, hours, students served, if applicable, and
services provided, along with the total amount due for services rendered. A statement on the
invoice “for services rendered” will not be accepted in lieu of a detailed description of the
services performed. Invoices are signed by the appropriate administrator or designee.
Purchasing Deadlines
In an effort to maximize the use of budgeted funds during the current fiscal year and meet the
needs of the intended beneficiaries, the purchasing deadline for supplies and equipment shall be
May 1st, unless the specific State or Federal grant specifies an earlier date.
Summer needs for staff development and summer school should be anticipated and ordered prior
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to May 1st.
Purchasing documents for services and travel should be submitted by within thirty (30) calendar
days from the date in which it was incurred.
At times, the purchasing deadlines for State or Federal grants may be earlier than the deadlines
stated above due to grant ending dates.
Required Documentation for Purchases
Third-party documentation is required to support disbursement of funds.
Documentation includes, but is not limited to:
▪
▪
▪
▪
▪

Purchase Orders;
Purchase Acquisitions;
Invoices;
Original Receipts;
Packing Slips

The LEA will maintain records sufficient to detail the significant history of procurement with
Federal funds.
In addition to the documentation listed above, these records will include, but are not necessarily
limited to, the following:
a) Rationale for the method of procurement;
b) Selection of contract type;
c) Contractor selection or rejection; and
d) The basis for the contract price.
Registration Fees
Registration fees are only processed and paid by purchase order. Registration is paid in advance
of the conference, and is sent directly to the conference vendor. No payments are made to
employees for reimbursement of registration fees.
The requisition/purchase order for registration must include the date of the event and the
number/names of attendees. A copy of the approved travel must accompany the
requisition/purchase order before any payments will be made.
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If registration fees are paid with Federal funds, the fee must only be paid during the grant year in
which the event occurs.
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 Business Office. Taxes, which should
have been exempt, will be unauthorized for reimbursement if the exemption form was not
presented to the vendor at the time of the purchase.
Subscriptions and Memberships
All costs for membership in business, technical, and professional organizations and subscription
costs for business, professional and technical periodicals paid from Federal funds are purchased
in the name of the organization, rather than the individual(s).
Vendors
Purchases from vendors that operate on a cash basis (do not accept purchase orders) will be used
in extenuating circumstances only. MISD participates in several cooperative purchasing
programs. A list of these programs is available from the Busines 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.

Micro-Purchases (Purchases up to $3,000) 2 CFR §200.320(a)
Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar
amount of which does not exceed the micro-purchase threshold. According to 2 CFR §200.67,
micro-purchase means a purchase of supplies or services using simplified acquisition procedures,
the aggregate amount of which does not exceed the micro-purchase threshold (currently $3,000).
The micro-purchase threshold is set by the Federal Acquisition Regulation at 48 CFR Subpart 2.1
and is periodically adjusted for inflation. The micro-purchase method is used in order to expedite
the completion of its lowest-dollar small purchase transactions and minimize the associated
administrative burden and cost.
See MISD Financial Procedures Manual.
To the extent practicable, MISD distributes micro-purchases equitably among qualified suppliers.
See MISD Financial Procedures Manual.
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Micro-purchases may be awarded without soliciting competitive quotations if MISD considers the
price to be reasonable. MISD maintains evidence of this reasonableness in the records of all micropurchases.
See MISD Financial Procedures Manual for details on procurement.

Small Purchase Procedures
According to 2 CFR §200.320(b), small purchase procedures are those relatively simple and
informal procurement methods for securing services, supplies, or other property that do not cost
more than the Simplified Acquisition Threshold (currently $150,000*).
According to 2 CFR §200.88, Simplified Acquisition Threshold means the dollar amount below
which an LEA may purchase property or services using small purchase methods. LEAs adopt small
purchase procedures in order to expedite the purchase of items costing less than the simplified
acquisition threshold. The simplified acquisition threshold is set by the Federal Acquisition
Regulation at 48 CFR Subpart 2.1 and is periodically adjusted for inflation.
If small purchase procedures are used, price or rate quotations are obtained from an adequate
number of qualified sources. See APPENDIX E, MISD Financial Procedures Manual for definition
of “adequate”.

*Purchases under $50,000 (State rule: FASRG Purchasing Module, pg 2; for ISDs and any
charter schools that adopt TEC 44)
To obtain the most competitive price, a district at its option may obtain price quotes for items
costing less than $50,000. The district’s purchasing procedures should clearly define the lower
figure for which quotes are required and obtain and retain written verification of the prices quoted.
Unlike the mandatory competitive procurement described for purchases over $50,000, if an item
costs less than $50,000, a district may utilize price quotations to stimulate competition and to
attempt to receive the most favorable pricing.
*Purchases $50,000 - $150,000 (for ISDs and any charter schools that adopt TEC 44)
Purchases Over $150,000* (*ISDs and any charter schools that adopt TEC 44, purchases
over $150,000 are subject to the more restrictive federal law that restricts the procurement
method to competitive bidding by sealed bids or competitive proposals)
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Sealed Bids (Formal Advertising):
Federal Law 2 CFR §200.320(c)
For purchases over $150,000, bids are publicly solicited and a firm fixed price contract (lump sum
or unit price) is awarded to the responsible bidder whose bid, conforming with all the material
terms and conditions of the invitation for bids, is the lowest in price. The sealed bid method is the
preferred method for procuring construction, if the following conditions apply:
▪
▪
▪

A complete, adequate, and realistic specification or purchase description is available;
Two or more responsible bidders are willing and able to compete effectively for the
business; and
The procurement lends itself to a firm fixed price contract and the selection of the
successful bidder can be made principally on the basis of price.

If sealed bids are used, the following requirements apply:
▪

▪
▪
▪

Bids must be solicited from an adequate number of known suppliers, providing them
sufficient response time prior to the date set for opening the bids, for state, local, and tribal
governments, the invitation for bids must be publically advertised;
The invitation for bids, which will include any specifications and pertinent attachments,
must define the items or services in order for the bidder to properly respond;
All bids will be opened at the time and place prescribed in the invitation for bids, and for
local and tribal governments, the bids must be opened publicly;
A firm fixed price contract award must be made in writing to the lowest responsive and
responsible bidder.

Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle
costs must be considered in determining which bid is lowest. Payment discounts will only be used
to determine the low bid when prior experience indicates that such discounts are usually taken
advantage of. Any or all bids may be rejected if there is a sound documented reason.
State Law TEC 44.0352 for ISDs and any charter schools that adopt Chapter 44:
▪ In selecting a vendor through competitive sealed proposals as authorized by Section
44.031(a)(2), a school district shall follow these procedures;
▪ The district shall prepare a request for competitive sealed proposals that includes
information that vendors may require to respond to the request. The district shall state in
the request for proposals the selection criteria that will be used in selecting the successful
offeror.
▪ The district shall receive, publicly open, and read aloud the names of the offerors and, if
any are required to be stated, all prices stated in each proposal. Not later than the 45 th day
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▪

▪

after the date on which the proposals are opened, the district shall evaluate and rank each
proposal submitted in relation to the published selection criteria.
The district shall select the offeror that offers the best value for the district based on the
published selection criteria and on its ranking evaluation. The district shall first attempt to
negotiate a contract with the selected offeror. The district may discuss with the selected
offeror options for a scope or time modification and any price change associated with the
modification. If the district is unable to negotiate a satisfactory contract with the selected
offeror, the district shall, formally and in writing, end negotiations with that offeror and
proceed to the next offeror in the order of the selection ranking until a contract is reached
or all proposals are rejected.
In determining the best value for the district, the district is not restricted to considering
price alone but may consider any other factors stated in the selection criteria.

Competitive Proposals:
Federal Law 2 CFR §200.320(d)
For purchases over $150,000, the technique of competitive proposals is normally conducted with
more than one source submitting an offer, and either a fixed price or cost-reimbursement type
contract is awarded. It is generally used when conditions are not appropriate for the use of sealed
bids. If this method is used, the following requirements apply:
▪

▪
▪

Requests for proposals must be publicized and identify all evaluation factors and their
relative importance. Any response to publicized requests for proposals must be considered
to the maximum extent practical;
Proposals must be solicited from an adequate number of qualified sources; and
Contracts must be awarded to the responsible firm whose proposal is most advantageous
to the program, with price and other factors considered.

MISD may use competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors' qualifications are
evaluated and the most qualified competitor is selected, subject to negotiation of fair and
reasonable compensation. The method, where price is not used as a selection factor, can only be
used in procurement of A/E professional services. It cannot be used to purchase other types of
services though A/E firms are a potential source to perform the proposed effort.
SEE MISD Financial Procedures Manual regarding BIDDING.

Technical evaluations of proposals 2 CFR §200.320(d)(3)
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MISD must have a written method for conducting technical evaluations of the proposals received
under competitive proposals and for selecting recipients.
See MISD Local Policy on technical evaluations and competitive proposals.
State Law TEC 44.0351 for ISDs and any charter schools that adopt Chapter 44:
▪ Except to the extent prohibited by other law and to the extent consistent with this
subchapter, a school district may use competitive bidding to select a vendor as authorized
by Section 44.031(a)(1).
▪ Except as provided by this subsection, Subchapter B, Chapter 271, Local Government
Code, does not apply to a competitive bidding process under this subchapter. Sections
271.026, 271.027(a), and 271.0275, Local Government Code, apply to a competitive
bidding process under this subchapter:
o Sec 271.026 Opening of Bids. Bids may be opened only by the governing body of
the governmental body of the governmental entity at a public meeting or by an
officer or employee of the governmental entity at or in an office of the
governmental entity. A bid that has been opened may not be changed for the
purpose of correcting an error in the bid price. This subchapter does not change the
common law right of a bidder to withdraw a bid due to a material mistake in the
bid.
o Sec 271.027(a) Award of Contract. The governmental entity is entitled to reject any
and all bids.
o Sec 271.0275 Safety Record of Bidder Considered. In determining who is a
responsible bidder, the governmental entity may take into account the safety record
of the bidder, of the firm, corporation, partnership, or institution represented by the
bidder, or of anyone acting for such a firm, corporation, partnership, or institution
if:
▪ The governing body of the governmental entity has adopted a written
definition and criteria for accurately determining the safety record of a
bidder;
▪ The governing body has given notice to prospective bidders in the bid
specifications that the safety record of a bidder may be considered in
determining the responsibility of the bidder; and
▪ The determinations are not arbitrary and capricious.
▪ A school district shall award a competitively bid contract at the bid amount to the bidder
offering the best value for the district. In determining the best value for the district, the
district is not restricted to considering price alone but may consider any other factors stated
in the selection criteria. The selection criteria may include the factors listed in Section
44.031(b).
o Purchase price;
o Reputation of the vendor and of the vendor’s goods or services;
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Quality of the vendor’s goods or services;
Extent to which the goods or services meet the district’s needs;
Vendor’s past relationship with the district;
Impact on the ability of the district to comply with laws and rules relating to
historically underutilized businesses;
o Total long-term cost to the district to acquire the vendor’s goods or services;
o
o
o
o

Noncompetitive Proposals (Sole Sourcing) 2 CFR §200.320(f)
Procurement by noncompetitive proposals is procurement through solicitation of a proposal from
only one source and may be used only when one or more of the following circumstances apply:
▪
▪
▪
▪

The item is available only from a single source;
The public exigency or emergency for the requirement will not permit a delay resulting
from competitive solicitation;
The federal awarding agency or pass-through entity expressly authorizes noncompetitive
proposals in response to a written request from the LEA; or
After solicitation of a number of sources, competition is determined inadequate.

See MISD Local Policy on non-competitive proposals.

A cost or price analysis will be performed for noncompetitive proposals when the price exceeds
$150,000.
The business office will ensure adequate documentation is maintained that shows how the
decision to use this method of procurement was reached, including the uniqueness of the services
or goods sought, the scarcity of providers, and the specific expertise and experience of the
vendor selected.
An online search for providers or a letter from the vendor stating they are the only source
available is not sufficient. A claim of sole source may qualify for noncompetitive proposal if the
material is copyrighted or an upgrade to an item previously purchased from the provider is being
purchased. However, the best practice is to first use the competitive proposal process and only
when the results are inadequate to then proceed to noncompetitive proposal.
Contract Cost/Price Analysis 2 CFR §200.323
MISD performs a cost or price analysis in connection with every procurement action in excess of
$150,000 (Simplified Acquisition Threshold), including contract modifications. 2 CFR
§200.323(a). A cost analysis generally means evaluating the separate cost elements that make up
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the total price, while a price analysis means evaluating the total price, without looking at the
individual cost elements.
The method and degree of analysis is dependent on the facts surrounding the particular
procurement situation; however, the Program Director must come to an independent estimate prior
to receiving bids or proposals. 2 CFR §200.323(a). See MISD Financial Procedures Manual.
When performing a cost analysis, the Business Office negotiates profit as a separate element of
the price. To establish a fair and reasonable profit, consideration is given to the complexity of
the work to be performed, the risk borne by the contractor, the contractor’s investment, the
amount of subcontracting, the quality of its record of past performance, and industry profit rates
in the surrounding geographical area for similar work. 2 CFR §200.323(b).
State Purchasing Laws According to Texas Education Code 44.031 (applicable to ISDs and
any charter schools that adopt Chapter 44)
The Texas Education Code (TEC) 44.031 addresses the requirement to competitively bid all
MISD contracts for the purchase of goods and services valued at $50,000 or more in the
aggregate for each 12-month period, by the method that provides the best value for the LEA,
according to the methods outlined in TEC 44.031:
a) competitive bidding;
b) competitive sealed proposals;
c) a request for proposals, for services other than construction services;
d) an interlocal contract;
e) a design/build contract;
f) a contract to construct, rehabilitate, alter, or repair facilities that involves using a construction
manager;
g) a job order contract for the minor construction, repair, rehabilitation, or alteration of a facility;
h) the reverse auction procedure as defined by Section 2155.062(d), Government Code; or
i) the formation of a political subdivision corporation under Section 304.011, Local Government
Code.
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School Buses (TEC 44.031(l):
Each contract proposed to be made by an LEA for the purchase or lease of one or more school
buses, including a lease with an option to purchase, must be submitted to competitive bidding
when the contract is valued at $20,000 or more.
Since non-compliance of the requirements of TEC 44.031 may result in criminal penalties, these
requirements will be strictly enforced.
Contract with Person Indebted to LEA (TEC 44.044):
The MISD’s Board of Trustees by resolution may establish regulations permitting MISD to
refuse to enter into a contract or other transaction with a person indebted to MISD. If such
regulation is adopted, it is not a violation for MISD to refuse to award a contract or enter into a
transaction with an apparent low bidder or successful proposer that is indebted to MISD.
Exceptions to the competitive bid requirement include:
a) Contracts for the purchase of produce or vehicle fuel (TEC 44.031(a));
b) Contracts for professional services rendered by a certified public accountant; an architect; a
landscape architect; a land surveyor; a physician, including a surgeon; an optometrist; a
professional engineer; a state certified or state licensed real estate appraiser; or a registered
nurse. Rather than be selected on the basis of competitive bids, the selection and award should be
made on the basis of demonstrated competence and qualifications to perform the service and for
a fair and reasonable price. (TEC 44.031(f); Government Code 2254,002(2)(B); 2254.003);
c) Emergency replacement or repair of school equipment, school facility, or portion of school
facility that has been destroyed, severely damaged or experiences a major unforeseen operational
or structural failure, as outlined in TEC 44.031(h) and approved by the Board of Trustees;
d) Computers and computer-related equipment, including computer software acquired through
the Department of Information Resources under contracts entered into in accordance with
Government Code 2054 or 2157 (TEC 44.031(i));
e) Sole Source Goods for items for which competition is precluded because of the existence of a
patent, copyright, secret process, or monopoly; a film, manuscript, or book; a utility service,
including electricity, gas, or water; and a captive replacement part or component for equipment.
(TEC 44.031(j). This Sole Source exception does not apply to mainframe data-processing
equipment and peripheral attachments with a single-item price in excess of $15,000 (TEC
44.031(k)).
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Public Notice (TEC 44.031(g):
Notice of the time by when and place where the bids or proposals, or the responses to a request
for qualifications, will be received and opened shall be published in the county in which the
MISD’s central administrative office is located, once a week for at least two weeks before the
deadline for receiving bids, proposals, or responses to a request for qualifications. If there is not
a newspaper in that county, the advertising shall be published in a newspaper in the county
nearest the county seat of the county in which MISD’s central administrative office is located. In
a two-step procurement process, the time and place where the second-step bids, proposals, or
responses will be received are not required to be published separately.
Award Determinations (TEC 44.031(b):
The following will be considered when determining to whom to award a contract:
a) The purchase price;
b) The reputation of the vendor and of the vendor’s goods or services;
c) The quality of the vendor’s goods or services;
d) The extent to which the goods or services meet MISD’s needs;
e) The vendor’s past relationship with the MISD;
f) The impact on the ability of MISD to comply with laws and rules relating to historically
underutilized businesses;
g) The total long-term cost to MISD to acquire the vendor’s goods or services; and
h) Any other relevant factor specifically listed in the request for bids or proposals.
Electronic Bids or Proposals (TEC 44.0313):
a) Bids or proposals may be received through electronic transmission if MISD’s Board of
Trustees adopts rules to ensure the identification, security, and confidentiality of electronic bids
or proposals and to ensure that the electronic bids or proposals remain effectively unopened until
the proper time.
b) An electronic bid or proposal is not required to be sealed.
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c) The MISD Board of Trustees does allow receipt of electronic bids or proposals.
Contracted Related and Management Fees Under Certain Cooperative Purchasing Contracts
(TEC 44.0331):
a) If MISD enters into a purchasing contract valued at $25,000 or more under TEC 44.031(a)(5),
under Subchapter F, Chapter 271, Local Government Code, or under any other cooperative
purchasing program authorized for s by law, will document any contract-related fee, including
any management fee, and the purpose of each fee under the contract.
b) The amount, purpose, and disposition of any fee described above will be presented in a written
report and submitted annually in an open meeting of the Board of Trustees of MISD. The written
report will appear as an agenda item.
Criminal History of Contractor (TEC 44.034):
MISD may terminate a contract with a person or business entity if MISD determines that the
person or business entity failed to give advance notice to MISD that the person or an owner or
operator of the business entity has been convicted of a felony, according to TEC 44.034(a), or
misrepresented the conduct resulting in the conviction. If MISD erminates the contract for such
reason, MISD will compensate the person or business entity for services performed before the
termination of the contract.
Construction Services, Design-Build Contracts for Facilities, Construction Manager-Agent,
Construction Manager-At-Risk:
MISD will comply with the requirements found in TEC 44.035, 44.036, 44.037, 44.038, 44.039,
44.040, and 44.041 for specific information related to construction contracts.
Purchase or Lease of Automated External Defibrillator (TEC 44.047):
If MISD purchases or leases an automated external defibrillator, as defined by Section 779.001,
Health and Safety Code, MISD will ensure that the automated external defibrillator meets
standards established by the Federal Food and Drug Administration. The nurse and business
manager are responsible for ensuring compliance.

Enforcement of Purchase Procedures According to Texas Education Code 44.032
(applicable to ISDs and any charter schools that adopt Chapter 44)
According to TEC 44.032, an officer, employee, or agent of MISD commits an offense if the
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person, with criminal negligence, makes or authorizes separate, sequential, or component
purchases to avoid the requirements of TEC 44.031(a) or (b). An offense under TEC 44.032(b) is
a Class B misdemeanor and is an offense involving moral turpitude.
An officer, employee, or agent of MISD commits an offense if the person, with criminal
negligence, violates TEC 44.031(a) or (b) other than by conduct described in TEC 44.032(b). An
offense under TEC 44.032(c) is a Class B misdemeanor and is an offense involving moral
turpitude.
An officer or employee of MISD commits an offense if the officer or employee knowingly
violates TEC 44.031, other than by conduct described in TEC 44.032(b) and (c). An offense
under TEC 44.032(d) is a Class C misdemeanor.
The final conviction of a person other than a trustee of MISD for an offense under TEC
44.032(b) or (c) results in the immediate removal from office or employment of that person.
Additional information concerning a trustee who is convicted of an offense under TEC 44.032(b)
or (c) may be found at TEC 44.032(e).

B. Purchase Cards
See APPENDIX D, MISD Financial Procedures Manual for regulations on the use of purchase
cards.
Gift Cards and Debit Cards
MISD does not authorize the use of gift cards or debit cards for purchases with State or local funds.
Gift cards or debit cards are not authorized for purchases with Federal grant funds because they do
not provide adequate accountability for ensuring allowable use of funds.

C. Full and Open Competition
All procurement transactions must be conducted in a manner providing full and open competition
consistent with 2 C.F.R §200.319. In order to ensure objective contractor performance and
eliminate unfair competitive advantage, contractors that develop or draft specifications,
requirements, statements of work, or invitations for bids or requests for proposals must be excluded
from competing for such procurements. Some of the situations considered to be restrictive of
competition include but are not limited to:
▪
▪
▪
▪
▪

Placing unreasonable requirements on firms in order for them to qualify to do business;
Requiring unnecessary experience and excessive bonding;
Noncompetitive pricing practices between firms or between affiliated companies;
Noncompetitive contracts to consultants that are on retainer contracts;
Organizational conflicts of interest;
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▪

▪

Specifying only a “brand name” product instead of allowing “an equal” product to be
offered and describing the performance or other relevant requirements of the procurement;
and
Any arbitrary action in the procurement process.

EDGAR further requires the following to ensure adequate competition.
Geographical Preferences Prohibited
MISD must conduct procurements in a manner that prohibits the use of statutorily or
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids
or proposals, except in those cases where applicable federal statutes expressly mandate or
encourage geographic preference. When contracting for architectural and engineering (A/E)
services, geographic location may be a selection criterion provided its application leaves an
appropriate number of qualified firms, given the nature and size of the project, to compete for the
contract.
Texas Education Code (TEC) 44.042 requires the following geographical preferences:
▪
▪

▪

▪
▪

LEAs that purchase agricultural products shall give preference to those produced, processed,
or grown in Texas if the cost to the LEA is equal and the quality is equal. TEC 44.042(a).
If agricultural products produced, processed, or grown in Texas are not equal in cost and
quality to other products, the LEA shall give preference to agricultural products produced,
processed, or grown in other states of the United States over foreign products if the cost to the
LEA is equal and the quality is equal. TEC 44.042(b).
An LEA that purchases vegetation for landscaping purposes, including plants, shall give
preference to Texas vegetation if the cost to the LEA is equal and the quality is not inferior.
TEC 44.042(c)
An LEA may not adopt product purchasing specifications that unnecessarily exclude
agricultural products produced, processed, or grown in Texas. TEC 44.042(f)
For the purposes of TEC 44.042:
o “Agricultural products” includes textiles and other similar products.
o “Processed” means canning, freezing, drying, juicing, preserving, or any other act that
changes the form of a good from its natural state to another form. TEC 44.042(g)

TEC 44 is applicable to ISDs and any charter schools that adopt Chapter 44.

Prequalified Lists
MISD must ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods and services are current and include enough qualified sources to ensure maximum
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open and free competition. Also, MISD must not preclude potential bidders from qualifying
during the solicitation period.
The Business Office and Program Director are responsible for ensuring the standards and
elements described above are met.
Solicitation Language
MISD must ensure that all solicitations incorporate a clear and accurate description of the technical
requirements for the material, product, or service to be procured. Such description must not, in
competitive procurements, contain features which unduly restrict competition. The description
may include a statement of the qualitative nature of the material, product or service to be procured
and, when necessary, must set forth those minimum essential characteristics and standards to
which it must conform if it is to satisfy its intended use. Detailed product specifications should be
avoided if at all possible.
When it is impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used as a means to define the
performance or other salient requirements of procurement. The specific features of the named
brand which must be met by offers must be clearly stated; and identify all requirements which
the offerors must fulfill and all other factors to be used in evaluating bids or proposals. 2 C.F.R
§200.319(c).
The Superintendent is responsible for ensuring the standards and elements described above are
met.

D. Federal Procurement System Standards
Avoiding Acquisition of Unnecessary or Duplicative Items 2 CFR §200.318(d)
MISD must avoid the acquisition of unnecessary or duplicative items. Additionally, consideration
is given to consolidating or breaking out procurements to obtain a more economical purchase.
And, where appropriate, an analysis must be made of leases versus purchase alternatives, and other
appropriate analyses to determine the most economical approach.
These considerations are given as part of the process to determine the allowability of each purchase
made with federal funds.

Use of Intergovernmental Agreements 2 CFR §200.318(e)
To foster greater economy and efficiency, MISD enters into state and local intergovernmental
agreements where appropriate for procurement or use of common or shared goods and services.
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Use of Federal Excess and Surplus Property 2 CFR §200.318(f)
MISD considers the use of federal excess and surplus property in lieu of purchasing new equipment
and property whenever such use is feasible and reduces project costs.
Debarment and Suspension 2 CFR §200.212
MISD awards contracts only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed procurement. Consideration will be
given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.
MISD may not subcontract with or award subgrants to any person or company who is debarred or
suspended. Human Resources staff is required to check for excluded parties at the System for
Award Management website before any procurement transaction. This list is located at:
http://www.sam.gov/.
Maintenance of Procurement Records 2 CFR §200.318(h)(i)
MISD must maintain records sufficient to detail the history of all procurements. These records
will include, but are not necessarily limited to, the following: rationale for the method of
procurement, selection of contract type, contractor selection or rejection, the basis for the contract
price (including a cost or price analysis), and verification that the contractor is not suspended or
debarred.

Time and Materials Contracts 2 CFR §200.318(h)(i)(1-2)
MISD may use a time and materials type contract only (1) after a determination that no other
contract is suitable; and (2) if the contract includes a ceiling price that the contractor exceeds at its
own risk. Time and materials type contract means a contract whose cost to MISD is the sum of:
the actual costs of materials, and direct labor hours charged at fixed hourly rates that reflect wages,
general and administrative expenses, and profit.
Since this formula generates an open-ended contract price, a time-and-materials contract provides
no positive profit incentive to the contractor for cost control or labor efficiency. Therefore, each
contract must set a ceiling price that the contractor exceeds at its own risk. Further, MISD must
assert a high degree of oversight in order to obtain reasonable assurance that the contractor is using
efficient methods and effective cost controls.
Settlements of Issues Arising Out of Procurements 2 CFR §200.318(k)
MISD alone is responsible, in accordance with good administrative practice and sound business
judgment, for the settlement of all contractual and administrative issues arising out of
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procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relieve MISD of any contractual responsibilities under its
contracts. Violations of law will be referred to the local, state, or federal authority having proper
jurisdiction.
Protest Procedures to Resolve Dispute
MISD maintains protest procedures to handle and resolve disputes relating to procurements and,
in all instances, discloses information regarding the protest to the awarding agency.
See MISD Local Policy on protest procedures.

Conflict of Interest Requirements

Employees should not use their position with MISD to attempt to sell products or services.
Employees shall not recommend, endorse, or require students to purchase any product, material
or service in which the employee has a financial interest or that is sold by a company that
employs or retains MISD employee during non-school hours.

Standards of Conduct (Conflicts of Interest) 2 CFR §200.318(c)(1)
In accordance with 2 CFR §200.318(c)(1), MISD maintains the following standards of conduct
covering conflicts of interest and governing the actions of its employees engaged in the selection,
award and administration of contracts.
No employee, officer, or agent may participate in the selection, award, or administration of a
contract supported by a federal award if he or she has a real or apparent conflict of interest. Such
a conflict of interest would arise when the employee, officer, or agent, any member of his or her
immediate family, his or her partner, or an organization which employs or is about to employ any
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit
from a firm considered for a contract. See MISD local policy for definition of “immediate family”.
The officers, employees, and agents of MISD may neither solicit nor accept gifts, gratuities, favors,
services, benefits, or anything of monetary value from contractors or parties to subcontracts that
could reasonably be construed to influence the person’s discharge of assigned duties and
responsibilities, unless the gift is an unsolicited item of nominal value. Officers, employees, and
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agents of MISD may accept gifts that are of nominal value given for the purpose of advertising,
ceremonial occasions or official events. See MISD Legal Policy DBB & DBD Local at
www.MISD.org.
Mandatory Disclosure to MISD
The employee shall disclose in writing to his or her immediate supervisor a personal financial
interest, a business interest, or any other obligation or relationship that in any way creates a real
or potential conflict of interest with the proper discharge of assigned duties and responsibilities
or that creates a potential conflict of interest with the best interest of MISD. In the case that the
individual receiving the report is also involved in the potential conflict, the disclosure should be
submitted to the Superintendent.
The officer or agent of MISD shall disclose in writing to the Superintendent a personal financial
interest, a business interest, or any other obligation or relationship that in any way creates a real
or potential conflict of interest with the proper discharge of assigned duties and responsibilities
or that creates a potential conflict of interest with the best interest of MISD. In the case that the
individual receiving the report is also involved in the potential conflict, the disclosure should be
submitted to the Superintendent.
Removal from the Procurement Transaction
An employee, officer or agent is removed from a procurement transaction if there is a conflict of
interest or the proper disclosure form must be filed. This form shows he/she has properly recused
him or herself from the procurement transaction. The business office maintains this
documentation?
Before any purchases, contracts, negotiation take place MISD employees, officers, and agents
are made aware of the conflict of interest policy by the business manager. Procedures addressing
these areas are located in the employe handbook and purchasing guide made available to all
employees on the district intranet and they are also required to sign off on understanding and
receipt of these handbooks.
MISD shall disclose in writing any potential conflict of interest to the Federal awarding agency or
pass-through entity (TEA) in accordance with applicable federal awarding agency policy. MISD’s
Conflict of Interest policy will align with the USDE’s conflict of interest policy once it has been
released. 2 CFR §200.112

Organizational Conflicts 2 CFR §200.318(c)(2)
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If MISD has a parent, affiliate, or subsidiary organization that is not a state, local government, or
Indian tribe, MISD must include written standards of conduct covering organizational conflicts of
interest. Organizational conflicts of interest means that because of relationships with a parent
company, affiliate, or subsidiary organization, the non-Federal entity is unable or appears to be
unable to be impartial in conducting a procurement action involving a related organization. 2 C.F.R
§200.318(c)(2).] Not Applicable to MISD.
Disciplinary Actions
Penalties, sanctions, or other disciplinary actions for violations of standards of conduct will be in
accordance and to the extent permitted under state and local law.
Mandatory Disclosure 2 CFR §200.113
MISD must, in a timely manner, in writing to the federal awarding agency or pass-through entity
(TEA), all violations of federal criminal law involving fraud, bribery, or gratuity violations
potentially affecting the federal award.
Upon discovery of any potential conflict of interest and all violations of federal criminal law
involving fraud, bribery, or gratuity violations, MISD will disclose in writing the potential conflict
or violation of federal criminal law to the federal awarding agency in accordance with applicable
federal awarding agency policy.

Contract Administration
MISD maintains the following oversights to ensure that contractors perform in accordance with
the terms, conditions, and specifications of their contracts or purchase orders.
The business office receives any purchased property. Accounts payable is notified property has
been received and they ensures the proper goods were received. Invoices and packing slips are
processed in accounts payable and property is distributed to the purchaser appropriately.
All contracts and service agreements, etc. must be signed by the Superintendent or designee.
Only the Superintendent or designee is authorized to sign a contract or agreement on behalf of
MISD. Contracts that exceed $50,000 shall be approved by the Superintendent and the School
Board.
The Superintendent has designated the business manager and assistant superintendent as having
signature authority for MISD. An employee who signs a contract or agreement without proper
authorization will be personally liable for the terms of the contract or agreement and the act may
be grounds for termination of employment.
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The administration office maintains a copy of the signed contract, agreement, or purchase order
for services performed and the rationale or procedure for selecting a particular vendor.
Contracts or agreements in excess of $10,000 describe conditions under which the contract may
be terminated for cause or for convenience by MISD, including the manner by which it will be
effected and the basis for settlement. Appendix II to 2 CFR Part 200.
Contracts for more than the simplified acquisition threshold must address administrative,
contractual, or legal remedies in instances where contractors violate or breach contract terms, and
provide for such sanctions and penalties as appropriate. Appendix II to 2 CFR Part 200.
If the contract is to develop materials, concepts, or products, the agreement or contract contains
provisions that protect and retain ownership of such materials, concepts, or products by TEA, the
State of Texas, and the federal government, as applicable (including copyright, patent, trademark).
The administration office maintains evidence that awards were made only to contractors or
consultants possessing the ability to perform successfully under the terms and conditions of the
proposed contract or procurement.
The administration office maintains evidence that consultants were selected based on demonstrated
competence, qualifications, experience, and reasonableness of costs and that consideration was
given to contractor integrity, compliance with public policy, past performance, and financial and
technical resources.
No contracts are entered into with employees of MISD.
The administration office maintains evidence that an employee did not participate in selection or
award of a contract if a conflict of interest was involved.
Rental of Facilities: The administration office and facilities director will coordinate the rental of
MISD facilities. A Rental Agreement is required for all rentals of facilities by outside
organizations. All contracts will include security deposits (unless waived), charges for facility
usage, custodial services, and other related charges, if applicable. The Assistant Supertintendent
authorized to waive security deposits.
Procedures for submitting a Consultant Service Contract:
A. Submit the Consultant Service Contract to the business manager for review.
B. Obtain the following documents from the consultant and submit with the purchase order to the
business office: A completed W-9 Form; A Felony Conviction Form; A Criminal Check
Authorization and Fingerprinting Form, if the consultant will work directly with students; A
Conflict of Interest Questionnaire; Documentation of insurance, such as general liability,
workers compensation, and auto liability, if applicable.
C. Follow the procedures for Suspension and Debarment Verification for transactions supported
with Federal funds outlined in this manual, as applicable.
86

The business manager will ensure that contractors, consultants, service providers, and vendors
perform in accordance with the terms, conditions, and specifications of their contracts or
purchase orders.
Prior to disbursement of funds to a contractor, consultant, service provider, or vendor,
documentation must be provided to the MISD to support the goods or services rendered.
Documentation includes, but is not limited to: Description of the goods or services rendered;
Dates; Rate; Total Hours, if applicable; Number of students served or names of students served,
if applicable.
When procuring contracted services with Federal funds, MISD will ensure that every purchase
order or contract includes language to ensure services align with allowable use of grant funds, if
applicable.
Accountability:
MISD ensures that contractors perform in accordance with the terms, conditions, and
specifications of their contracts or purchase orders.
a) MISD obtains written contracts or purchase orders.
b) Contracts for services include a description of the services to be performed, the date(s) the
services will be performed, the location(s) of where the services will be performed, the number
or type of beneficiaries to be served, if applicable, and when payment(s) will be made,
specifying verification before payment. The terms of the contract will include language that
assures the activities performed by the contractor are allowable activities according to the
Federal program, if applicable.
c) Purchase orders for goods include a description of the goods to be delivered, the date(s) the
goods will be delivered, the location(s) of where the goods will be delivered, and when
payment(s) will be made, specifying verification before payment.
d) Invoices match the contracts or purchase orders, including a description of services performed
by the contractor or goods delivered by the vendor, the date(s) services were performed or goods
delivered, the location(s) where the services were performed or goods were delivered, and if
applicable, the number of beneficiaries served and identifying information of the beneficiaries
who were served.
e) The business manager verifies that the services were performed or the goods were received
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before issuing payment. The business manager verifies that the contractor or vendor met all of its
responsibilities under the contract or purchase order before approving payment. Invoices that
merely state “for services rendered” will not be approved for payment. Invoices for services
provided to students must indicate which student(s) was served and under which program.
The business office maintains records on services performed – date of service, purpose of service
– ensuring that services were consistent and satisfactory as described in the signed contract or
purchase order.
The business office maintains evidence that payment was made only after the service was
performed or goods received, and not before. Advance payment to contractors is prohibited.
Recommended language for contracts with federal funds:
The Texas Education Agency (TEA) requires all professional services contracts be effective only
during the period of availability of funds identified in the Notice of Grant Award (NOGA).
A letter of intent to contract with a third party may be signed prior to the issuance of a NOGA. (a)
The letter of intent should contain a provision that the future contract is contingent upon receipt of
the specific NOGA. (b) Execute the contract after the NOGA is issued.

II.

Property Management Systems

Equipment means tangible personal property (including information technology systems) having
a useful life of more than one year and a per-unit acquisition cost which equals or exceeds the
lesser of the capitalization level established by MISD for financial statement purposes, or $5,000.
2 CFR §200.33.
The LEA’s established capitalization threshold is $5,000.
Supplies means all tangible personal property other than those described in §200.33 Equipment.
A computing device is a supply if the acquisition cost is less than the lesser of the capitalization
level established by MISD for financial statement purposes or $5,000, regardless of the length of
its useful life. 2 CFR §200.94. MISD’s established capitalization threshold is notated above in the
Equipment definition.
Computing devices means machines used to acquire, store, analyze, process, and publish data and
other information electronically, including accessories (or “peripherals”) for printing, transmitting
and receiving, or storing electronic information. 2 CFR §200.20.
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Capital assets means tangible or intangible assets used in operations having a useful life of more
than one year which are capitalized in accordance with GAAP. Capital assets include:
▪ Land, buildings (facilities), equipment, and intellectual property (including software)
whether acquired by purchase, construction, manufacture, lease-purchase, exchange, or
through capital leases; and
▪ Additions, improvements, modifications, replacements, rearrangements, reinstallations,
renovations or alterations to capital assets that materially increase their value or useful life
(not ordinary repairs and maintenance). 2 CFR §200.12.

A. Inventory Procedure
According to 2 CFR §200.302(b)(4), the LEA’s financial management system must provide
for effective control over, and accountability for, all funds, property, and other assets. The
LEA must adequately safeguard all assets and assure they are used solely for authorized
purposes.
New inventory is received at the Business Office and is distributed to the ordering
campus. The one ordering inspects the property to make sure it’s in good condition and that
it matches what is listed on the purchase order and invoice. A capital outlay report from the
TxEIS system is saved on a monthly basis. The receiving report is kept on the hard drive
with the other documentation kept in the vendor folder.
Any type of technology purchases is being tagged by our technology department. This
includes all computing devices, such as laptops, smartphones, and tablets. The technology
department is responsible for configuring or installing certain types of equipment and/or
computing devices.

B. Inventory Records
For each equipment and computing device purchased with federal funds, the following information
is maintained:
▪
▪
▪
▪

Description of the property;
Serial number or other identification number;
Source of funding for the property;
Acquisition date and cost of the property;

When the property is sold, lost, stolen, or cannot be repaired, it is noted in the file for the purchase.
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Physical Inventory

A physical inventory of the property must be taken and the results reconciled with the property
records at least once every two years.

Delivery and Receipt of Orders

1. Orders will be delivered to the Administration Office at 500 N. Pecan, Moulton, TX 77975

2. Do not allow vendors to deliver goods to a campus if the purchase order states otherwise. If they try
to do so, direct them to the appropriate address listed above.

3. All orders must be inspected within five (5) days. Claims for damages or incorrect orders need to be
submitted promptly to the vendor.

4. Returning orders - Contact that vendor directly for pickup instructions.

Fixed (capital) Assets
Fixed (capital) assets are tracked and recorded on MISD’s inventory system by the Program
Director and the financial general ledger by the Business Office. A physical inventory is
performed annually by the Program Director and the results are reconciled with inventory
records. All missing items are investigated by the Program Director. Fixed (capital) assets that
are stolen, obsolete, damaged beyond repair, etc. are reported to the Program Director for
removal from MISD’s financial records.
Supplies and Computing Devices
Supplies and Computing Devices are labled upon receipt and recorded with the program director.
These items are included in annual inventory procedures.

C. Maintenance
In accordance with 2 CFR 200.313(d)(4), the LEA maintains adequate maintenance procedures to
ensure that property is kept in good condition. The technology director or maintenance department
is contacted in the event of any needed repairs.
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Lost or Stolen Items

MISD maintains a control system that ensures adequate safeguards are in place to prevent loss,
damage, or theft of the property.
Property is allowed to be taken off-site for teacher training and instructional purposes but must be
returned to MISD property upon completion of training. All computing devices and other
applicable equipment are marked as property of MISD. If the equipment is lost or suspected to be
stolen, items are reported to the program director and procedures outlined in MISD policy are
followed to investigate and replace items.
The Program Director removes the item from the inventory list, if applicable. Only the original
amount OR the replacement cost for a similar item, whichever is less, will be provided by MISD.
Should the campus wish to “upgrade” the item being replaced, the campus or department will be
responsible for providing the additional funds to purchase the “upgrade.”
The Program Director should determine preventive measures to take to avoid further incidents of
lost or stolen items.

D. Use of Equipment 2 CFR §200.313
Equipment must be used in the program or project for which it was acquired as long as needed,
whether or not the project or program continues to be supported by the federal award, and the LEA
will not encumber the property without prior approval of the federal awarding agency and the passthrough entity. When no longer needed for the original program or project, the equipment may be
used in other activities supported by the federal awarding agency, in the following order of priority:
(1) activities under a federal award from the federal awarding agency which funded the original
program or project; then (2) activities under federal awards from other federal awarding agencies.
2 CFR §200.313(c)(1)
Transfer of Equipment
All disposition of equipment and surplus supplies, including transfer of equipment, require
approval by TEA, regardless of the dollar amount of the current fair market value. MISD will use
the required TEA disposition form, available on the TEA website, to seek disposition approval
prior to the actual transfer of the equipment.
Current Use of Equipment Shared with other Projects or Programs 2 CFR §200.313(c)(2-3)
During the time equipment is used on the project or program for which it was acquired, the
equipment will also be made available for use on other projects or programs currently or
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previously supported by the federal government, provided that such use will not interfere with
the work on the projects or program for which it was originally acquired. First preference for
other use must be given to other programs or projects supported by the federal awarding agency
that financed the equipment. Second preference is given to programs or projects under federal
awards from other federal awarding agencies. Use for non-federally funded programs or projects
is also permissible.
User fees should be considered if appropriate. However, MISD must not use equipment acquired
with the federal award to provide services for a fee that is less than private companies charge for
equivalent services unless specifically authorized by federal statute for as long as the federal
government retains an interest in the equipment. See MISD Policy for guidelines.

E. Disposal of Equipment 2 CFR §200.313(e)
When it is determined that original or replacement equipment acquired under a federal award is
no longer needed for the original project or program or for other activities currently or previously
supported by a federal awarding agency, Program Director will contact the awarding agency (or
pass-through for a state-administered grant) for disposition instructions.
All disposition of equipment and surplus supplies require approval by TEA, regardless of the dollar
amount of the current fair market value. MISD will use the required TEA disposition form,
available on the TEA website, to seek disposition approval prior to the actual disposition of the
equipment/supplies. Reasons for removal may include that the equipment is no longer operable,
was destroyed, was stolen, or is no longer needed.
The Program Director/Business Manager is responsible for requesting and submitting the
disposition request form to TEA.
Generally, disposition of equipment is dependent on its fair market value (FMV) at the time of
disposition. If the item has a current FMV of $5,000 or less, it may be retained, sold, or otherwise
disposed of with no further obligation to the federal awarding agency, after receiving approval by
TEA. If the item has a current FMV of more than $5,000, the federal awarding agency is entitled
to the federal share of the current market value or sales proceeds.
If acquiring replacement equipment, MISD may use the equipment to be replaced as a trade-in or
sell the property and use the proceeds to offset the cost of the replacement property.
If MISD chooses to sell the equipment, the Business Office/Superintendent is responsible for the
process. Approved equipment may be sold or traded under one of the following conditions listed
in MISD Policy for disposal of property.
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If the federal awarding agency is entitled to the federal share of the current market value or sales
proceeds, the Business Office is responsible for the accounting and submittal of the funds.
Every effort should be made to determine if a need for the equipment exists anywhere in MISD
before a sale or trade is allowed. The Superintendent & School Board is responsible for
determining the appropriate method of disposition.
Equipment considered as surplus and/or unfit for further economical usage (including scrap
material) may be transferred to the Maintenance Barn for temporary storage or for ultimate
disposition.
Sale of Surplus Property
See MISD policy regarding surplus property sales.
Surplus Sales may be advertised in the local newspaper. Sealed bids will be solicited and the
items sold to the highest bidder per item. MISD may also use an online auction service for
surplus property sales.
The Superintendent is responsible for the administration of surplus sales.
Neither MISD supplies, nor equipment, shall be sold or conveyed other than via a Surplus Sale,
unless authorized by the Superintendent and School Board.

I. Control of Property, Equipment, Supplies Placed in a Private School for
Equitable Services
This section is not applicable to charter schools:
Property, equipment and supplies placed at a private school to fulfill the ESEA and IDEA-B
requirements to provide equitable services to parentally-placed private school children remain
the property of MISD. The district will control and administer the funds used to provide
equitable services and will hold title to and administer materials, equipment, and property
purchased from Federal funds for the provision of equitable services.
The district will ensure the property, equipment and supplies placed in the private school:
a) Are used only for the purposes of the provision of equitable services,
b) Are placed in the private school only for the period of time needed to provide equitable
services,
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c) Are removed when no longer needed for the provision of equitable services,
d) Are removed when needed to avoid unauthorized used,
e) Are removable without remodeling the facility.
Inventory tags with the name of the school district are utilized are utilized to ensure proper
identification of the district’s property being placed temporarily in the private school.
The Program Director is responsible for ensuring the proper administration of property,
equipment, and supplies placed in a private school for the provision of equitable services.

III. Written Compensation Policies
Time & Effort Procedures are non-applicable at this time at MISD, 7/1/15
as we do not have an employees on T&E guidelines.
A. Time and Effort 2 CFR §200.430(i)

Time and Effort Standards
All employees who are paid in full or in part with federal funds must keep specific documents to
demonstrate the amount of time they spent on grant activities. This includes an employee whose
salary is paid with state or local funds but is used to meet a required “match” in a federal program.
These documents, known as time and effort records, are maintained in order to charge the costs of
personnel compensation to federal grants.
Charges to federal awards for salaries and wages must be based on records that accurately reflect
the work performed. These records must:
▪
▪
▪
▪
▪

Be supported by a system of internal controls which provides reasonable assurance that the
charges are accurate, allowable, and properly allocated;
Be incorporated into official records;
Reasonably reflect total activity for which the employee is compensated, not exceeding
100% of compensated activities;
Encompass both federally assisted and all other activities compensated by MISD on an
integrated basis;
Comply with the established accounting policies and practices MISD and
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▪

Support the distribution of the employee’s salary or wages among specific activities or
costs objectives.

Time and Effort Procedures
Despite the lack of specific rules requiring certain signatures or certain periods of certification, it’s
very possible that auditors may interpret the requirement that records “must be supported by a
system of internal controls which provides reasonable assurance” as including the need for certain
signatures or periods of certification. Because of that uncertainty, it is generally recommended
there be no changes to MISD’s time and effort system if MISD believes they are in compliance
with the previous rules until auditors begin to interpret these new standards.
All personnel paid with Federal funds are subject to Time Distribution Reporting to ensure that
Federal program funds are used to pay only their proportionate share of personnel costs. The
reporting must demonstrate that an employee paid with Federal funds actually worked on that
specific Federal program or cost objective.
The type of time distribution report required is dependent on whether the employee works on a
single cost objective or multiple cost objectives and whether MISD elects to use the Substitute
System of Time and Effort Reporting authorized by TEA.
A cost objective is a function, organizational subdivision, contract, grant, or other activity for
which cost data are needed and for which costs are incurred. For example, a single cost objective
can be a single function or a single grant or a single activity.
Salaries and wages of employees used in meeting cost sharing or matching requirements of
Federal awards are also subject to the Time Distribution Reporting requirement.
Contractors are not subject to the Time Distribution Reporting requirement.
Single Cost Objective (Periodic/Semi-Annual Certification)
Applies to employees who work solely (100% of their time) on a single Federal award/grant
program or cost objective.
Charges for their salaries and wages must be supported by Periodic (Semi-Annual) Certifications
that certify the employee worked solely on that program/single cost objective for the period
covered by the certification.
The Periodic (Semi-Annual) Certification must be prepared at least semi-annually and signed
after-the-fact.
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The Periodic (Semi-Annual) Certification must be signed by the employee or by the supervisor
having first-hand knowledge of the work performed by the employee.
The Periodic (Semi-Annual) Certifications are submitted for the time periods of January through
June and July through December.
The Periodic (Semi-Annual) Certifications are submitted to the Business Manager.

The Periodic (Semi-Annual) Certifications are reviewed semi-annually by the Business Manager
(Program Director) for accuracy and compliance with Federal requirements.
Multiple Cost Objectives (Time and Effort Personnel Activity Reports – PARs)
Applies to employees who do not work 100% of their time on a single Federal award/grant
program or single cost objective but instead work under multiple grant programs or multiple cost
objectives.
A distribution of their salaries or wages must be supported by Personnel Activity Reports
(PARs).
The PARs must reflect an after-the-fact distribution of the actual activity of the employee and
must account for the total activity for which the employee is compensated.
The PARs must be prepared at least monthly and must coincide with one or more pay periods.
The PARs must be completed and signed after-the-fact.
The PARs must be signed by the employee. The supervisor may sign in addition to the
employee, but the signature of the supervisor alone is not sufficient for documentation.
The PARs are submitted monthly to the Business Manager for review of accuracy and
compliance with Federal requirements.

Substitute System for Time and Effort Reporting for Employees Supported by Multiple Cost
Objectives
MISD does not elect to use the Substitute System for Time and Effort Reporting in lieu of the
Personnel Activity Report (PAR) for employees supported by multiple cost objectives.
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The Substitute System of Time and Effort Reporting is used in lieu of the Personnel Activity
Report (PAR) for eligible employees who are supported by multiple cost objectives, have a
predetermined schedule, and do not work on multiple activities or cost objectives at the exact
same time on his or her schedule.
If the employee’s schedule is not consistent from week to week, but changes regularly, that
particular employee is not eligible to use the Substitute System but must submit monthly PARs
instead.
If the employee is eligible to use the Substitute System, the employee must complete the TEAapproved Employee Schedule and Certification form on a semi-annual basis, at a minimum.
If the employee’s predetermined schedule changes substantively (by more than 10%) during the
year, the employee must complete and submit an updated Employee Schedule and Certification
form.
The Employee Schedule and Certification form must be completed and signed after-the-fact.
The Employee Certification form must be signed by both the employee and the supervisor
having first-hand knowledge of the work performed by the employee.
The Employee Schedule and Certification is submitted for the time periods of January through
June and July through December]
The Employee Schedule and Certification form is submitted semi-annually to the Business
Manager for review of accuracy and compliance with Federal requirements, who then forwards
to the Superintendent for final approval and cost reconciliation.
Charges to the grants must be supported by the Employee Schedule and Certification forms.
The Superintendent or Business Manager will submit the required LEA Management
Certification form to TEA (that notifies TEA of the LEA’s election to use the Substitute System)
on an annual basis by the deadline established by TEA for each school year in which the
Substitute System is implemented.

Reconciliation and Closeout Procedures
It is critical for payroll charges to match the actual distribution of time recorded on the monthly
certification documents. Budget estimates or other distribution percentages determined before the
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services are performed do not qualify as support for charges to federal awards, but may be used
for interim accounting purposes provided that the system for establishing the estimates produces
reasonable approximations of the activity actually performed.
In accordance with 2 CFR §200.430(i)(1)(viii);(A)-(C), budget estimates (i.e., estimates
determined before the services are performed) alone do not qualify as support for charges to
federal awards, but may be used for interim accounting purposes provided that:
▪ The system for establishing the estimates produces reasonable approximations of the
activity actually performed;
▪ Significant changes in the corresponding work activity (as defined in the LEA’s
written policies) are identified and entered into the records in a timely manner. Short
term (such as one or two months) fluctuation between workload categories need not be
considered as long as the distribution of salaries and wages is reasonable over the longer
term; and
▪ The LEA’s system of internal controls includes processes to review after-the-fact
interim charges made to a Federal awards based on budget estimates. All necessary
adjustment must be made such that the final amount charged to the Federal award is
accurate, allowable, and properly allocated.

At least quarterly, comparisons of actual costs to budgeted distributions based on the monthly
Time and Effort PARs are made.
At least semi-annually, comparisons of actual costs to budgeted distributions are made based on
the Substitute System’s Employee Schedule and Certification forms, if applicable.
If the cost comparisons show the differences between budgeted and actual costs are less than ten
percent, adjustments made to costs charged to Federal awards as a result of the cost
reconciliation are recorded annually.
If the cost comparisons show the differences between budgeted and actual costs are ten percent
or more, adjustments made to costs charged to Federal awards as a result of the cost
reconciliation are recorded quarterly.
Budget estimates or other distribution percentages are revised at least quarterly, if necessary, to
reflect changed circumstances.
The Business Manager is responsible for performing the cost reconciliation and adjustments.
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For employees working under multiple cost objectives, budget estimates or other distribution
percentages determined before the services are actually performed do not qualify as support for
charges to Federal grant awards. However, the budget estimates or distribution percentages may
be used for interim accounting purposes, provided that:
1) MISD’s system for establishing the estimates produces reasonable approximations of the
activity actually performed;
2) At least quarterly, comparisons of actual costs to budgeted distributions based on the monthly
Time and Effort PARs are made;
3) At least semi-annually, comparisons of actual costs to budgeted distributions are made based
on the Substitute System’s Employee Schedule and Certification forms, if applicable;
3) If the cost comparisons show the differences between budgeted and actual costs are less than
ten percent, adjustments made to costs charged to Federal awards as a result of the cost
reconciliation are recorded annually;
5) If the cost comparisons show the differences between budgeted and actual costs are ten
percent or more, adjustments made to costs charged to Federal awards as a result of the cost
reconciliation are recorded quarterly;
6) The budget estimates or other distribution percentages are revised at least quarterly, if
necessary, to reflect changed circumstances.
The Business Manager is responsible for performing the cost reconciliation and adjustments.

Job Descriptions
An integral component of an adequate financial management system is the development and
maintenance of records documenting the duties and responsibilities of personnel and the
employee’s acknowledgement of their understanding of their duties and responsibilities.
Employee job descriptions are signed and dated by the employee as acknowledgement that the
employee has full knowledge of their duties and responsibilities. Job descriptions are also signed
and dated by the employee’s immediate supervisor.
Employee job descriptions must be current. Employee job descriptions are updated as new
assignments are made. The Program Director/Superintendent/Campus Administrator will
monitor job descriptions to ensure they are kept up-to-date and that the job descriptions
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accurately and completely describe the work performed by the specific position. Job descriptions
for positions that are split-funded are reviewed quarterly, at a minimum, to ensure the job
description remains current.
Employee job descriptions for personnel paid from Federal funds must delineate all program or
cost objectives under which the employee works. Job descriptions and duties must be specific to
the particular grant program and clearly identify the functions and programs they benefit,
including the fund source(s) from which the position is compensated. The Superintendent and
Campus Administrator/Program Director will ensure the job description aligns the activities of
the position to the program goals of the fund source and ties the source of funds to the activity.
If a position benefits multiple cost objectives or programs, the job description will clearly define
each program, function, and/or fund source and clearly identify and distinguish the duties and
responsibilities for each respective program, function, and/or fund source.
If a position benefits a single cost objective or program, the job description will clearly indicate
the employee is assigned 100% to the program. If a position that benefits a single cost objective
is funded through multiple sources, a sentence will be added to the job description stating that
the position is supported by a single cost objective even though its funding is split among
multiple sources.
If a position has administrative duties, the job description will clearly delineate the
administrative activities and identify the percentage of administrative activities compared to
program activities.
Employee Exits
MISD will conduct an exit interview and provide an exit checklist to the administrator conducting
the exit interview, if not the Superintendent. The employee is required to submit all items on the
checklist by the last day of employment or financial compensation will be deducted from their
final paycheck.
Any staff member who separates from employment with MISD will be ineligible to attend any
conference, workshop, or convention paid out of any MISD funds, when such attendance occurs
after the separation date.
Any staff member who separates from employment with MISD and attends a conference,
workshop, or convention paid out of any MISD funds, when such attendance occurs after the
separation date, will be liable for the costs of the conference, workshop, or convention and will
not be reimbursed for such costs by MISD.
The Campus Principal or the appropriate Central Office staff member is responsible for ensuring
compliance with this requirement.
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B. Human Resources Policies
MISD Board Policy contains description of local and legal policy regarding how employees are
hired, the extent to which employees may provide professional services outside of MISD, the
provision of fringe benefits, including leave and insurance, and the use of recruiting expenses to
attract, and reimbursement for relocations costs. See MISD Board Policy Manual at
https://www.tasb.org/policy/pol/private/241902/

Position Control
MISD utilizes internal accounting records for each employee position:
a) Request to Post Position: Responsibility of Superintendent and Superintendent Secretary
b) Advertisement of Position: Responsibility of Superintendent and Superintendent Secretary
c) Personnel Recommendation: Responsibility of Superintendent and Assistant Superintendent
d) Employee Job Description: Responsibility of Superintendent
e) Employee Data Sheet: Responsibility of Superintendent Secretary and Business Manager
f) Payroll Authorization Personnel Action Form: Responsibility of Business Manager and
Superintendent Secretary.
g) Annual Employee Salary Information Confirmation: Responsibility of Business Manager
Transfer Form to move from one position or department to another: Responsibility of Business
Manager. The Business Manager ensures all wage changes and annual salaries and deductions
are accurately tracked and recorded. The Business Manager ensures employee salaries are
allocated to the proper general ledger accounts. The Business Manager ensures payroll taxes and
deductions are properly calculated.

IV. Record Keeping
A. Record Retention
MISD maintains all records that fully show (1) the amount of funds under the grant or subgrant;
(2) how the subgrantee uses those funds; (3) the total cost of each project; (4) the share of the total
cost of each project provided from other sources; (5) other records to facilitate an effective audit;
and (6) other records to show compliance with federal program requirements. 34 CFR §§76.730.731 and §§75.730-.731. The LEA also maintains records of significant project experiences and
results. 34 CFR §75.732. These records and accounts must be retained and made available for
programmatic or financial audit.
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The U.S. Department of Education is authorized to recover any federal funds misspent within 5
years before the receipt of a program determination letter. 34 CFR §81.31(c). Consequently,
MISD retains records for a minimum of five (5) years from the date on which the final Financial
Status Report is submitted, unless otherwise notified in writing to extend the retention period by
the awarding agency, cognizant agency for audit, oversight agency for audit, or cognizant agency
for indirect costs. However, if any litigation, claim, or audit is started before the expiration of the
record retention period, the records will be retained until all litigation, claims, or audit findings
involving the records have been resolved and final action taken. 2 CFR §200.333.
MISD follows the MISD Financial Procedures Manual record destruction schedule to destroy
documents.
State Law Regarding Records Retention
The Texas State Library and Archives Commission records retention schedules are available at:
www.tsl.state.tx.us/slrm/recordspubs/localretention.html
The Government Code, Section 411.158, provides that the Texas State Library and Archives
Commission shall issue records retention schedules for each type of local government, including
a schedule for records common to all types of local government. The law provides further that
each schedule must state the retention period prescribed by Federal or State law, rule of court, or
regulation for a record for which a period is prescribed; and prescribe retention periods for all
other records, which periods have the same effect as if prescribed by law after the records
retention schedule is adopted as a rule of the Commission.
The retention period for a record applies to the record regardless of the medium in which it is
maintained. Some records listed in the retention schedule are maintained electronically in many
offices, but electronically stored data used to create in any manner a record or the functional
equivalent of a record as described in the retention schedules must be retained, along with the
hardware and software necessary to access the data, for the retention period assigned to the
record, unless backup copies of the data generated from electronic storage are retained in paper
or on microfilm for the retention period. This includes electronic mail (email), websites, and
electronic publications.
The use of social media applications may create public records. Any content (messages, posts,
photographs, videos, etc.) created or received using a social media application may be considered
records and should be managed appropriately. The retention of social media records is based on
content and function. Local governments will need to consult the relevant records retention
schedule for the minimum retention periods.
Unless otherwise stated, the retention period for a record is in calendar years from the date of its
creation. The retention period applies only to an official record as distinct from convenience or
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working copies created for informational purposes. Where several copies are maintained, each
local government should decide which shall be the official record and in which of its divisions or
departments it will be maintained. Local governments in their records management programs
should establish policies and procedures to provide for the systematic disposal of copies.
A local government record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative review, or other
action involving the record is initiated; its destruction shall not occur until the completion of the
action and the resolution of all issues that arise from it.
A local government record whose retention period expires during any litigation, claim,
negotiation, audit, public information request, administrative review, or other action involving
the record may not be destroyed until the completion of the action and the resolution of all issues
that arise from it.
If a record described in the retention schedule is maintained in a bound volume of a type in
which pages were not meant to be removed, the retention period, unless otherwise stated, dates
from the date of last entry.
If two or more records listed in the retention schedule are maintained together by a local
government and are not severable, the combined record must be retained for the length of time of
the component with the longest retention period. A record whose minimum retention period on
the retention schedule has not yet expired and is less than permanent may be disposed of if it has
been so badly damaged by fire, water, or insect or rodent infestation as to render it unreadable, or
if portions of the information in the record have been so thoroughly destroyed that remaining
portions are unintelligible. If the retention period for the record is permanent in the retention
schedule, authority to dispose of the damaged record must be obtained from the Director and
Librarian of the Texas State Library and Archives Commission. A Request for Authority to
Destroy Unscheduled Records (FORM SLR 501) should be used for this purpose.

B. Collection and Transmission of Records
MISD Board Policy CPC (Legal) & (Local) address records management. Please see
https://www.tasb.org/policy/pol/private/241902/. Records are kept electronically in TxEIS
system and paper copies are also kept and stored onsite in the Administrative Office. Records are
provided to auditors electronically or as paper copies when requested. 2 CFR §200.335 allows
MISD to transmit records electronically.
MISD’s records management system establishes a records retention schedule and determines
which records are active and should be retained in office space, which records are inactive and
should be moved to storage, which records have served their usefulness and may be destroyed,
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which records are confidential or sensitive and require security measures to restrict access, which
records are essential and require backup protection, and which records demonstrate compliance
with legal requirements.
In developing the LEA’s records retention schedule, the Superintendent will ensure it is
consistent with the applicable minimum retention schedules adopted by the Texas State Library
and Archives Commission, i.e., Local Schedule GR – Records Common to All Governments,
Local Schedule EL - Records of Elections and Voter Registration, Local Schedule TX – Records
of Property Taxation, and Local Schedule SD – Records for Public School Districts. 13 TAC
(Texas Administrative Code) 7.125.
Note: The Texas State Library and Archives Commission records retention schedules are
available at: www.tsl.state.tx.us/slrm/recordspubs/localretention.html
In addition, records that are not listed on the Texas State Library and Archives Commission
records retention schedule, but are retained for administrative value, are included in the records
management plan, with a retention period identified for each record type.
MISD may not dispose of a record listed in the applicable retention schedule prior to the
expiration of its retention period. The LEA’s records control schedule may not set a retention
period that is less than that established for the record in the applicable schedule. Original paper
records may be disposed of prior to the expiration of their minimum retention periods if they
have been microfilmed or electronically stored pursuant to the provisions of the Local
Government Code, Chapter 204 or Chapter 205, as applicable, and rules of the Texas State
Library and Archives Commission adopted under those chapters. Actual disposal of such records
is subject to the policies and procedures of the LEA’s records management program.
Even if the legal retention period has expired for a record, the record will not be destroyed if one
of the following exists:
a) The subject matter of the record is known to be in litigation;
b) The record is subject to a pending request for disclosure under the Open Records Act;
c) There is an outstanding request to inspect and review the record under the Family Educational
Rights and Privacy Act (FERPA);
d) The record is subject to a pending audit by a Federal or State granting agency or subgrantor
agency;
e) Questions remain unresolved from a conducted audit until audit findings are solved.
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MISD maintains and preserves original records and/or in electronic format for convenience use.
Records stored on microfiche will comply with the requirements established in the Texas State
Library’s Local Government Bulletin A, Microfilming Standards and Procedures. Records stored
on electronic or magnetic media must follow the requirements established in Local Government
Bulletin B, Electronic Records Standards and Procedures.
Active records are stored in the records room at the MISD Administrative Office. Active records
are records that are current or accessed frequently. Inactive records are records that are accessed
infrequently or not at all. Inactive records are stored in MISD Administrative Office. The records
retention schedule will identify all records in storage and their location.
Any person who knowingly or intentionally violates the specific rules for the destruction of
records established by the Texas Government Records Act violates the law. According to Section
202.001 of the Texas Government Records Act (Local Government Code 202.001), records may
be destroyed if:
a) The record is listed on a records control schedule accepted for filing by the Texas State
Library and Archives Commission (the Commission) and its retention period has expired or it
has been microfilmed or stored electronically in accordance with established requirements;
b) The record appears on a list of obsolete records approved by the Commission;
c) A destruction request is filed with and approved by the Commission (for a record not listed on
an approved control schedule);
d) The record destruction or obliteration is directed by an expunction order issued by a district
court pursuant to State law;
e) The record is defined as exempt from scheduling or filing requirements by rules adopted by
the Commission or listed as exempt in a records retention schedule issued by the Commission.
Records may be destroyed by burning, shredding, pulping, burial in a landfill or by sale or
donation for recycling purposes, subject to the following exceptions:
a) Records to which public access is restricted under Chapter 552, Government Code, or other
State law may be destroyed only by burning, pulping, or shredding;
b) An LEA that sells or donates records for recycling purposes must establish procedures for
ensuring that the records are rendered unrecognizable as local government records by the
recycler;
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c) The Commission may approve other methods of destruction that render the records
unrecognizable as local government records.

The Business Manager updates MISD records on an annual basis. Any records scheduled for
destruction are pulled and recorded by the Business Manager and Assistant Superintendent and
picked up at a later date for destruction. No records are destroyed without the approval of the
Superintendent. The MISD Central Office maintains the confidentiality statement provided by
the Business Manager and Assistant Superintendent.
For special education records, a notice will be published in the local paper notifying the public of
the intent to destroy records, specifying the date range of special education records that will be
destroyed within thirty (30) calendar days from the date of the notice. No confidential
information is published. Documents will only be released to the student named on the record.
If record retention schedules prescribed by the Texas State Library and Archives Commission
indicate a retention period that differs from the Federal requirements, the more restrictive
retention period will be followed. Since Title IV of the No Child Left Behind (NCLB) –
Elementary and Secondary Education Act (ESEA) has no statute of limitations, all records are
maintained for that grant program.

C. Access to Records
MISD provides the awarding agency, Inspectors General, the Comptroller General of the United
States, and the pass-through entity, or any of their authorized representatives the right of access to
any documents, papers, or other records of the MISD which are pertinent to the Federal award, in
order to make audits, examinations, excerpts, and transcripts. The right also includes timely and
reasonable access to the MISD’s personnel for the purpose of interview and discussion related to
such documents.

D. Privacy
MISD ensures that the personal information of both students and employees is protected. All
employees are knowledgeable of the Family Educational Rights and Privacy Act (FERPA).
Employees sign off on personal information that can and cannot be shared at the beginning of each
school year. Any open records request must adhere to legal guidelines for the request and no
additional information is given.

V. Self-Monitoring and Audit Resolution
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Program Evaluation
The Superintendent and Business Manager will monitor Federal grant-supported activities to
assure compliance with applicable Federal requirements and to assure that performance goals are
being achieved. Actual accomplishments will be compared to the objectives of the program.
Activities for monitoring and evaluating program performance include, but are not limited to:
▪
▪
▪
▪

Interviews with campus administrators;
Collaboration with regional Education Service Center staff for training, technical assistance,
and consultative services;
Review of applicable data;
Leadership team meetings on a regular basis to review program activities

Monitoring Implementation of Written Policies and Procedures
MISD will self-monitor implementation of their written policies and procedures. The business
manager and superintendent monitor compliance with written policies and procedures. Policies
and procedures are reviewed annually or when law dictates otherwise. All employees must sign
that they have received a copy of the employee handbook.
Audit Resolution
MISD will review the results of audit and monitoring visits and implement corrective actions. Any
audit or monitioring findings, as well as issues related to noncompliance, are addressed in a
meeting between the business manager, superintendent, campus principals, and the ESC Federal
Programs representative.

VI. Questions to Consider When Determining
Allowability of Cost with Federal Funds
Fiscal and program staff should refer to this section for a useful framework when performing an
analysis of allowability. In order to determine whether federal funds may be used to purchase a
specific cost, it is helpful to ask the following questions:
▪

▪

Is the proposed cost allowable under the relevant program?
o Am I familiar with the program-specific statutes and regulations?
o Have I reviewed the Program Guidelines issued by TEA for this particular grant
program?
Is the proposed cost consistent with program-specific fiscal rules?
o Does the program have a supplement, not supplant rule?
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▪

▪

▪

o Are there other program-specific fiscal rules that affect this cost item?
Is the proposed cost consistent with an approved program plan and budget?
o Have I reviewed the applicable program plan?
o Is the cost item budgeted in our local budget or does it need to be added?
o Does the cost require specific approval from TEA?
o Is the cost item budgeted in the grant application or does it need to be added?
o If the cost was in the grant application, was the cost approved by TEA?
Is the proposed cost consistent with specific conditions imposed on the grant (if
applicable)?
o Have I reviewed the NOGA for the grant award to determine specific terms and
conditions?
Is the proposed cost consistent with EDGAR?
o Is the proposed cost item reasonable?
▪ Is it a type generally recognized as ordinary and necessary for the operation
of MISD?
▪ Is it a type generally recognized as necessary for the proper and efficient
performance of the specific federal program?
▪ Are sound procurement practices, such as arms-length bargaining, full and
open competition standards followed?
▪ Are you significantly deviating from your locally established practices and
policies?
▪ Is the price consistent with market prices for comparable goods or services
for the geographic area?
▪ Did you perform a cost/price analysis?
▪ Did you perform a lease vs purchase analysis?
▪ Did you consider the use of federal excess and surplus property in lieu of
purchasing new equipment or property?
▪ Is this the minimum amount I need to spend to meet my need?
▪ Is this the “Cadillac” version of what I really need?
▪ Does it pass the prudent person test?
o Is the proposed cost item necessary?
▪ Is it needed for the proper and efficient performance of the grant program?
▪ Does it address program-specific goals and objectives?
▪ Is it aligned with identified needs based on results and findings from a needs
assessment?
▪ Is it aligned with identified needs based on program data?
▪ Have you reviewed the Campus Improvement Plan and/or District
Improvement Plan and Comprehensive Needs Assessment?
▪ Is there an educational benefit associated with the cost?
▪ Is it identified in your program plan?
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▪

▪ Is it identified in the budget and grant application?
▪ Do I really need this or is it just nice to have?
▪ Do I have the capacity to use what I am purchasing?
▪ Would this be a duplicative item of something we already have?
▪ If I were asked to defend this purchase, would I be able to?
o Is the proposed cost item allocable to the federal award?
▪ Is the cost incurred specifically for the federal program?
▪ Will the program benefit in proportion to the funds charged to the program?
o Does the proposed cost item conform to any limitations or exclusions set forth in
the terms and conditions of the federal award?
▪ Have you reviewed the NOGA, if applicable, to determine terms and
conditions of the award?
o Is the proposed cost item consistent with policies and procedures that apply
uniformly to both federally-financed and other activities of MISD?
o Is the proposed cost item accorded consistent treatment?
▪ Have you determined whether it would be a direct cost or indirect cost and
whether the determination for this type of cost is consistent with like costs
in like circumstances?
o Will the accounting treatment of the proposed cost item conform with the generally
accepted accounting principles (GAAP)?
o Will the proposed cost item be used as a match or cost-share?
o Have I reviewed the Selected Items of Cost in EDGAR?
o Are any credits being extended that should reduce the amount being allocated to
the federal award?
o Do I have a system in place to adequately document the entire procurement cycle
of the cost item?
o Do I have a system in place to ensure the expenditure occurs during the grant
program performance period?
o Do I have a system in place to ensure that once it is purchased and received,
personnel who will use the cost item are made aware of its fund source and intended
purpose and beneficiaries?
Are there any State or local rules applicable to this cost item that are more restrictive than
federal rules?

VII. Legal Authorities and Helpful Resources
The following documents contain relevant grants management requirements. Staff should be
familiar with these materials and consult them when making decisions related to the federal grant.
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▪

Education Department General Administrative Regulations (EDGAR)
▪ http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html

▪

Uniform Administrative Requirements, Cost Principles and Audit Requirements for
Federal Awards (2 CFR Part 200)
▪ http://www.ecfr.gov/cgi-bin/textidx?SID=ccccf77e01c9e6d4b3a377815f411704&node=pt2.1.200&rgn=div5

▪

USDE’s Uniform Administrative Requirements, Cost Principles and Audit Requirements
for Federal Awards (2 CFR Part 3474)
▪ http://www.ecfr.gov/cgi-bin/textidx?SID=ccccf77e01c9e6d4b3a377815f411704&tpl=/ecfrbrowse/Title02/2cfr347
4_main_02.tpl

▪

Federal program statutes, regulations, and guidance
▪ http://www.ed.gov/

▪

State regulations, rules, and policies
MISD Board Policy, http://pol.tasb.org/Home/Index/1214

▪

LEA regulations, rules, and policies
www.MISD.org and http://pol.tasb.org/Home/Index/1214

VIII.

APPENDICES

Appendix A: Organizational Chart
Appendix B: MISD Budget Codes
Appendix C: List of Business Office Staff
Appendix D: MISD Finance Procedures Manual
Appendix E: MISD Policies and Procedures in Purchasing Guide
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APPENDIX A
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CHART
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APPENDIX B
MISD BUDGET
CODE CHART
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199

11

6119

00

001

4

11

000

FUND

FUNCTION

OBJECT

SOBJ

CAMPUS

YEAR

PROGRAM

LOCAL

FUNDS
Budgets approved by board.

199-General
240-Cafeteria
599-Debt
Application /E-Grants
211-Title I
255-Title IIA
263-Title III (SSA)
410-TEA funded
BANK ACCOUNTS:
General includes:
199,211,255,263,410
599-Separate
240-Separate

FUNCTIONS
11-Instruction
12-Library
13-Staff Development
23-Principals
31-Counseling
33-Nurse
34-Transportation
35-Cafeteria (Fund 240)
36-Extracurricular/Athletics
41-Administration
51-Maintenance
71-Debt Principal (Fund 599)
72-Debt Interest (Fund 599)
73-Debt Fees (Fund 599)
93-SSA-Special Ed
99-CAD Fees

OBJECTS:
6100-PAYROLL
6200-SERVICE
6300-SUPPLIES
6400-TRAVEL/STAFF DEV
6500-DEBT
6600-CAPITAL PROJECT
PROGRAM INTENT
11-INSTRUCTION
21-GIFTED/TALENTED
22-CATE (CAREER/TECH)
23-SPECIAL ED
24-AT RISK(COMP ED)
25-ESL
31-PRE-K
91-ATHLETICS
99-UNASSIGNED

REVENUES-5XXX
EXPENSES-6XXX
57XX – LOCAL REVENUE (Taxes, Rent, Interest, etc.)
ASSETS-1XXX
58XX – STATE REVENUE (TEA, Some grants, etc.)
LIABILITIES-2XXX
59XX – FEDERAL REVENUES (Title Funds, Some Grants, etc.)
FUND BALANCE-3XXX
Most COMMONLY USED Revenue Codes:
199-00-5752-01-000-X000000 Athletic Revenues
199-00-571x and 599-00-571x – These are taxes collected and are shown on deposit
199-00-5742 Interest Earned
240-00-5751-00-000-X00000 Cafeteria Revenue
199-00-5749-00-000-X00000 Miscellaneous Revenue
199-00-5743-00-000-X00000 Rental Property Income
MAIN CAMPUS NUMBERS:
EXPENDITURE CODES TO WATCH:
101-Elementary
6119 – PROFESSIONAL SALARIES
041-Junior High
6112 – SUBS (Except for Nurse – 6119-01)
001 – High School
6129 – NON-PROFESSIONAL SALARIES
701-Superintendent
6122 – SUB FOR NON-PROFESSIONAL
750-Business Office
6219 – Professional Service
702-School Board
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6259 – Utilities
6200’s TIE TO 1099’S so all Coding must be correct – check
FAR Guide

800-Unassigned/Unknown
CASH ACCOUNTS: 1111

APPENDIX C
BUSINESS OFFICE
DIRECTORY

114

MOULTON INDEPENDENT SCHOOL DISTRICT CENTRAL OFFICE

Todd Grandjena, Superintendent, 361-596-4609, tgrandjean@moultonisd.net
Robin Rhodes, Administration Office Manger, 361-596-4609, rrhodes@moultonisd.net
Debbie Pilat, Administrative Assistant, 361-596-4609, dpilat@moultonisd.net
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APPENDIX D
MOULTON INDEPENDENT SCHOOL DISTRICT

Finance Manual
Procedures

MISD FINANCE
PROCEDURES
MANUAL

116

117

MOULTON INDEPENDENT SCHOOL DISTRICT
Elected Officials
Board of Trustees
Donna Perez – President
Stephanie Fojtik – Vice-President
Cheryl Zimmerman – Secretary
Justin Anderle–Member
Chris Buehring– Member
Daniel Beyer – Member
Kevin Pilat – Member

Appointed Officials
Todd Grandjean – Superintendent
Robin Rhodes – Admin Office Manager
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Moulton Independent School District
Finance Office Phone List
Business Office
Robin Rhodes – 361.596.4609
Ofiice Manager
Debbie Pilat- 361.596.4609
Administrative Assistant

Business Office Mission Statement
It is the mission of the Business Office to offer support to all personnel in following the
guidelines outlined in this Manual.
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Moulton Independent School District

Finance Manual

Preface
This manual provides guidelines and procedures for budgeting and expending District
funds and Federal Grants. It is a compilation of State and Federal laws and local
policies and procedures that are to be used for processing all financial and budget
related items.
The manual was prepared using input from the Texas Education Agency, Finance
Office staff, and other District personnel. Although it is not all-inclusive and cannot
address all situations, the manual does provide general information to assist with
normal, everyday financial transactions. Any and all District personnel with financial
duties are responsible for the contents.

This Fiscal Manual has been prepared to provide general information, guidelines, and
procedures for budgeting and expending district funds and understand business
functions. It is comprised of State and Federal laws and local policies and procedures
that are used for processing all financial and budget-related items. Additional
information may be available within the district’s Board Policies, Administrative
Procedures, or other web resources. Although it is not all-inclusive and cannot address
all situations, it does provide general information to assist with standard financial
operations. All District personnel with financial duties are responsible for the contents.
All trustee, employees, vendors, contractors, consultants, volunteers, and any other
parties who are involved in the District’s financial transactions shall act with integrity and
diligence in duties involving the District’s financial resources. The District prohibits fraud
and financial impropriety, as defined below, in the actions of its Trustees, employees,
vendors, contractors, consultants, volunteers and other seeking or maintaining a
business relationship with the District. Refer to Board Policy CAA (Local) for fraud
prevention, reporting, investigations, and consequences. Fraud and financial
impropriety shall include but not be limited to: Forgery or unauthorized alteration of any
document or account belonging to the District; Forgery or unauthorized alteration of a
check, bank draft, or any other financial document; Misappropriation of funds,
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securities, supplies, or other District assets, including employee time.; Impropriety in the
handling of money or reporting of District financial transactions; Profiteering as a result
of insider knowledge of District information or activities; Unauthorized disclosure of
confidential or proprietary information to outside parties; . Unauthorized disclosure of
investment activities engaged in or contemplated by the District; Accepting or seeking
anything of material value from contractors, vendors, or other persons providing
services or materials to the District; Destroying, removing, or inappropriately using
records, furniture, fixtures, or equipment; Failing to provide financial records required by
state or local entities.; Failure to disclose conflicts of interest as required by policy; and .
Any other dishonest act regarding the finances of the District. Any person who suspects
fraud or financial impropriety shall report the suspicions immediately to any supervisor,
the Superintendent or designee, the Board President, or local law enforcement. If
assistance is needed in any area of our business operations, please contact any of the
staff members listed in the section below.
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SECTION I

Finance &
123

Budgeting

Moulton Independent School District
Finance and Budgeting
SECTION 1.1
BASIC SYSTEM CODE COMPOSITION
Fund Code
A mandatory 3 digit code is to be used for all financial transactions to
identify the fund group and specific fund. The first digit refers to the fund
group, and the second and third digit specifies the fund.
Example:
A Special Revenue Fund could be coded 211. The 2 indicates the
Special Revenue Fund, the 11 specifies ESEA Title I Part A – Improving
Basic Programs.

Function Code
A mandatory 2 digit code applied to expenditures/expenses that identifies
the purpose of the transaction. The first digit identifies the major class
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and the second digit refers to the specific function within the area.
Example:
The function “Health Services” is coded 33. The first 3 specifies Support
Services – Student (Pupil) and the second 3 is Health Services.

Object Code
A mandatory 4 digit code identifying the nature and object of an account,
a transaction or a source. The first of the four digits identifies the type of
account or transaction, the second digit identifies the major area, and the
third and fourth digits provide further sub-classifications.
Example:
Money received for current year taxes is classified in account 5711. The
5 denotes revenue, the 7 shows Local and Intermediate Sources, the 1
denotes local real and personal property taxes revenue and the final 1
specifies current year levy.

Optional Codes 1 and 2 (Subobjects)
A 2 digit code for optional use to provide special accountability at the local
level.

Basic System Code Composition
Organization Code
A mandatory 3 digit code identifying the organization, i.e., High School,
Middle School, Elementary School, Superintendent’s office, etc. An
organization code does not necessarily correspond with a physical
location. The activity, not the location, defines the organization.
Campuses are examples of organization codes and are specified for each
school district in the Texas School Directory.
Example:
Expenditures for a high school might be classified as 001. This is a
campus organization code that is defined in the Texas School Directory
for that high school.

Program Intent Code
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A 2 digit code used to designate the intent of a program provided to
students. These codes are used to account for the cost of instruction and
other services that are directed toward a particular need of a specific set
of students. The intent (the student group toward which the instructional
or other service is directed) determines the program intent code, not the
demographic makeup of the students served.
Example:
An entire class of physics is taught at the basic level. Program intent
code 11 would designate Basic Educational Services.

Fiscal Year Code
A mandatory single digit code that identifies the fiscal year of the
transaction or the project year of inception of a grant project.
Examples:
For the 2009-2010 fiscal year of the school district, a 0 would denote the
fiscal year.
An ESEA Title I Part A – Improving Basic Programs grant for the project
year from July 1, 2009 through June 30, 2010 would be indicated by a 0.
A grant for the project year from July 1, 2010, through June 30, 2011,
would be indicated by a 1. Therefore, 10 months of the ESEA Title I Part
A -–Improving Basic Programs grant expenditures would be accounted
for under project year 0 and 2 months would be accounted for under project year 1.

Basic System Code Composition
Optional Codes 4 and 5
An optional 2 digit code that may be used by the district to further
describe the transaction.

Fund codes are the first, second, and third digits in the code structure.

GENERAL OPERATING FUNDS (1XX)
(State and locally funded)
199 General Fund - This fund classification is used to account for transactions in
which the local governing board has wide discretion to use as provided by law.
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The majority of the transactions handled by the District are accounted for in this
fund.

SPECIAL REVENUE FUNDS (2XX, 3XX, 4XX)
(State, locally and federally funded)
204 ESEA – Title IV – Safe and Drug Free Schools
211 ESEA Title I, Part A
240 Food Service
244 Vocational Education – Carl Perkins Basic Grant
255 Title II, Part A: Teacher and Principal Training and Recruiting (TPTR)
263 Title III, Part A: English Language Acquisition and Language Enhancement
265 21st Community Learning Center
266 ARRA – SFSF
272 Medicaid Aid Claiming
283 IDEA-B Formula – ARRA/Stimulus
284 IDEA-B Preschool – ARRA/Stimulus
285 Title I, Part A – ARRA/Stimulus
Basic System Code Composition
313 SSA - IDEA-B Formula
314 SSA - IDEA-B Preschool
364 SSA - IDEA-B Formula – ARRA/Stimulus
365 SSA - IDEA-B Preschool – ARRA/Stimulus
392 Non-Ed Community Based Support Program
397 Exam Awards – Advanced Placement Incentive Program
404 Student Success Initiative
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411 Technology Allotment
428 High School Allotment
429 AP Awards
437 SSA – Special Ed

DEBT SERVICE FUND
(Locally and State funded)
599 Debt Service Fund - This fund must be used to account for general long-term
debt principal and interest for debt issues and other long-term debts for which an
ad-valorem tax has been dedicated.

CAPITAL PROJECTS FUND (6XX)
(Funded through bond proceeds)
699 CAPITAL PROJECT FUND

PROPRIETARY FUND TYPES (7XX)
(Funded from various sources)
771 Self-Funded Workers Compensation

Basic System Code Composition

TRUST AND AGENCY FUNDS (8XX)
(Funded from various sources)
810 Private Trust Funds
863 Payroll Clearing Account
854 Finance Clearing Account
865 Activity Funds - These funds are held in a custodial capacity by a school
district, and they consist of clearing accounts and funds that are the property of
students or others. Locally raised revenues used for general operating purposes,
such as certain principal's activity accounts, are not agency funds and are to be
budgeted and accounted for in the General Fund.
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GENERAL FIXED ASSETS AND GENERAL LONG-TERM DEBT ACCOUNT
GROUPS (9XX)
(Memorandum only)
901 General Fixed Assets - This set of self-balancing accounts is to account for
those general fixed assets. This account group is for specific pieces of property
such as equipment, land, building and all associated costs.
902 General Long-Term Debt - This set of self-balancing accounts is to account for
debts of a non-current nature.

FINANCIAL ACCOUNTABILITY SYSTEM
FUNCTION CODES
A Function code appears in the fifth and sixth digits of the code structure and
represents a general operational area in a school district. It groups together
related activities such as instruction or plant maintenance.

11
Instruction -- A function for which expenditures are for the purpose of directly
instructing students including those enrolled in adult basic education programs.
12
Instructional Resources and Media Services -- A function for which
expenditures are directly and exclusively for establishing and maintaining
libraries and other major facilities dealing with instructional materials and media.

Basic System Code Composition
13
Curriculum Development and Instructional Staff Development -- A function
for which expenditures are directly and exclusively for in-service training and
other staff development involving instructional or instructional related personnel
of the district.
21
Instructional Leadership -- A function for which expenditures are directly for
managing, directing and supervising general and specific instructional programs.
23
School Leadership -- A function for which expenditures are for general
administration of a school campus or similar type of organizational unit. In most
cases, function code 23 costs are limited to operating a principal's office, and
include all types of activities pertaining to the operation of that office.
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31
Guidance, Counseling and Evaluation Services -- A function for which
expenditures are directly and exclusively for assessing and testing students'
abilities, aptitudes and interests; counseling students with respect to career and
educational opportunities and helping them establish realistic goals.
32
Social Work Services -- A function for which expenditures are directly and
exclusively for promoting and improving school attendance of students, including
the promotion of positive student and parent attitudes toward attendance.
33
Health Services -- A function for which expenditures are directly and exclusively
for providing health services to individuals. Expenditures for school nurses, other
medical, dental and optical services, inoculations, etc., are function 33 costs.
34
Student (Pupil) Transportation -- A function for which expenditures are for
providing transportation to students to and from school.
35
Food Services -- A function for food service operation expenditures, including
the cost of food, labor, and other expenditures necessary for the preparation,
transportation and storage of food.
36
Extracurricular Activities -- A function for which expenditures are for
extracurricular or other purposes that are not essential in the delivery of services
for function 11, function code 20 series, or other function code 30 series
activities.
41
General Administration -- A function for which expenditures are for purposes of
managing or governing the school district as an overall entity, and that cover
multiple activities that are not directly and exclusively for costs applicable to
specific functions.

Basic System Code Composition
51
Facilities Maintenance and Operations -- A function for which expenditures
are for activities to keep the physical plant open, clean, comfortable, safe for use,
and keeping the grounds in an effective working condition and state of repair.
52
Security and Monitoring Services -- A function for expenditures related to
keeping student and staff surroundings safe. Examples include police officers or
security guards, school bus security monitors, crossing guards, security vehicles,
telephones and radios, and drug detection dogs.
53
Data Processing Services -- A function for which expenditures are for
noninstructional data processing services, whether in-house or contracted. Examples
of function 75 costs are costs for computer facility management, computer
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processing, systems development, analysis and design, and those interfacing
costs associated with general types of technical assistance to data users.
61
Community Services -- A function for which expenditures are for activities other
than regular public education and adult basic education programs. These types
of expenditures are for services or activities relating to the whole community or
some segment of the community, including resources to non-public schools,
institutions of higher education, and any proprietary types of services incurred for
outside entities in the community.
71 Debt Services -- A function for which expenditures are for the retirement of
service fees and for all debt interest.
81 Facilities Acquisition and Construction -- A function for which expenditures
are for acquiring, equipping, and/or additions to real property.

FINANCIAL ACCOUNTABILITY SYSTEM
EXPENDITURE OBJECT CODES
An Expenditure Object Code (digits seven through ten in the code structure)
identifies the nature and object of a transaction. The District's accounting
records are to reflect expenditures at the most detailed level using all four digits
available for expenditure object codes.

6100 PAYROLL COSTS
This major classification includes the gross salaries or wages and benefit costs
for employee services.
6110 Teachers and Other Professional Personnel
6112 Salaries or Wages – Substitutes for Teachers and Other
Professionals
Basic System Code Composition
6118

Extra Duty Pay - Teachers and Other Professional Employees

6119 Salaries or Wages for Teachers / Other Professionals
6120 Support Personnel
6121 Extra Duty Pay / Overtime - Support Personnel
6125 Salaries or Wages – Secretaries / Para-Professionals
6130 Employee Allowances
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6132

TRS Supplemental Compensation

6134 Stipends -- Money paid to employees for allowances related to
and/or for participation in organizational controlled or directed
activities.
6135 Career Ladder Salary Supplement
6140 Employee Benefits
6141 Social Security / Medicare
6142

Group Health and Life Insurance

6143 Workers' Compensation
6145 Unemployment Compensation
6146 Teacher Retirement

6200 PROFESSIONAL AND CONTRACTED SERVICES
This major account classification is used to record expenditures for services
rendered to the local education agency by firms, individuals, and other
organizations.
6210 Professional Services
6211

Legal Services

6212 Audit Services
6213 Tax Appraisal and Collection
Basic System Code Composition
6219 Other Professional Services -- Expenditures for professional
services rendered by personnel who are not employees of the
local education agency.
6230 Regional Education Service Center Services
6239 Regional Education Service Center Services
6240

Contracted Maintenance and Repair Services -- This group of
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expenditure object codes is used to classify expenditures for maintenance
and repair services rendered by firms, individuals, or other organizations,
other than the local education agency. Maintenance and repair services
are for normal upkeep, repair and minor restorations.
6249 Contracted Maintenance and Repair
6250 Utilities
6259 Other Utilities -- Expenditures for all other utilities not detailed
above.
6260 Rentals - Operating Leases
6269 All Other Rentals -- Expenditures for all other rentals not detailed above,
including those for equipment, copiers, postage machines, etc.

6300 SUPPLIES AND MATERIALS
This major classification includes all expenditures for supplies and materials.
6310 Supplies and Materials for Maintenance and/or Operations
6311 Gasoline and Other Fuels for Vehicles, Including Buses
6319

Other Supplies for Maintenance and/or Operations

6320 Textbooks and Other Reading Materials
6321 Textbooks
6329 Other Reading Materials -- Expenditures for magazine and
newspaper subscriptions and other reading material not listed
above; subscription services (electronic libraries).
6330

Testing Materials

Basic System Code Composition
6339 Testing Materials
6340

Food Service

6341

Food

6342 Non-Food
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6344

USDA Commodities

6390 Supplies and Materials – General
6399 General -- Expenditures for those items of relatively low unit cost
(even though used in large quantities) necessary for the
instruction process and/or for administration. Included here are
consumable teaching and office items such as paper, pencils,
workbooks, postage, etc. (Local use for equipment 6395 – transferred to 6399 for
PEIMS)

6400 OTHER OPERATING EXPENDITURES
This major classification used to code all other expenditures that are necessary
for the operation of the local education agency.
6410

Travel and Subsistence and Stipends

6411 Travel and Subsistence - Employee only -- This code is used to
classify the cost of transportation, meals, room, and other
expenses associated with traveling on official school business.
The cost of employee travel also includes any registration fees
associated with attending conferences, including seminars and
in-service training.
6412 Travel and Subsistence – Students -- This code is used to
classify costs paid on behalf of students traveling for school
sponsored events, including transportation costs, meals,
participation fees, room, and other expenses associated with
students traveling.
6419 Travel and Subsistence – Non-Employees
6420 Insurance and Bonding Expenses
6427

Insurance

Basic System Code Composition
6428

Liability Insurance

6429 Insurance & Bonding Costs
6430

Election Expenses

6439

Election Expenses
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6490 Miscellaneous Operating Expenses -- This code is used to classify
expenditures for operating expenses not mentioned elsewhere.
6492 Payments to Fiscal Agents
6493 Payments to Members – SSA
6494 Reclassification of Transportation Expenses
6499 Miscellaneous Operating Expenses -- Expenditures for fees and dues and
awards.

6500 DEBT SERVICE
This major classification is used to code all expenditures for debt and debt related costs.
6510 Debt Principal
6511 Bond Principal
6512 Capital Lease-Purchase Principal
6513 Long-Term Debt Principal
6520 Interest
6521 Interest on Bonds
6522 Capital Lease-Purchase Interest
6523

Interest on Loans

6590 Other Debt Service Expense
6599

Other Debt Fees

Basic System Code Composition

6600 CAPITAL OUTLAY - LAND, BUILDING AND EQUIPMENT
This code is used to classify expenditures for fixed assets. Fixed assets, unless
otherwise defined below, are locally defined as those items with a unit cost of
greater than $5,000 and a useful life of at least two years. A unit is defined as one item
(example: one computer or one a/c unit or one software license).
6610 Land Purchase and/or Improvements -- These expenditures are
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capitalized regardless of unit cost.
6619

Land Purchase and Improvements

6620 Building Purchase, Construction or Improvements -- These
expenditures are capitalized regardless of unit cost.
6629 Fees Associated with Building Purchase or Improvements -Expenditures for architectural, legal, and other fees connected
with building purchase, construction, and/or remodeling.
6630 Furniture and Equipment
FINANCIAL ACCOUNTABILITY SYSTEM EXPENDITURE OBJECT CODES
6631 Vehicles -- Automobiles, buses, trucks, and vans which cost of $5,000 or more.
6639 Furniture & Equipment -- Furniture with a unit cost of $5,000 or more and a life
expectancy of at least 2 years. Expenditures for all other equipment and capital outlay
items not classified elsewhere.
6650

Fixed Assets Under Capital Lease / Purchase

6651 Capital Lease of Buildings
6659 Capital Lease of Equipment

FINANCIAL ACCOUNTABILITY SYSTEM
SUB-OBJECT CODES
01Miscellaneous
02Miscellaneous
03Miscellaneous
04Miscellaneous
05Miscellaneous
Basic System Code Composition

FINANCIAL ACCOUNTABILITY SYSTEM
ORGANIZATION CODES
SPECIFIC TO MOULTON ISD
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High School

001

Board Members

702

Junior High

001

Tax Office

703

Elementary

101

Business Office

750

On-Behalf

700*

District Wide

800 *

Superintendent

701

*For PEIMS moved to 999

FINANCIAL ACCOUNTABILITY SYSTEM
PROGRAM INTENT CODES
Program Intent codes (two digits) are used to account for the cost of
instruction and other services that are directed toward a particular need of a
specific set of students. The “intent” determines the program intent code, not the
demographic makeup of the students served.
10 BASIC SERVICES
11
Basic Education Services -- The cost incurred to provide the primary
level of education/instruction to students in grades K-12.
20 ENHANCED SERVICES
21
Gifted and Talented Education Program -- This code is used to
identify costs for programs established for students who have been
identified as functioning at a higher intellectual plane.
22
Career and Technology -- This code is used to identify costs that can
be specifically identified with those vocational education programs
approved by the Texas Education Agency.

Basic System Code Composition

23
Services to Students with Disabilities (Special Education) -- This
code is used to identify costs that can be specifically identified with
instruction and related services for those programs for handicapped
children approved by the Texas Education Agency.
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24
Accelerated Education -- The cost incurred to use instructional
strategies to provide services in addition to those provided at the basic
level of instruction, thereby increasing the amount and quality of
instructional time for students at risk of dropping out of school.
25
Bilingual Education and Special Language Programs -- The cost
incurred to evaluate, place and provide educational or other services that
are intended to make the students proficient in the English language.
28
Disciplinary Alternative Education Program – DAEP Basic Services
-- All costs incurred to provide the base line program (non- supplemental)
services to students who are separated from the regular classroom to a
disciplinary alternative education program. Services must be described
in the campus improvement plan.
30
Title I, Part A School-wide Activities Related to State Compensatory
Education Costs on Campuses with 40% or More Educationally
Disadvantaged Students – The SCE costs incurred to supplement
federal awards for use on Title I, Part A school-wide campuses with at
least 40% educationally disadvantaged students (including fund code
211,) in the amount of the SCE allotment used to supplement federal
awards. This program intent code is also used in the Special Revenue
Fund for fiscal budgets approved in notice of grant awards (NOGA) for
School-wide federal projects benefiting Title I, Part A school-wide
campuses with at least 40% educationally disadvantaged students.
32

Pre-Kindergarten Expenditures
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Athletics and Related Activities – The costs incurred to provide for
participation in competitive athletic activities such as football, basketball,
golf, swimming, wrestling, gymnastics, baseball, tennis, track, volleyball,
etc. This includes costs associated with coaching as well as sponsors
for drill team, cheerleaders, pep squad or any other organized activity to
support athletics. However, this does not include band.
99 Undistributed -- This code is used to identify costs for expenditure
functions not specifically identified with the major program areas listed
above.

Section 1.2 DISTRICT FIXED ASSET GUIDELINES
A.

Fixed Asset
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1. An item which has a unit cost of $5,000 or more.
2. Will last two years or more.
3. Retains its original shape and appearance with use.
4. Is non-expendable (i.e., if the article is damaged or some of its parts are
lost or worn out, it is usually more feasible to repair it than replace it with
a new unit).
5. Does not lose its identity through incorporation into a different or more complex
unit or substance.
6. If several parts are purchased to assemble into one item or unit, the total
cost determines if the item is a fixed asset (i.e., two standards, weighted
bases and a net make up ONE volleyball unit and if the total cost is
$5,000, the unit is a fixed asset. If the net is replaced the following year,
it would be a supply item).

B.

Surplus Equipment/Sale

1. Items which are no longer working or cannot be used by another campus
or department can be sent to the Maintenance Department.
2. The campus or department must call the Maintenance Department to have
the item picked up.
3. Any computer or computer equipment must be verified non-repairable
by Technology before it is sent to the surplus sale.
Section 1.3 Donations
1. Donations of items to the District come in two forms: new items and used
items. Items donated to the school or purchased from Activity Funds will be
added to the District’s fixed asset records and must be accounted for by the
school principal and properly tagged as MISD property. All fixed assets are
considered MISD property, but will remain on the campus under the control of
the Principal and club sponsor.
2. Whether new or used, each item that is donated to our District must have the
approval of the campus principal or administrative department head receiving
the items. A person in the department normally responsible for purchases of
this type of fixed asset (i.e., Technology, Maintenance, Custodial, etc.) must
be contacted to see if the item meets the following criteria:
a) Safe and acceptable for use by students and employees
b) Meets the requirements of the instructional program (if applicable)
c) True, justifiable need for the item
d) Item is in good working order and is compatible with related equipment
e) Within the guidelines of the district technology plan (if applicable)
f) Meets the District criteria for a fixed asset as defined in the current Finance Manual of
MISD
g) Cost $5,000 or more
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3. If the item is new at the time of donation and meets all of the criteria listed
above, then:
a) A donation description sheet must be completed and signed by the required
personnel along with an invoice or receipt detailing the cost of the items. This form,
along with the invoice, should be sent to the Finance Office so it can be added to the
District’s fixed assets.
b) The District will accept responsibility for maintaining and repairing the item.
c) Installation of permanent equipment, such as playground equipment, shelving, etc.,
should be coordinated with the Maintenance Department.
d) You should write a letter to the organization or individual thanking them for their
donation. A copy of this letter should be forwarded to the Finance Office to be filed with
the fixed asset records.
4. If the item is used at the time of donation and meets all of the criteria listed
above, then:
a) These items will not be added to the District’s fixed asset records.
b) The District will not replace the items.
c) The campus or department may still accept the donated items.
d) The District will not accept responsibility for maintaining or repairing the item.
e) You should be willing, if requested, to provide a letter to the organization or individual
making the donation stating the fair market value of the donation. Keep in mind that “fair
market value” is a reasonable approximation of the market value at the time of donation
(not the original price paid for the item).
Section 1.3 Repair and Replacement
1. The District will repair, as necessary, items that were purchased with District
funds which are fixed assets or which cost $5000 or more. Please keep the
following guidelines in mind when considering an item for repair or
replacement.
a)
Repair
1) All items submitted for repair will be reviewed on an individual basis. The District
typically provides funds for the repair of instructional items or items critical to the
operation of a campus which cost $5000 or more; however, budget constraints will be
considered.
2) If the item requiring repair is a fixed asset, it must be properly tagged and on the
District’s fixed asset inventory before any repairs can be made.
a) Items purchased directly from an activity fund will not be repaired by the District as
they will not be tagged.
b) Any donated items requiring repair must meet the District guidelines for donations.
c) Fixed assets requiring repair will be evaluated to determine if it is more feasible to
replace the item than to continue to repair it.
3) Repair and/or replacement of items costing $5000 or more or fixed assets will be
limited to problems that have occurred during the normal operation of the equipment.

140

Equipment that has been damaged or vandalized is the responsibility of the individual
campus.
b) Replacement
1) Items that are considered to be fixed assets and items costing $500 or more
purchased with District funds will be considered for replacement using District funds.
Individual campuses and departments will be responsible for replacing items which do
not fall within these guidelines.
2) If an item is to be replaced, only the original amount OR the replacement cost for a
similar item, whichever is less, will be provided by the District. Should the campus or
department wish to “upgrade” the item being replaced, the campus or department will
be responsible for providing the additional funds to purchase the “upgrade.”
c) Stolen
1) A police report must be filed with the Wharton County Sheriff Department on any
stolen item costing $500 or more or a fixed asset item before the District will replace it.
Items stolen that are not a fixed asset or cost less than $500 will be the responsibility of
the campus or department.
2) Only the original amount OR the replacement cost for a similar item, whichever is
less, will be provided by the District. Should the campus wish to “upgrade” the item
being replaced, the campus or department will be responsible for providing the
additional funds to purchase the “upgrade.”
When equipment purchased with federal program funds can no longer be used for the
originally authorized purpose or for other activities currently or previously supported by
the federal government, disposition of the equipment will be as follows:
* Unit-cost less than $5,000-Items of equipment with a current per-unit fair market value
of less than $5,000 may be retained, sold, or otherwise disposed of without special
authorization from the TEA. [add procedure here]
* Unit-cost $5,000 or more-Items of equipment with a current per-unit fair market value
of $5,000 or more may be retained or sold. If the LEA elects to retain the equipment, it
shall purchase the equipment for use in nonfederal programmatic activities and make
an operating transfer to the appropriate federal program fund and sub-object code(s) for
revenues, expenditures, other revenues and/or other uses, as appropriate, in the
amount of the fair market value of the equipment. Market value may be determined by
an independent appraiser, e.g., a vendor for the equipment. If the LEA elects to sell the
equipment, the equipment may be sold according to the district policies for disposing of
surplus property and 34 CFR 80.32. In either case, the proceeds from the purchase/sale
may be credited to the appropriate federal program fund and sub-object codes for
revenues, expenditures, other revenues and/or other uses, as appropriate, and be used
to expand the program(s) at the LEA. If the LEA does not wish to use the proceeds in
that program, the proceeds will be refunded to TEA.
Equipment considered as surplus and/or unfit for further economical usage (including
scrap material) may be transferred to Warehouse for temporary storage or for ultimate
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disposition. Before such transfer can occur, arrangements must be made with the
Warehouse personnel regarding the availability of space and trucking facilities.
When items purchased wholly, or in part, with federal funds are no longer serviceable or
required by the district, the project director must adhere to any special guidelines of the
program for disposition.
Equipment may be sold or traded only under one of the following conditions:
1.
By competitive bidding through the Purchasing Department.
2.
By negotiated bid for items valued under $1,000 as approved by the Purchasing
Department.
3.
By a public auction or a predetermined price set by the Inventory Committee.
Every effort should be made to determine if a need for the equipment exists anywhere
in the District before a sale or trade-in is allowed.
Equipment cannot be sold by the school, used for the personal use of any employee, or
disposed of in any other manner than described herein.

C.
Purchase of Real Property
The MOULTON ISD guidelines for purchasing real property can be found in Board
Policy CHG (Legal) or by accessing the following website.
See https://pol.tasb.org/Home/Index/800

1.4 Activity Funds
Student activity funds are held by the school as trustee to be expended only for the
purposes authorized by the student club, class or organization. All funds raised by
student organizations must be expended exclusively for the benefit of students. The
collection and disbursement of student activity funds must comply with the Activity Fund
Procedures Manual.
Campus activity funds are funds generated by teachers, sponsors, or the principal as a
result of fundraising, vending or other approved campus activities. These funds, in
accordance with Board Policy CFD (Local) may be used for activities of the students,
faculty, staff or campus. The collection and disbursement of campus activity funds must
comply with the Activity Fund Procedures Manual.
Campus activity funds are funds generated by teachers, sponsors, or the principal as a
result of fundraising, vending or other approved campus activities. These funds, in
accordance with Board Policy CFD (Local) may be used for activities of the students,
faculty, staff or campus. The collection and disbursement of campus activity funds must
comply with the Activity Fund Procedures Manual.
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1.5 Budget Process
Each spring, the Business Office runs budget worksheets for all departments and gives them to
the principal’s along with a budget calendar. The principal’s distribute the worksheets to the
employee’s so that they can create their budget. The principal then takes each budget and
compiles the amounts on a master worksheet to be submitted to the Business Office for input.
The following is a sample of a budget calendar.
SAMPLE
BUDGET CALENDAR
Distribute budget packets to all

Mid-April

Departments
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Budget packets due to Central Office

Mid-May

Preliminary Budget reported to Board of Trustees

AUGUST

Budget process for Federal Grants
The Grant Administrator is responsible for overseeing the budget process for all Federal Grants received
by Moulton ISD. Depending on the grant, the budget process is done either during the writing of the grant
or after amounts have been awarded. In each case, the Grant Administrator has budget planning
meetings with the various departments involved with the grant. Budget amendments are done with the
input from the Grant Administrator and the teachers involved.

If a budget amendment is necessary during the plan year, the grant supervisor will submit an
amendment to the appropriate entity. The following reasons are allowable for all Federal and
Grant Funds:
1.
25% rule
2.
Change in the number of funding positions
3.
Change in program intent
4.
Change in funding amount

Budget Transfer Instructions
Budget Managers are allowed to transfer monies within their budget during the fiscal year. A
justification and signature for the transfer must be kept on file for audit purposes.
Budget Managers are allowed to transfer monies to other departments/campuses. These types
of transfers must be submitted to the Budget Office on a budget amendment form, along with
the justification and signature. The Business Office will enter these transfers.
Budget amendments will not be accepted after August 1st for budgets ending in August. Budget
managers are to reasonably project needs for rest of the school year when transferring money,
so as to minimize the number of requests.
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The following guidelines are to be used when requesting budget transfers. All budget transfers
should be sent via the District's mail or e-mail system.
Any transfers that require approval from the Board of Trustees must be received by the last
working day of each month for inclusion in the next month's Board meeting agenda. For
example, a transfer received in the Finance Office on March 31st will be included in the Board
agenda on the 2nd Monday of April.
Transfers must be made in whole dollar amounts (i.e., $50.00 – no cents) and must be at
least $10.00.
Pre-approved Budget Transfers:
This type of transfer does not require approval from the Board of Trustees and
may be submitted to the Finance Office at any time from September 1st through
mid August of each budget year. Some examples are:
Moving within the same Function:
From: 199-11-6399-00-XXX-XX-XXX To: 199-11-6219-49-XXX-XX-XXX
From: 199-21-6636-00-XXX-XX-XXX To: 199-21-6317-21-XXX-XX-XXX
From: 199-11-6411-00-XXX-XX-XXX To: 199-11-6399-69-XXX-XX-XXX
Transfers Requiring Board Approval:
This type of transfer requires approval by the Board of Trustees and should
be sent to the Finance Office via e-mail by the last working day of the month for
inclusion in the following month's Board agenda. Keep in mind that requisitions
may not be processed using these funds until the transfer is approved by the
Board. Some examples are:
Changing Function:
From: 199-11-6399-XX-XXX-XX-XXX To: 199-23-6636-XX-XXX-XX-XXX
From: 199-23-6411-XX-XXX-XX-XXX To: 199-11-6399-XX-XXX-XX-XXX
From: 199-11-6317-XX-XXX-XX-XXX To: 199-13-6317-XX-XXX-XX-XXX
Request Budget Transfers:
Please keep the following hints and tips in mind when requesting budget transfers via e-mail:
1. All transfer requests must come from the campus/department budget authority (i.e., the
Principal, Coordinator, Director, etc.) and should be sent to the Business Manager on the
Budget Amendment Form after receiving Superintendent’s approval.
2. Please keep transfers requiring approval from the Board of Trustees separate from all
others. This will speed the processing time and save paper! See example on the following page.
3. Summarize the transfers as much as possible. When making several transfers from one
account, type one "From" line, then list several "To" lines. See example on the following page.
TRANSFERS MUST BE IN WHOLE DOLLAR AMOUNTS AND BE AT LEAST $10.00.
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4. Transfers cannot be made between funds. For example, a transfer cannot be made from
199-11-6399-00-XXX-11-000 to 393-11-6399-00-XXX-11-000.

Budget Transfer Example:
Please request Budget Transfers using the following sample format:
From: 199-11-6399-00-003-11-000 100.00
To: 199-11-6411-49-003-11-000 50.00
To: 199-11-6395-66-003-11-000 50.00
The Business Manager may make transfers within the same function in order to keep a budget
line from being overspent.

1.6 RECORDS MANGEMENT
Requirements
Record retention ensures that critical records are identified and retained in accordance with
State and Federal guidelines. The Local Government Records Act establishes the primary
requirements for records retention policies and plans. These record retention guidelines are
specified in Board Policy – CPC (Legal) & (Local).

Below is a listing of some of the more common records.
1099 Forms

Annual Financial Funds

7 Years
Permanent

Application (Foundation Funds)

5 Years after Completion

Audit Reports

Permanent

Bank Statements & Canceled Checks

7 Years

Bond Administrative Records & Registers

Permanent

Budget Work Papers

2 Years

Budgets (Official)

Permanent

Canceled Bonds & Coupons

5 Years

Cash Receipt Books

5 Years

Check Register

7 Years

Construction Project Files

Permanent

Contracts, Architects & Engineers

5 Years after Project Completion
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Contracts, Construction

Permanent

Contracts, Facilities Use

4 Year after Expiration

Contracts, Installation

10 Years after Project Completion

Contracts, Maintenance & Service

4 Years after Expiration

Contracts, Other

4 Years after Project Completion

Deeds

Permanent

Deposit Slips

7 Years

Easements

Permanent

Election Records

Permanent

Employee Roster

Permanent

Fixed Asset Records

7 Years

General Journal Entries

7 Years

General Ledger

7 Years

Grant Applications

7 Years

Internal Audit Work Papers

5 Years

Inventory Reports

7 Years

Investment Records

7 Years

Journals, All

7 Years

Legal Opinions

Permanent

Paid Bills, Invoices & Expense Statement

7 Years

Pledged Securities Records

7 Years

Purchase Orders (Payment Copy)

7 Years

Returned Checks

7 Years

Sales Tax Reports

4 Years

School Calendar

5 Years

Student Activity Accounting Records

5 Years

Telephone Logs and Activity Records

7 Years

Absence Form Duty Reports

3 Years

Deduction Authorizations

4 Years after Separation

Employee Time Cards/sheet

4 Years

Leave Status Cards

3 Years

Payroll Checks

5 Years

Payroll Registers

7 Years

Payroll Tax Reports

4 Years

W-4's

4 Years after Separation

Accident Reports - Personal Injury

5 Years

Accident Reports - Property Damage

3 Years

Employee Insurance Records

11 Years after Termination

Insurance Policies

4 Years after Expiration

Lost & Stolen Property Reports

3 Years

Hazardous Communication Act Material

Permanent

Blood Borne Pathogen Training Records

3 Years

Hazardous Material Training Records

5 Years
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Health Reports of Employees Exposed to Toxic Agents

30 Years after Separation

Material Safety Data Sheets

Until Superseded or Obsolete

Safety Monitoring Reports Concerning Toxic Substances

30 Years

Work Place Chemical List

30 Years

Purchase Orders & Requisitions
Successful Bids & RFPs

7 Years
7 Years

Unsuccessful Bids

2 Years

Annual Reports to State Agencies

Permanent

Tax Correspondence

2 Years

Tax Rate Calculation Worksheets & Notices

3 Years

Tax Refund Applications

3 Years

Tax Rolls

Permanent

Tax Rolls, Real Property

20 Years

Tax Rolls, Personal Property

10 Years

Tax Statement

Until Outside Audit Is Completed

Minutes of School Board Meetings

Permanent

Policies & Administrative Regulations

Permanent or until Superseded

Principals’ and Superintendents’ Reports

10 Years - Period, 20 Years - Term

School Board Agenda

Permanent

Equipment Maintenance Records

Permanent until Equipment Is Disposed

Facilities Maintenance & Repair Records

3 Years

Fire Safety Inspection Reports

3 Years

Maintenance Work Orders

2 Years

Accident Reports

10 Years

Adult & Vocational Ed Records

7 Years

Attendance Records and Reports

5 Years

Enrollment Reports

7 Years

Fire Drill Records

3 Years

Food Service Records

5 Years

Health Inspection Reports

3 Years

Health Reports Submitted to Texas Department of Health

3 Years

Legal Transfer Records

7 Years

Pupil Accounting Cards

5 Years

Students Cumulative Records

K-8 withdrawal + 7 years
9-12 Permanent

Teacher Grade Books

1 Year, 5 for Voc Ed & Special Ed

Textbook Records

2 Years

UIL Records

2 Years

Annual Transportation Reports to TEA

3 Years

Drivers Records

3 Years

School Bus Purchase Requisitions

5 Years

Food Service Records

5 Years

Certificates, Licenses, or Permits

5 Years after Termination of Employee
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Disciplinary & Adverse Action Records

2 Years

EEOC Records, Reports, and Case Files

3 Years

Employee Service Records

Permanent

Employees’ Permanent Files

10 Years after Separation

Employment Ads or Announcements

2 Years

Employment Applications

2 Years

Employment Contract

4 Years

Fidelity Bonds

Life of Bond + 5 Years

Financial Disclosure Statements

2 Years

Fingerprint Cards

5 Years after Separation

Grievance Records

2 Years

Observation/Evaluation Forms

4 Years

Performance Appraisal Records

Permanent

Personnel Roster

3 Years

Personnel Studies & Surveys

3 Years

Professional Growth Plans

4 Years

Substitute Teaching Rosters

3 Years

Teacher Certificate Registers

Permanent

Unemployment Compensation Claim Files

5 Years

Workers’ Compensation Claim Files

5 Years

Time Deposit Documents & Records

7 Years

1.7 SUPPLEMENT vs. SUPPLANT

MOULTON ISD adheres to the Texas Education Agency policy regarding supplement
vs. supplant. Supplement means to add to; to enhance; to expand; to increase; to
extend; to create something new. Supplant means to take the place of; to replace by
something else.
Federal funds may be used only to supplement or augment the educational programs
generally offered with state and local funds.
Federal funds may be used only to provide supplemental services that would not have
been provided had the federal funds not been available.
State or local funds which previously funded activities may not be diverted to another
purpose simply because federal funds are now available to fund those activities.
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In other words, the use of federal funds may not result in a decrease in state or local
funds for a particular activity, which, in the absence of the federal funds, would have
been available to conduct the activity.
Federal funds must supplement or augment that which must be provided by state law or
SBOE rule, or any activities which have been adopted as policy by a local school board
of education to fund from non-federal sources.
If federal funds are used to enhance or expand a state mandate, SBOE rule, or local
board policy, the federal supplementary activities must be separately identified and
clearly distinguishable from the activities identified as necessary for implementing a
state mandate, SBOE rule, or local board policy as outlined in the implementation plan.
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SECTION II

Accounts Payable
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MOULTON Independent School District
Finance Manual
Section II
Accounts Payable

1. ACCOUNTS PAYABLE GUIDELINES
1. Purchase Orders
2. Receiving Direct Deliveries
3. Open Purchase Orders
4. Consultants
5. Mileage Reimbursement
6. Payment for Contract Services
7. Returned Merchandise
8 Use of School Credit Cards
9. Check Processing
10. Conflict of Interest
2. TRAVEL GUIDELINES
1. General Travel Guidelines
2. Registration
3. Employee Travel – Extended Stay
4. One Day Trips
5. Student Travel Guidelines
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6. MISD Bus Service Guidelines
7. Leased and Charter Vehicles
8. Vendor Guidelines

2.1

ACCOUNTS PAYABLE GUIDELINES

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.
All invoices for goods received before August 31st, must be submitted to the Business
Office by August 31st. for processing and payment.
Vendors are required to submit all invoices to the business office, yet occasionally an
invoice will be mailed directly to a campus or department. If any invoices are received at
the campus or department, they should be signed (if the goods/services were received),
attached to the applicable purchase order 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.

2.1.1 Requisition
1. Verify vendor address is correct. This will ensure that your order will go to the right
place/department.
2. Add a line for shipping, if applicable.
3. No changes, substitutions, or increase of funds can be made to a requisition without
prior approval.
4. No purchase order can be cancelled without confirmation from vendor of cancellation.
5. A requisition MUST be done prior to a purchase being made. If this is not done,
merchandise MAY be paid for by individual placing order, NOT from budgeted
district funds.
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6. Requisitions need to have the following approvals:
a) Campus principal/supervisor
b) Business Manager
7. Once a Requisition is approved by the Business Manager, it becomes a Purchase
Order.
2.1.2. Receiving Direct Deliveries
1. Merchandise should not be delivered directly to campus. If this happens, Accounts
Payable must be notified in order for the invoice to be considered for payment. The
gold copy of the Purchase Order MUST be signed, dated and returned to Accounts
Payable.
2. Invoices given direct to campus personnel should be forwarded to Accounts Payable
with the purchase order number clearly indicated on it. This includes charge tickets,
receipts and repairs. No copies, only original will be accepted.
2.1.3 Open Purchase Orders
1.
All open purchase orders are done as blanket requisitions.
2.
All open purchase orders are closed prior to budget year end. If charge
tickets/receipts are not received by close of year, they will then need to be paid by
activity/campus funds, as they will be considered prior year purchase and funds will
NOT be available to pay them.
3.
Monitor your balance on all open purchase orders. Checking the payment history
along with your records can do this. If you have a question please call and we will assist
you with our records.
4. Open purchase orders to retailers: charge slips/receipts must be sent in as used, DO
NOT WAIT UNTIL P.O. FUNDS ARE DEPLETED/SPENT. DO NOT HOLD. This
makes for late payments to vendors, resulting in finance charges and late fees, which
will also be paid for by your budget funds. Receipts must be detailed, listing items
purchased, list P.O. number on all receipt/charge slips. Do not send copy of PO until
you are ready to close p.o. or the funds are depleted.
5. Once encumbered funds are depleted/spent, a new p.o. will need to be done before
further purchases can be made.
2.1.4 Consultants
Consultants are non-employees who are contracted to perform a personal or
professional service such as staff development, medical services, etc. Only the
Superintendent or designee is authorized to sign contracts on behalf of the district.
Contracts that exceed $25,000 shall be approved by the Superintendent and the School
Board.
Follow these procedures when submitting a Consultant Service Contract:
Submit the Consultant Service Contract to the XXX for review.
Obtain the following documents from the consultant:
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.
A completed W-9 Form
.
A Felony Conviction Form
.
If the consultant will work directly with students, a Criminal Check Authorization
and Fingerprinting Form
.
A Conflict of Interest Questionnaire
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 to the business office..
2.1.5 Mileage Reimbursement
1. A completed Mileage Reimbursement form should accompany mileage
reimbursement.
2. Both employee and supervisor/ must sign mileage reimbursement.
3. Effective April 16, 2012, the District will reimburse employees at a of 55.5 cents per
mile.
2.1.6 Payment for Contract Services
1. Prepare Requisition
2. Form should list date of service, what service was, account code
to be paid from and dollar amount
3. District employees are Not reimbursed through Accounts Payable, the correct
request should be forwarded to Payroll for payment.
4. An incomplete Form will result in delay of payment.
5. Payment can only be made from an original agreement not from a copy and must
follow the steps below:
a)
Fill out a Requisition Form including all pertinent information.
b)
Must be approved by campus principal/supervisor.
c)
Must be approved by business office.

All contracts for rentals, service agreements, etc. must be signed by the Superintendent
or designee. Only the Superintendent or their designee 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.

2.1.7 Returned Merchandise
Merchandise delivered to campus must be returned by campus. Campus will be
responsible for notifying Accounts Payable of this transaction in order for proper credit
to be received.
2.1.8 Use of School Credit Cards
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MOULTON ISD has credit cards which may be checked out to employees for travel and
items purchased from vendors where MOULTON ISD does not have an account set up.
The following procedures must be followed when issued a school credit card
Credit card statements are received in the business office around the 10th of each
month. Each charge on the statement must have a purchase order encumbered.
Receipts must be returned to the Business Office immediately upon return.

2.1.9 Check Processing
District checks will be printed on the 10th and 25th of the month. The Business Office
will determine the date that vendors will be paid, employees should not make prior
commitments to vendors about check disbursements. All payments must be preauthorized by an approved purchase order or approved by Business Manager.
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 Business Office on a timely
basis for payment.
2.1.10 Conflict of Interest
Employees shall not accept or solicit any gift, favor, service or other benefit that could
reasonably be construed to influence the employee’s discharge of assigned duties and
responsibilities.
Employees shall disclose to his or her immediate supervisor a personal financial
interest, a business interest, or any other obligation or relationship that in any way
creates a potential conflict of interest with the proper discharge of assigned duties and
responsibilities or that creates a potential conflict of interest with the best interest of the
district. Refer to Board Policy DBD (Local).
Employees shall not recommend, endorse, or require students to purchase any product,
material or service in which the employee has a financial interest or that is sold by a
company that employs or retains the district employee during non-school hours.
Employees shall not use their position with the district to attempt to sell products or
services.

2.2 TRAVEL GUIDELINES
156

A. General Travel Guidelines
1. In general, “travel” is defined as travel outside the District
boundaries where you are acting as a representative of the District.
In this case the District may reimburse you for some or all of your
qualified expenses. Approval to travel must be obtained before
taking any trip as noted above, regardless of expenses requested.
2. Regardless of the source of any funds requested, a Transportation Request Form
must be completed for any travel outside District boundaries. It
should be prepared allowing time to obtain all required levels of
approvals/signatures, and then be forwarded to the Business Office. All travel requests
must be clear and legible.
a) Always complete a Requisition when requesting funds for
food, mileage, and /or lodging. This includes athletic scouting,
school business meetings such as district or regional UIL
meetings, etc.
b) Purchase Orders must have the following approvals:
1. Campus principal/supervisor
2. Business Office
3. If Grant Funds are used, Grant Supervisor

3. Documentation as to the purpose of the trip must be attached to the
Requisition before submitting it. A copy of a brochure, flyer, registration or entry form is
acceptable. Documentation must show the location, dates, and times of the event, and
any meals or other expenses that are provided.
4. Registration and other non-travel expense must be paid by
Requisition/Purchase Order. Proper documentation must
be sent as an attachment to the form. All special instructions must be clearly noted.
5. Payments for actual expenses requested on the travel request form are payable only
to the employee/sponsor noted on the travel request.
6. Travel expenses are composed of the costs incurred to reach a
destination and return. These costs are as follows:
a) Lodging
1) This is the cost of the rental of a room or rooms for District
employees, students, or administrators. The original hotel
bill or receipt must be furnished after the trip. The hotel bill
should clearly indicate the cost assigned to the “InCharge/District Representative” and the cost assigned to the
students or bus driver, where applicable. Texas Hotel
Occupancy Tax will not be paid, as well as the Texas State
Sales Tax on hotel parking. The District is exempt from this.
District will pay state sales tax on out of state travel and no
other individual should be included. An exemption form is
included in the manual for your convenience. Room service,
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laundry, phone calls, internet service, etc. should not be
claimed as trip/travel expenses.
2) Hotel accommodations should be at the promotional
event/school rate. Multiple rooms should be booked at the
best rate possible. Rates more than $100 per night (single occupancy)
or $150 (more than one person) will need approval of Superintendent.
• Students = 4 per room/separate rooms for males and
females
• Adults = 2 per room/separate rooms for males and
females
• Principal = 1 room
• HS Campus Athletic Coordinator = 1 room
• Bus Driver = 1 room

b) Meals
1) This is the cost of obtaining food during the trip for the students and bus driver. The
costs assignable to the “In-Charge” and the students must be clearly indicated on the
bill. Per diem allowances for meals are only allowed during the time periods listed
below:
Employee
Student
Breakfast 12am-8am $ 8.00
$ 6.00
Lunch 11am-2pm
$ 12.00
$ *8.00
Dinner 4pm-8pm
$16.00
$ *10.00
*Above District student dinners receive $10.00 per meal.
The cost of alcoholic beverages is not a reimbursable expense.
2) When an overnight stay is NOT required, the District will
reimburse employees for business meals and mileage after
returning from the trip, providing original meal receipts are
submitted. The employee will be reimbursed a per diem rate as indicated above.. There
is no advance to employees on one day trips. Trip expenses must be recapped after
trip with all necessary receipts to be reimbursed. Advances can be obtained on one day
trips for student meals only.
c) Transportation
1) This is the cost of traveling to a destination and returning
while on District business. For all travel expense claims, the
MISD standard mileage schedule is used. In determining total
mileage, the starting point is the individual’s school or office,
even though the individual may actually leave from his/her
residence. If the cost of airline fare, bus fare, parking fees,
or taxi fare exceeds the advance requested, the excess may
be claimed for reimbursement upon returning from the trip, if
properly documented. Documentation includes receipts,
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where applicable, and explanation of excess mileage. For
out of state travel, actual cost should be obtained from the
carrier, if applicable, and documented. The District reserves
the right to select the appropriate mode of transportation and
does not allow first-class fares. The District will not pay
mileage expense in excess of airfare for out of state travel
unless justified.
2) The Superintendent shall be authorized to approve the use of chartered buses for bidistrict, regional, quarter finals, finals, or state playoff contests for any extracurricular
activities. Such authority shall not be delegated to a designee.
8. Registration fees, seminar tuitions, and any other cost incurred
relating to a trip are not travel expenses and should be paid with a
purchase order after the trip has been approved. Only the trip expenses of the District
employees, students, or administrators should be requested to be paid or reimbursed
on travel forms. The District does not pay travel
expenses for spouses, or other related guests.
9. Travel requests, which are not approved, should be returned to
the originator.
10. Students are required to sign the expense report documenting that
meal money was received
11.District Mileage Reimbursement – As of September 1, 2009, the
District will reimburse employees at the rate of 40 cents per mile. Travel paid from
Federal Funds must meet the guidelines for eligibility noted in the grant in that it
must meet the basic grant criteria. If the District adopts lower rates than the state
rate, the lower rate must be used.
13.Scouting – Scouting needs to be handled in the same manner as a
teacher travel. An approved travel request must be completed prior
to travel.
B. Registration
1. Registration can only be paid by Requisition. No payments are
made to employee for reimbursement of registration.
2. Registration is not paid on a travel request form.
3. When doing your request for registration, state date of
conference, number of attendees, and their names.
4. Registration is paid in advance of the conference, and is sent
directly to vendor of conference.
D. One Day Trips
1. Trips in which you leave and return in the same day are considered
One Day Trips. When preparing a travel request for a One Day
Trip, you must use the following guidelines:
a) Prepare Travel Request, obtaining all the needed signatures.
b) State date and time of departure and return, as well as where
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you are going.
c) You MUST keep all receipts for meals in order to be paid for
them. You will be paid up to but not over the allotted amount, but
only with receipts.
d) Turn in any toll road or parking receipts, as well as mileage.
e) Complete meal request form, travel form or check request form for reimbursement;
attach all receipts.
f) Employee must sign as well as Principal/Director, turn in for
payment.
g) Once again allow 15 days for processing.
h) Registration is to be paid on check request form to conference/event.
k) Travel Request forms and Purchase Orders must be approved
by the employee’s supervisor.
One Day Trips are only reimbursed after the fact, and only with
receipts. Reimbursements will be through Payroll. This is different than with an
extended stay trip.

G. MISD Bus Service Guidelines
1. An on-line request for MISD Bus travel must be submitted by the
campus/department.
2. Cancellations require a 24-hour notice via email to the Business Office. For
weather-related cancellations, travel dates will be rescheduled according to availability
and preferences of requesting campus/department. If rescheduling is not an option,
funds will be returned to the appropriate account.

H. Leased and Charter Vehicles
1. LEASE AND CHARTER RESERVATIONS WILL NOT BE
VALID UNTIL THE VENDOR HAS ACCEPTED THE MISD
PURCHASE ORDER.
2. Vendor MUST be contacted to confirm availability and cost, and
if both parties agree on the services to be provided, a
confirmation number must be obtained to reserve the request
information until the purchase order is received.
3. Campus appointed staff must follow ALL Purchasing procedures
to schedule, change, or cancel lease/charter reservations.
4. Damages, cleaning fees, parking fines, traffic violations, and/or
all other additional costs are the responsibility of the
campus/department.
5. Accounts Payable MUST receive:
a) Any and all lease documents, signed by the appointed driver.
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b) Documentation of any additional fees not included on the Purchase Order.
c) Documentation and explanation of any incidents that occurred while in possession of
the vehicle.
I. Vendor Guidelines
1. Without a purchase order, either faxed or mailed, there is no valid
reservation.
2. Weather-related cancellations and/or “short notice” changes may
be confirmed with the vendor, but this does not guarantee dismissal
of cancellation fees.
3. All invoices and supporting documents must be mailed to Accounts
Payable; address is listed on the purchase order, no exceptions.

I.

TRAVEL GUIDELINES (FOR LOCAL, FEDERAL AND GRANT FUNDS)

A. General Travel Guidelines
1. In general, “travel” is defined as travel outside the District boundaries where you are
acting as a representative of the District. In this case the District may reimburse you for
some or all of your qualified expenses. Approval to travel must be obtained before
taking any trip as noted above, regardless of expenses requested.
2. Regardless of the source of any funds requested, a Travel Request must be
completed for any travel outside District boundaries. It should be prepared allowing time
to obtain all required levels of approvals/signatures, and then be forwarded to the
Business Office. All travel requests must be clear and legible.
a) Always complete a Requisition when requesting funds for
food, mileage, and /or lodging. This includes athletic scouting, school business
meetings such as district or regional UIL meetings, etc.

b) Purchase Orders must have the following approvals:
1. Campus principal/supervisor
2. Business Office
3. Documentation as to the purpose of the trip must be attached to the
Travel Request before submitting it. A copy of a brochure, flyer,
registration or entry form is acceptable. Documentation must show
the location, dates, and times of the event, and any meals or other
expenses that are provided.
4. Registration and other non-travel expense must be paid by
Requisition. Proper documentation must be sent as an attachment to the purchase
order. All special instructions must be clearly noted. These should also be prepared in
advance and in accordance to the registration deadlines.
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5.
Payments for actual expenses requested on the travel request form are payable
only to the employee/sponsor noted on the travel request.

6. Travel expenses may not be paid from one source and that source
be reimbursed from another (ex.: paid from Activity Fund and reimbursement requested
directly from District budget).
7. Travel expenses are composed of the costs incurred to reach a destination and
return. These costs are as follows:
a)
Lodging
1) This is the cost of the rental of a room or rooms for District employees, students, or
administrators. The original hotel bill or receipt must be furnished after the trip. The
hotel bill should clearly indicate the cost assigned to the “In-Charge/District
Representative” and the cost assigned to thestudents or bus driver, where applicable.
Texas Hotel Occupancy Tax will not be paid, as well as the Texas State SalesTax on
hotel parking. The District is exempt from this. The District will pay state sales tax on
out of state travel and no other individual should be included. An exemption form is
included in the manual for your convenience. Room service, laundry, phone calls,
internet service, etc. should not be claimed as trip/travel expenses.
2) Hotel accommodations should be at the promotional event/school rate. Multiple
rooms should be booked at the best rate possible. Rates more than $150 per night will
need prior approval.
• Students = 4 per room/separate rooms for males and females
• Adults = 2 per room/separate rooms for males and females
• Principal = 1 room
• HS Campus Athletic Coordinator = 1 room
• Bus Driver = 1 room

b) Meals
1) This is the cost of obtaining food during the trip for the “In-Charge”, students, or bus
driver. The costs assignable to the “In-Charge” and the students must be clearly
indicated on the bill.
Per diem allowances for meals are only allowed during the time periods listed below:
Employee Student
Breakfast must leave prior to 7:00am
Lunch must leave before
11:00am
Dinner must leave before
7:00pm

$ 8.00
$ 12.00
$16.00

$ 6.00
$ 8.00
$ 10.00

Check the Travel Reimbursement Claim Form for additional instructions.
The cost of alcoholic beverages is not a reimbursable expense.
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2) When an overnight stay is NOT required, the District will reimburse employees for
business meals and mileage after returning from the trip. There is no advance
to employees on one day trips. Trip expenses must be recapped after trip with all
necessary receipts to be reimbursed. Advances can be obtained on one day trips for
student meals only.
c) Transportation
1) This is the cost of traveling to a destination and returning while on District business.
For all travel expense claims, the MISD standard mileage schedule is used. The
standard miles indicated on the mileage chart/destination maps times the mileage rate
is the allowance for transportation. Transportation claims in excess of the allowable
mileage must be explained and documented. In determining total mileage, the
starting point is the individual’s school or office,
even though the individual may actually leave from his/her residence. If the cost of
airline fare, bus fare, parking fees, or taxi fare exceeds the advance requested, the
excess may be claimed for reimbursement upon returning from the trip, if properly
documented. Documentation includes receipts, where applicable, and explanation of
excess mileage. For out of state travel, actual cost should be obtained from the carrier,
if applicable, and documented. The District reserves the right to select the appropriate
mode of transportation and does not allow first-class fares. The District will not pay
mileage expense in excess of airfare for out of state travel unless justified.
2) The Superintendent shall be authorized to approve the use of chartered buses for
bi-district, regional, quarter finals, finals, or state playoff contests for any extracurricular
activities. Such authority shall not be delegated to a designee.
8. Registration fees, seminar tuitions, and any other cost incurred relating to a trip are
not travel expenses and should be paid with a purchase order after the trip has been
approved. It is District Policy that no reimbursement is allowed for registration fees
paid in advance by an employee. Only the trip expenses of the District employees,
students, or administrators should be requested to be paid or reimbursed on travel
forms. The District does not pay travel expenses for spouses, or other related guests.
9. Travel requests, which are not approved, should be returned to the originator and
clearly marked “DECLINED” across the travel request form. The official should note
reason for decline on the form. If a new travel request is submitted for previously
declined request, a copy of the declined form should be attached.
10. Students are required to sign the expense report documenting that meal money was
received. Expenses, groups or any other individual not approved in advance for travel
expenses should not be submitted with the travel request form Original or certified
original expense receipts should be used (Xerox copies are not
acceptable).
11. District Mileage Reimbursement – As of September 1, 2015, the District will
reimburse employees at the mileage rate of 54.5 cents per mile. Travel paid from
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Federal Funds must meet the guidelines for eligibility noted in the grant in that it
must meet the basic grant criteria. If the District adopts lower rates than the state
rate, the lower rate must be used.
13. Scouting – Scouting needs to be handled in the same manner as a teacher travel.
An approved travel request must be completed prior to travel.
CASH /CHECK HANDLING
All cash and checks shall be sent to Business Office 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. No funds are to be put in personal bank accounts with the intent to
reimburse. No cash purchases should be made - every dollar collected should be
receipted and deposited. The activity fund/accounts payable clerk shall receipt and
deposit all monies on a daily basis in the bank or secure overnight in a locked safe if the
deposit cannot be made the same day. 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.

District checks will be printed twice a month. The Business Office shall determine the
date that vendors will be paid, employees should not make prior commitments to
vendors about check disbursements.
All payments must be pre-authorized by an approved purchase order.
No checks will be issued without an approved purchase order on file prior to
travel/purchase.
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 Finance Office on a timely
basis for payment.
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MISD ABSENTEE PROCEDURES

ABSENCE REQUIRING DOCUMENTATION

An “Absence From Duty/Employee Substitute Report” shall be completed for all absences except
when noted.

◆Absences requiring a substitute teacher will use the 3-Part NCR form.

◆Absences that do not require a substitute will use the one-part form.
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PROCEDURES FOR REQUESTING TIME OFF PRIOR TO ABSENCE

1.

Employee completes the Absence Form.

2.

Employee submits form to Secretary and/or Supervisor.

3.

Supervisor signs form indicating approval.

4.

Secretary and/or Supervisor arranges substitute, if required.

5.

Substitute signs form indicating completion of work.

6.

Immediately after returning from absence, employee signs form.

7.

Secretary distributes Gold Copy to Substitute.

8.

Secretary keeps Pink Copy.

9.

Original is sent to Business Office DAILY.

PROCEDURES FOR REPORTING TIME OFF FOR UNFORSEEN ABSENCE

1.
Employee signs and completes the Absence Form immediately upon return to work. NOTE:
Secretary may complete form for employee to start the process to hire a substitute.

2.

Supervisor signs form indicating approval.

3.

Secretary and/or Supervisor arranges substitute, if required.
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4.

Substitute signs form indicating completion of work.

5.

Immediately after returning from absence, employee signs form.

6.

Secretary distributes Gold Copy to Substitute.

7.

Secretary keeps Pink Copy.

8.

Original is sent to Business Office DAILY.

HOURLY EMPLOYEE ABSENCES:

According to MISD policy DEC and DEA, earned compensatory time shall be used before any available
paid state and local leave.

Therefore, if an hourly employee has available compensatory (comp) time, an absence form is not
required. Amount of leave required will be determined from Timesheet.

If no compensatory time is available, the “Absence from Duty/Employee Substitute Report” shall be
completed.

FOR WHOLE DAY ABSENCE:

◆ REMINDER: If comp time is available – NO FORM IS REQUIRED. ◆

Complete the following fields on absence form :
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•
•
•
•
•
•

Employee number
Employee name
Date(s) of absence
Number of days
Type of leave
Signature

If absence is known prior to absence, it shall be submitted to supervisor for approval prior to absence.
If absence is unforeseen, the form shall be completed immediately upon return.

1.
2.

Copies are made for Secretary and Employee as Needed.
Original is sent to Business Office DAILY.

FOR PARTIAL DAY ABSENCE:

◆ REMINDER: If comp time is available – NO FORM IS REQUIRED. ◆
For time less than one complete day, please only complete the following fields on absence form:
•
•
•
•
•

Employee Number
Employee Name
Absence Date
Type of Leave
Signature

Amount of leave required will be determined from Timesheet.

1.
2.

Copies are made for Secretary and Employee as Needed.
Original is sent to Business Office DAILY.

◆HOURLY EMPLOYEES ONLY -IMPORTANT◆

If no absence from duty form is turned in, leave will be taken in the following order:
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1st: Compensatory Time
2nd: Sick Leave
3rd: Personal Leave
4th: State Sick Leave (if available)

If no form is turned in, it will act as permission from employee to follow this order.

White Copy of Absence Form will be kept in Employee File. A list of all sub days worked will be printed
and placed monthly in Substitute file.
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Supplemental Pay
Employees who perform other duties in addition to their regular assignments are
paid supplemental pay.
All MOULTON ISD employees, full-time or part-time, must be paid through Payroll for
any type of compensation, EXCEPT reimbursements for travel, fees, dues, etc. If an
employee earned wages in a second unrelated job such as judging contests, athletic
events and so forth, the compensation will go through Payroll.
These payment requests will need to be submitted on a purchase order or timesheet or
other appropriate form.
ALL supplemental pay must have some type of documentation to verify the hours
worked. Normally, this is in the form of a timesheet. The employee and
Principal/Supervisor/Program Director must also sign the timesheet. STAMPED
SIGNATURES WILL NOT BE ACCEPTED. Supplemental pay for administrators
requires an additional signature.

Timesheet Procedures
1. Card is swiped upon start and completion of work. Each two week pay period, the
time sheets are printed out by Personnel Office.

Overtime Compensation
MOULTON ISD compensates overtime for non-exempt employees in accordance with
Federal Wage & Hour laws. All employees are classified as exempt or nonexempt for
purposes of overtime compensation. Only non-exempt employees are entitled to
overtime compensation. Please contact your immediate supervisor/manager or the
MISD Employee Handbook for further information.

Overtime is legally defined as all hours worked (leave days do not count toward
hours for overtime) in excess of 40 hours per week and is not measured by the
day or by the employee’s regular work schedule. Employees who are approved
to work beyond their normal schedule, but less than 40 hours per week will be
compensated at straight time. Employees approved to work more than 40 hours
in a week, will be paid for hours over 40 at time and one-half. All non-exempt
employees will use a time sheet and will receive overtime in the form of time, not pay
unless approved by immediate supervisor.

Tax, TRS, and Other Deduction Information
W-4 PROCEDURES
Employees must complete a W-4 form so that the payroll department can withhold the
correct federal income tax from wages. Because tax situations can change, a new form
may be necessary. Please consult a tax advisor with any questions regarding
withholding.
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A new W-4 form can be accessed from the IRS website (www.irs.gov) or forms are
available in the payroll department. A new properly executed form will replace all prior
forms received.
EARNED INCOME CREDIT
If you are eligible and want to receive an advanced Earned Income Credit, a W-5
must be completed and forwarded to the payroll department each year.
MEDICARE TAX INFORMATION
Employees hired by MOULTON ISD after March 31, 1986 are required to contribute
1.45 percent of their gross pay to the Medicare program operated by the Social Security
Administration.
457 – FICA ALTERNATIVE
MOULTON ISD does not have a 457 alternative.

Teacher Retirement (TRS)
Texas public school employees employed in a TRS eligible position must contribute to
the TRS system. The total deduction is regulated by TRS. Current rates are on the TRS
website.
Each employee that is participating in the TRS program will receive an annual
statement of their account showing all deposits made. The annual statement is provided
from TRS. Please keep your address updated to ensure receipt of your statement. If
you have moved, you can obtain a Change of Address form from the Human Resource
Department. If you are planning to retire under TRS, you should notify TRS as soon as
possible to obtain a retirement packet. You can request this packet and other
information from TRS. Contact information for TRS is listed below.
Teacher Retirement System of Texas
1000 Red River Street
Austin, Texas 78701-2698
1-800-223-8778
http://www.trs.state.tx.us/
W-2 Forms
W-2 forms will be sent on or before January 31st each year. It is very important to keep
your mailing address updated. If you have moved, contact the Business Office with your
new address. To replace a lost W-2 form, contact the payroll department.
REMINDERS FROM THE PAYROLL DEPARTMENT
• Failure to turn in payroll paperwork by deadlines may prevent timely pay of employees and
substitutes
• Always use current forms.
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• Refer to the Payroll Due Date Schedule for dates included in each pay period and the specific
DUE dates. Please note that the due date is the date Payroll must be RECEIVED by our
department. Should any problem arise in being able to comply with the due date, be sure to
contact Payroll.
• All timesheets/supplemental sheets must be signed by the appropriate Principal/Supervisor.
Stamped signatures are not acceptable. A Principal/Supervisor cannot approve their own
timesheet/supplemental pay. An additional supervisory signature must be obtained.
• Appropriate court documentation is required to support jury duty Absence from Duty form. The
summons is not acceptable.
• An employee MUST use all days available to him/her before full dock can be taken.
Workers compensation is the only exception.
The pay dates will be the 10th and the 25th of each month. If the pay date falls on a holiday or a
weekend, the employee will be paid on the day before the weekend or holiday.
DELIVER PAYROLL INFORMATION TO BUSINESS OFFICE BY 4:00 pm ON THE PAYROLL
CUTOFF DATE.
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V.BOARD POLICIES CONCERNING PURCHASING

Preface
The MOULTON Independent School District’s Purchasing Guidelines are intended to be
a guide to help you understand purchasing procedures of our district. By providing
information concerning the procedures for purchasing and bidding, these Guidelines will
assist in the understanding of the complex financial requirements of the educational
world in which we live.
The main focus of the Purchasing Department is to facilitate the acquisition of goods
and services in accordance with state and federal law in order to meet the needs of
schools and departments. Our focus is on educating staff members primarily
Responsible at the campus and department levels for purchasing so that they can make
most purchases directly.
We strive to give purchasers the confidence and support they need to be successful.
Although oversight of the purchasing process is still centralized, most purchasing
decisions are site-based. By placing the majority of the decision making power in the
hands of principals and directors, we encourage the control of expenditures and get the
most value for the dollars available.
I.

RESPONSIBILITY FOR PURCHASING

A. Purchasing Policy
1. Complete purchasing policy and procedures followed by the district may be found in
the Texas Education Agency Financial Accountability System Resource Guide (FASRG)
in the Purchasing Module.
2. FASRG can be accessed through the TEA website at:
http://www.tea.state.tx.us/school.finance/audit/resguide8/purchase/index.html
3. Board policies pertaining to purchasing can be accessed through the MISD website
at:
https://pol.tasb.org/Policy/Code/800?filter=CH
B. Purchasing Authority
1. The following persons are delegated the authority to act as
agents for MOULTON ISD in carrying out the purchasing activities of the district:
a. Superintendent
b. Business Manager
2. Each Principal acts as purchasing agent for all expenditures made from his/her
campus Activity Fund.
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II. LEGAL BASIS FOR COMPETITIVE BIDS & QUOTES
A. Bids, Proposals and Quotes
1. Purchases less than $10,000. The following limits apply to the TOTAL requisition
amount, not the cost of a particular item. Requisitions cannot be split to avoid obtaining
quotes.
a) Requisitions totaling less than $2,000 – no quotes required
b) Requisitions totaling $2,000 - $4,999 – three (3) phone quotes (keep on campus)
c) Requisitions totaling $5,000-$9,999 – three (3) written or fax quotes (attach to
purchase order).
d) Exceptions
(1) Textbooks
(2) Books and encyclopedias purchased directly from the publisher.
(3) Component repair parts (parts made by the same manufacturer as the item being
repaired and no comparable parts available)
(4) Buy Board, Region III Purchasing Coop Vendors and other Coop Vendors.
2. Purchases between $10,000 and $25,000
a) All school district contracts for the purchase of goods and
services valued between $10,000 and $25,000 (computers $10,000 to $15,000) in the
aggregate during a 12-month period must be competitively quoted. EC 44.033; 44.031k
(1) A vendor list is established by the district with the names of all vendors interested in
doing business with the district. EC 44.033b
(2) Categories of personal property (called commodity codes) are established and
vendors are listed in these categories. EC 44.033b
(3) An advertisement for interested vendors is run annually for two consecutive days in
a newspaper for the county in which the school district’s central office is located.
EC 44.033b
(4) Purchases above $10,000 in the aggregate will be made by asking for written
quotations from at least three vendors on vendor list. EC 44.033c
(5) The district is responsible for keeping a written record of these quotations for audit
purposes. They are kept on file in the Accounts Payable Department. EC 44.033c
3. Purchases greater than $25,000
a) All school district contracts for the purchase of goods and services valued at
$25,000 or more in the aggregate during a 12-month period must be competitively bid.
EC 44.031
Exceptions to 3a:
(1) Professional Services - architect, physician, certified public accountant, attorney,
surveyor, engineer, or state certified real estate appraiser EC 44.031f
(2) Sole Source Goods - items only available from one source covered by a patent,
copyright, or monopoly; films, books, manuscripts; utility services; and captive
replacement or component parts for equipment repair.
EC 44.031j
(3) Emergency repair or replacement of school equipment that has been damaged or
destroyed
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with the approval of the Board of Trustees. EC 44.031h
(4) Computers with an annual aggregate value above $15,000. EC 44.031k
(5) School buses with an annual aggregate value greater than $20,000. EC 44.031 l
b) These contracts must be proceeded by a competitive pricing mechanism. EC 44.031
l
(1) Competitive bids
(2) Requests for proposals
(3) Catalog purchase
(4) State contracts
(5) Department of Information Resources (DIR)
(6) An inter-local agreement based on bids or proposals
(Cooperatives, such as Region 3 Education Service Center, BuyBoard, etc.)
(7) Reverse Auctions
c) Notice is required for bids and requests for proposal:
(1) To be published once a week for at least two weeks prior to the deadline for
receiving responses.
(2) In a newspaper for the county in which the school district’s central office is located.
EC 44.031g

II.

PURCHASING PRINCIPLES

The Purchasing Prime Directives
 Approval for purchases must be made prior to purchase.
 Request for payment without a purchase order approved by the Purchasing
Department will become the responsibility of the person ordering the merchandise.

General Guidelines
 The Purchasing Department must approve purchases via a Requisition before
purchases are to be made.

 Materials for preview must follow the same purchasing procedures as detailed in this
section.
 Employees should not purchase materials with their own money with the intention of
being reimbursed by the district. Instead, the purchasing procedures outlined in this
section should be followed.

A. Purchase Orders
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No purchases are authorized without issuance of a purchase order, as payment
will not be made for such purchases. Anyone creating or authorizing such a
commitment prior to securing a purchase order number will be held personally
liable for payment of such agreement and/or may be liable to prosecution under
the Texas Penal Code Chapter 39 Abuse of Office, Section 39.01.

General Purchase Order Procedures
1. Requisitions are processed on a daily basis. Once a purchase order is approved by
the Business Office, the budgeted funds are encumbered at the same time.
2. A Requisition is considered to be only a purchase request until approved by the
Business Office.
3. Contracts for Purchase will be put into effect by means of a purchase order(s)
executed by the Business Office after bids have been awarded to purchase goods or
services.
4. The merchandise should not be ordered until the purchase order has been
returned to the campus.
5. Purchase Orders are not to be modified with the vendor or by schools or departments
directly. If it becomes necessary to change the terms of a Purchase Order, the school or
department must first advise the Business Office. The Business office has the
responsibility to adjust the encumbrance on the Purchase Order.
6. Once a Purchase Order is issued, the same P. O. number cannot be used for
reorders.
7. In the event it is necessary to cancel a Purchase Order, the Business Office will
liquidate the encumbrance.
8. The Business Office will:
a) Verify compliance with bid laws
b) Verify correctness of coding according to the Finance Manual, and
c) Give final approval if everything is in order or reply via email to the requestor if a
problem exists.
9. Following final approval, the purchase order will sent back to the requestor. The
order may now be placed.
10. When all merchandise has been received on the purchase order, the requestor
signs the gold copy of the purchase order and submits it to the Business Office for
payment.

B. Reporting
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Reporting of expenditures for monthly Board Meetings, eGrants, etc., is done through
the Business Office using the following criteria.
a)
Board Meetings – At the end of each month financial reports are created for
approval at the next board meeting. Included in this financial report is:
1.
Board Report
2.
Check Payment List
b)
Federal Grants – Reporting to eGrants is conducted at least quarterly. The
following procedures will be followed when compiling the reports for reimbursement.
1.
A current general ledger is created.
2.
A detail expenditure report is created.
3.
From the above two reports, expenditures from each object code (i.e., 6100,
6200, etc.) is recorded.
4.
Login to the eGrants system and report the appropriate year-to-date
expenditures for each grant.

III.

INTERNAL PROCEDURES

A. Specifications
1. Preparation of specifications shall be the responsibility of the school or department.
The responsibility of the Business Office is to review the specifications to ascertain
whether competitive bids can be obtained and assure that Board policies and state laws
are followed regarding the purchase.
2. Specifications must contain adequate technical descriptions to clearly identify for
prospective bidders the type of material, equipment, or services required. In addition to
the detailed specifications, brand names, model numbers, and like descriptions may be
referred to as product meeting specifications to inform prospective bidders of the type of
quality required. Descriptions must include quantitative data such as size, weight, or
volume and qualitative data such as commercial grade, texture, finish, strength,
chemical analysis, or composition where possible.
B. Vendor List
Moulton ISD has inter-local agreements with Region III Regional-Purchasing Coop. Their
website is: http://www.esc3.net/content/blogcategory/93/210/. Other Coops include
TIPS/TAPS and Buy Board. A list of current coops can be obtained by contacting Moulton ISD
Finance office at 361.596.4609

C. Equipment Warranty, Maintenance, and Repair
For repair of equipment that has been received and paid, a School or
Department has one of the following options:
1. If the equipment is under warranty, contact the vendor from whom it was purchased.
If the product was purchased through a District bid, contact Purchasing. (Warranties
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start the day the equipment is received even if school is not in session and the item is
not put in use right away.)
2. If the equipment is no longer under warranty, contact the Maintenance Department
for repair assistance.

3. For those items covered by outside maintenance contracts such as typewriters,
duplicating equipment, and copiers, contact the appropriate service company holding a
maintenance agreement with the District.
4. For all computer equipment, contact the Technology Repair Department.
D. Open Records
All information collected, assembled or maintained by governmental bodies pursuant to
law or ordinance or in connection with the transaction of official business is public
information and available to the public during normal business hours of any
governmental body with certain exceptions.
Three exceptions clearly concern the purchasing operation found
in: Texas Education Code Title 110A, 6252-17a, Section 3
1. information, which if released, would give advantage to competitors or bidders;
2. information pertaining to the location of real or personal property for public purposes
prior to public announcement of the project, and information pertaining to appraisals or
purchase price of real or personal property for public purposes prior to the formal award
of contracts therefore;
3. trade secrets and commercial or financial information obtained from a person and
privileged or confidential by statute or judicial decision; The concern is that information
is not disclosed at inappropriate times leaving the District unprotected.
E. Sales Taxes
1. MOULTON Independent School District is exempt from the payment of state sales
taxes by the fact it is a political subdivision of the State of Texas.
2. Staff members may not use the District's tax-exempt status for purchases of personal
property. Anyone avoiding the payment of sales tax by using this exemption may be
liable for prosecution under Texas Penal Code, Chapter 39, Abuse of Office, Section
39.01. (This also applies to booster clubs, PTOs and other outside organizations – they
must apply and receive their own tax-exempt status.)
3. All Purchase Orders notify vendors of the District's tax-exempt status. When placing a
confirming Purchase Order with a vendor, the school or department should indicate to
the vendor that the District holds this exempt status and should not be charged tax.
G. Delivery and Receipt of Orders
1. Orders will be delivered to the Administration Office at 500 N Pecan, Moulton, TX
77975
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2. Do not allow vendors to deliver goods to a campus if the purchase order states
otherwise. If they try to do so, direct them to the appropriate address listed above.
3. All orders must be inspected within five (5) days. Claims for damages or incorrect
orders need to be submitted promptly to the vendor.
4. Returning orders - Contact that vendor directly for pickup instructions.

H. Verification of District Data
Expenditures
Before checks are written purchase orders matched against invoices for amounts,
vendor information and expenditure coding. Once the checks are written the invoices
are matched against the check before they are inserted in an envelope.
Each month the Business Office creates financial reports for the monthly board
meetings. In the reports includes a check register. The check payment list includes
vendor information, description of items purchased and budget code information.
I.
After Termination or Resignation
Any staff member who resigns or is terminated during any school year will be ineligible
to attend any conference, workshop, or convention paid for out of any District funds
under the control of the Board. Any staff member who resigns prior to the beginning of
the school year who attends a conference, workshop, or convention for a new school
year will be liable for the costs of the conference, workshop, or convention and will not
be reimbursed.

IV.

Board Policy Concerning Purchasing

Board Policy can be found at the following link.
https://pol.tasb.org/Policy/Download/800?filename=CH(LEGAL).pdf
https://pol.tasb.org/Policy/Download/800?filename=CH(LOCAL).pdf
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SECTION V

FORMS
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MOULTON
Independent School District
Finance Manual

Section V
Forms
(All Forms are located at Moulton ISD Administration Office- 500 N Pecan St. Moulton, Texas 77975)

I.

W-2 W-2 Wage Statement

II.

W-9 : W-9 Tax Payer Identification

III.

Sales Tax Exemption Form: Sales Tax Exemption Form

IV.

Hotel Sales Tax Exemption Form: Hotel Exemption Form

Other forms:
W-4
Facility Use Form
I-9
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APPENDIX A
FEDERAL FUNDING
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FEDERAL PROGRAM PROCEDURES

Moulton I.S.D. Grant
Procedures and Assurances
Manual
Federal and State Grants
2016-2017
Program Contact(s):
Becky Kovar-Federal Program Director
Philip Gaudette- Elementary Principal/Parental Involvement
Coordinator
Courtney Hudgins- Superintendent
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Introduction
This Grant Procedures and Assurances Manual provides guidelines and procedures for
developing, managing, budgeting and expending Federal and State Grant funds. It is a
compilation of Federal, State and local policies and procedures used for managing and
processing all program and fiscal aspects for LEA grants. Although individual scenarios may
exist, the manual does provide general information to assist with day-to-day management of
grant activities. All Moulton I.S.D. personnel with program and financial duties are responsible
for the contents.

Grant Submissions
Prior to the submission of the federal grant applications, the Moulton I.S.D. grant management
staff will collaborate with teachers, paraprofessionals, principals, other relevant school
personnel, and parents in planning of all application program activities and preparing the
applications for funding. The Comprehensive Needs Assessment and Improvement Planning
Processes will also occur prior to the submission of the grants to address identified needs.
To conduct grants funded through the Texas Education Agency’s TEASE/TEAL grant
application system, Moulton I.S.D. will submit the Applicant Designation Certification (ADC) form
for applicable grant and an SAS application to TEA for approval before obligating or expending
any funds. TEA may periodically issue written guidelines concerning the management of grants
approved in these applications or clarifying previously issued grant guidelines. Any guidance
issued after the initial approval of the application will be applied to the management of the
grants.
Moulton I.S.D. will comply with all submission and reporting timelines established in the SAS
Provisions and Assurances. In general, Moulton I.S.D. will also comply with all applicable
appendices and detailed requirements provided in the Provisions and Assurances, as published
at the time Moulton I.S.D. certifies and submits the grant applications.
Additional grant management procedures are outlined in the subsequent section of this manual.

Submissions and Timelines
The Superintendent and/or Designee will certify and submit the application and subsequent
amendments. Moulton I.S.D. will submit amendments to the approved application in
accordance with the instructions for submitting amendments. All amendments must be
submitted to the TEA. The last day to submit an amendment to TEA is 90 days prior to the
ending date of respective grants or as published by TEA.

Project Period
The project periods are published for each grant fund source. The district will submit the
application no later than the deadline published by TEA for each program year. All obligations of
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funds for activities and services conducted shall occur within the project period begin and end
dates. All goods must be received and all services must be provided or delivered by the ending
date of the grant.

General Program Requirements
Moulton I.S.D. will ensure that all program requirements outlined in the grant Provisions and
Assurances are conducted at the LEA and campus levels, as applicable. These activities will be
conducted in a timely manner to ensure that all stakeholders and the program are positively
impacted within the program/fiscal year. The program contacts are responsible for overall
management and accountability of all programs and services, including fiscal and program
requirements. Fiscal requirements are conducted in conjunction with the business, finance and
payroll departments. Periodic LEA coordination meetings will occur to ensure that all central
office departments clearly understand, apply, report, and document grant activities.

Allowable Use of Funds
All expenditures must be documented in the Comprehensive Needs Assessment as identified
needs using multiple sources of data and stated in the Moulton I.S.D. or Campus Improvement
Plans, depending on how the expenditure will be coded. Program coordination will occur in the
planning and implementation phases of the grant activities to ensure that duplication of effort is
minimized.
To be allowable to be charged to a grant, costs must meet the following criteria:
▪ Be reasonable for the performance of the grant and be allocable under the applicable cost
principles;
▪ Conform to limitations or exclusions set forth in applicable cost principles or the grant
agreement as to types or amount of costs;
▪ Be consistent with policies and procedures that apply uniformly to federally or state-funded
activities and activities funded from other sources;
▪ Be accorded consistent treatment among all grant programs, regardless of funding source;
▪ Be determined in accordance with Generally Acceptable Accounting Principles (GAAP);
▪ Not be included as a cost or used to meet cost-sharing or matching requirements of any
other federally or state-funded program in the current or a prior period; and
▪ Not be used for lease-purchases (i.e., debt service) if for discretionary grants.
The following guidelines apply to allocable costs:
▪ A cost is allocable to a particular grant in accordance with the relative benefits received if it
is treated consistently with other costs incurred for the same purposes in like circumstances
and if it meets the following:
• Is incurred specifically for the grant
• Benefits both the grant and other work and can be distributed in reasonable proportion to the
benefits received
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▪

Any cost allocable to a particular grant or other cost objective may not be shifted to other
federal awards (or state awards, if state-funded) to overcome funding deficiencies or to
avoid restrictions imposed by law or by the terms of the grant award.
These funds must be expended for programs, activities, and strategies that are scientifically
based on research and meet needs (identified in the district and campus comprehensive
needs assessment process) and are addressed in the LEA and campus improvement
plan(s), accordingly.
Staff must be able to respond appropriately to and maintain documentation for each of the
following questions to determine whether an expenditure would be allowable:
1. How is the program, activity, or strategy reasonable and necessary to carry out the intent and
purpose of the program?
2. How does the program, activity, or strategy address a need previously identified in the
campus comprehensive needs assessment?
3. How is the program, activity, or strategy to be funded described in the campus or district
improvement plan before the decision of whether to pay the expenditure from Title I, Part A,
funds?
4. How will the program, activity, or strategy be evaluated to measure a positive impact on
student achievement?
5. If for a schoolwide campus, how will the program, activity, or strategy upgrade the entire
educational program on the campus?
6. How is the program, activity, or strategy supplemental to other non-Federal programs?

Obligation of Funds
The following guidelines apply to obligation of funds:
▪
All encumbrances, expenditures, and obligations of funds for grants must occur on or
after the effective date of the application (the date the application was received in the
appropriate TEA division, or the first day of the grant availability period, whichever is later) and
within the grant beginning and ending dates listed on the Notice of Grant Award (NOGA).
▪
The terms encumbrance, accounts payable, and expenditure, as with all other project
accounting terms, are used here as defined in the TEA’s Financial Accounting System
Resource Guide (FASRG).
▪
All obligations of grant funds must occur between the beginning date and ending date of
the grant, as stated on the NOGA. Grant funds may not be obligated before the starting date of
the grant.
▪
An obligation occurs depending upon the expenditure, as follows:
• Services by an employee: When the services are performed by the employee
• Services by a contractor: The date of a binding written commitment, such as a contract or
other written agreement, to obtain services from the contractor
• Utility services: When the services are received
• Travel: When the travel is actually taken
191

• Rental or lease of property: When the property is actually used or occupied
• Real or personal property (including purchase of supplies and equipment): The date of a
binding written commitment, such as a purchase order, invoice, or receipt, to acquire
the property.
▪
All goods must be received and all services must be rendered between the beginning
and ending dates of the project as specified in the “Project Period” of the Program Guidelines.
▪
All services must be rendered between the beginning and ending dates of the grant.
▪
All travel must occur on or before the ending date of the grant.
▪
All materials and equipment must be delivered before the ending date of the grant and
must be
ordered and delivered in time to substantially benefit the current grant period and
in no case
after the ending date of the grant. Note: In most instances, goods or services
delivered near the
end of the grant period are viewed by TEA as not necessary to
accomplish the objectives of the
current grant program and TEA or an auditor may disallow
the expenditures.
▪
Purchases of supplies, materials, and miscellaneous operating costs must conform to all
applicable Federal and Grant Funds regulations.
▪
Reimbursements to individuals purchasing items with grant funds are discouraged.
The District recommends the use of a purchase order for all expenditures. If personal
reimbursement cannot be avoided, the federal funds budget facilitator will enter a
payment
request. The payment must conform to all grant and District guidelines. Original
detailed
receipts are required.
•
Petty cash disbursements cannot be used to acquire Federal Grants goods or services.
Payments must be through the District Accounts Payable processes.

ESEA Title I, Part A
The LEA will follow the Title I, Part A Campus Allocation Rules as noted in ESEA statute:
1. The LEA must rank its campuses according to the percentage (not number) of students from
low-income families.
2. If Title I, Part A funds are insufficient to serve all eligible campuses, the LEA must, without
regard to grade span, serve in rank order those campuses that exceed 75 percent poverty. If
Title I, Part A funds remain after serving all campuses exceeding 75 percent poverty, the LEA
shall:
•
Rank the remaining eligible campuses either by grade span or by LEA as a whole; and
•
b) Serve these campuses in rank order, either within the selected grade span grouping
or within the LEA as a whole.
3. The same district wide poverty average must be used if the LEA chooses to continue with the
district wide ranking. In other words, the LEA cannot use one set of poverty data to fund some
campuses and another set for other campuses.
4. For ranking by grade span groupings, the LEA may use (1) the district-wide poverty average
or (2) the district-wide grade span poverty averages for the relevant grade span grouping.
5. If an LEA has no school attendance areas above 75% poverty, the LEA may rank districtwide
or by grade span groupings, meaning elementary, middle and high school groupings.
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6. An LEA’s organization of its schools defines its grade span groupings. For example, if an LEA
has elementary schools serving all elementary grades, middle schools, and high schools, the
grade span groupings would be grades K-5, 6-8 and 9-12. To the extent an LEA has schools
that overlap grade spans (e.g., K-5, K-8, 6-8), the LEA should include a school in the grade
span in which it is most appropriate.
7. Moulton I.S.D. is not required to allocate the same per-child amount to each campus;
however, the LEA must not allocate a greater per-child amount to a campus with a lower
poverty rate than it allocates to campuses with higher poverty rates.
Poverty data will be collected using free and reduced lunch data. PEIMS data will be used to
complete the SC5000 program schedule of the application and will be documented as auditable
data.
Moulton I.S.D. will operate Title I, Part A school wide program models. All campus improvement
plans will include the Title I, Part A Components as identified in statute.
Moulton I.S.D. will retain all Allocation Spreadsheets for TEA planning amounts, maximum
entitlements and reallocation of funds, if applicable.

IDEA-B Formula/IDEA-B Formula Deaf
Moulton I.S.D. ensures that the following IDEA grant requirements are met, as appropriate:
1.
Federal regulations stipulate that each program must demonstrate that it meets the
excess cost requirements of IDEA-B. The excess cost requirement prevents an LEA from using
funds provided under Part B of the act to pay for all the costs directly attributable to the
education of a child with a disability. An LEA meets the excess cost requirement if it has spent
at least a minimum average amount for the education of its children with disabilities before
funds under Part B of the act are used (34 CFR §300.202).
2.
IDEA-B funds must be used to supplement and in no case to supplant the level of State
and local funds expended for the education of students with disabilities.
3.
Priorities for these funds are based on local needs.
4.
The applicant agency is responsible for setting aside 25% of its tentative IDEA-B
Formula base entitlement for residential placement costs. The 25% set-aside is applied to both
related services and residential (room, board, and other daily care) costs. If the applicant
agency fails to set aside the necessary 25%, it guarantees an equivalent amount of state and/or
local funds to meet residential placement costs that may occur (19 Texas Administrative Code
[TAC] 89.61[b][2][B]).

IDEA-B Preschool/IDEA-B Preschool Deaf
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Moulton I.S.D. ensures that the following IDEA Preschool grant requirements are met, as
appropriate:
1.
Federal regulations stipulate that each program must demonstrate that it meets the
excess cost requirements of IDEA-B. The excess cost requirement prevents an LEA from using
funds provided under Part B of the act to pay for all the costs directly attributable to the
education of a child with a disability. An LEA meets the excess cost requirement if it has spent
at least a minimum average amount for the education of its children with disabilities before
funds under Part B of the act are used (34 CFR §300.202).
2. IDEA-B Preschool/IDEA-B Preschool Deaf funds must be used to supplement and in no
case to supplant the level of state and local funds expended for the education of students ages
3–5 with disabilities. Explore all available fund sources before making a decision to expend
IDEA-B funds.
3. These funds may not be used to provide any services to students before their third birthday.
However, pre-assessments may be funded with IDEA-B Formula or IDEA-B Formula Deaf
funds.
4. The priority for these funds is to provide all students with disabilities ages 3–5 with a
comprehensive program that meets their individual needs. These funds allow an applicant
agency to expand and extend services already available to these students.
5. Funding is limited to eligible children birth through two years of age who have a hearing
impairment that severely impairs the processing of linguistic information through hearing, with or
without amplification, and adversely affects educational performance. Funds may be used for
direct services for eligible children and their families that are not otherwise provided from other
public or private sources, and for expanding and improving upon services for eligible children
and their families that are otherwise available, consistent with 34 CFR §303.527.
6. To the maximum extent appropriate, early intervention services are provided in natural
environments. Natural environments are settings that are natural or normal for the child’s age
peers who have no disabilities (34 CFR §303.18). The provision of early intervention services in
a setting other than a natural environment may occur only if early intervention cannot be
achieved satisfactorily for the infant or toddler in a natural environment (34 CFR §303.167).
7. The priority for the use of these funds is to provide technical assistance to programs serving
deaf-blind students.
8. These funds may be used to support projects to build the capacity of LEAs, parents, and
professionals to improve outcomes for children and young adults who are deaf-blind and their
families by providing technical assistance, information, and training on early intervention, special
education, related services, and transitional services. Funds may be used to compile the DeafBlind census or to provide technical assistance and other indirect services to programs,
agencies, and organizations serving deaf-blind students. These funds may not be used for
direct early intervention, special education, or related services provided under Parts B and C of
IDEA (Section 661 and CFDA 84.326C).

State Deaf
Funding is limited to eligible students birth through 21 years of age who have a hearing
impairment that severely impairs the processing of linguistic information through hearing, with or
without amplification, and adversely affects educational performance (TAC 89.1080).
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SSVI
The TSBVI may expend these funds for statewide outreach services to students in local district
programs. SSVI funds may be used only for special services uniquely required by the nature of
the students’ disabilities and may not be used in lieu of educational funds otherwise available
(TEC 30.002[g]).

IDEA Funds and Schoolwide Programs
IDEA permits an LEA to carry out a schoolwide program under Title I of the ESEA (34 CFR
§300.206).
The amount of IDEA-B funds used in any schoolwide program may not exceed the following:
The IDEA-B amount received by the LEA for that fiscal year divided by the number of children
with disabilities in the jurisdiction of the LEA; and multiplied by the number of children with
disabilities participating in the schoolwide program.
IDEA-B funds used in the schoolwide program must be considered as Federal Part B funds for
the purposes of Excess Cost calculations.
Although IDEA-B funds will be used with the flexibility permitted for schoolwide programs, all
other IDEA-B requirements, except as provided in paragraph (b) of 34 CFR §300.206, must be
met, including both of the following:
1.Children with disabilities in schoolwide program schools must receive services in accordance
with a properly developed IEP.
2.Children with disabilities in schoolwide program schools must be afforded all the rights and
services guaranteed to children with disabilities under the Act.
IDEA-B funds may be combined in a Title I schoolwide campus budget, but the amount that may
be combined is restricted to the proportion of funding for students with disabilities attending the
schoolwide campus. If an applicant agency commits IDEA-B Formula funds to schoolwide
programs, a narrative description must be included in Part 12: Schoolwide Programs of the
Program Budget (BS6006).

Travel Cost
Moulton I.S.D. will ensure that amounts authorized for maximum recovery for travel and
per diem costs against any state or federal funding source are restricted to those
amounts which are approved in the State of Texas appropriations bill in effect for the
particular funding period. Any amount over this limit must come from local funding
sources. Moulton I.S.D. must recover funds at a lesser rate if local policy amounts are
less than the maximum allowed by the state. Out-of-state travel may not exceed the
federal government rate for the locale. Travel allowances are not allowable costs.
Documentation for travel must be submitted according to local policy to validate that the
travel costs are related to activities allowed for the fund source and meet the guidelines
specified in the Office of Management and Budget (OMB) Circular. Additional travel
documentation, i.e., receipts, must be maintained according to local policy.
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Time and Effort Record Keeping
Multiple Cost Objectives:
For those personnel whose salaries are prorated between or among different funding
sources, Time and Effort Records/Personnel Activity Reports (PARs) will be maintained
by the Moulton I.S.D. that will confirm the services provided within each funding source.
The Moulton I.S.D. will adjust payroll records and expenditures based on this
documentation at least every 90 days to reconcile actual costs to budgeted costs. This
requirement applies to all projects, regardless of funding source, unless otherwise
specified. For federally funded projects, time and effort records must be in accordance
with the requirements in the applicable OMB cost principles. Supervisor’s will verify,
sign, and submit employee-signed reports to the federal programs office by the 5th of
each month.
If the LEA chooses the option to use the Substitute System for Time and Effort
Reporting, as approved by TEA, employees with predetermined schedules that are
consistent from week to week, submit the Employee Schedule and Certification form at
least semi-annually. Signed forms are due to the federal programs office by January 15th
and June 15th (campus level staff) or August 31st (central office staff). The Moulton I.S.D.
will adjust payroll records and expenditures at least every 90 days to reconcile actual
costs to budgeted costs.
Single Cost Objective:
Semi-Annual Certification forms will be completed by all personnel whose salary paid
from federal funds is charged 100% to a single cost objective. Signed forms are due to
the federal programs office by January 15th and June 15th (campus level staff) or August
31st (central office staff).

Extra Duty Supplemental Agreements
All staff with supplemental duties will complete and submit an Extra Duty Supplemental
Agreement form prior to conducting business using federal funds. All forms are due to the
federal program office 10 days after signatures are obtained.

Subcontracting
Moulton I.S.D. shall not assign or subcontract any of its rights or responsibilities under the grant
contracts/agreements, except as may be otherwise provided for in the approved grant
applications, without prior formal written amendment to this contract properly executed by both
the TEA and Moulton I.S.D.
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Use of Consultants
Notwithstanding any other provision of grant applications, Moulton I.S.D. shall not use or pay
any consultant in the conduct of these applications, if the services to be rendered by any such
consultant can be provided by Moulton I.S.D. employees. All consultant agreements shall follow
the policies and procedures established by the Moulton I.S.D. contract and consultant
procedures.

Capital Outlay
If Moulton I.S.D. purchases capital outlay (furniture and/or equipment) to accomplish the
objective(s) of the grant project, the title will remain with Moulton I.S.D. for the period of the
contract. The TEA reserves the right to transfer capital outlay items for contract noncompliance
during the contract period or as needed after the ending date of the contract. This provision
applies to any and all furniture and/or equipment regardless of unit price and the item’s
classification in Moulton I.S.D. accounting record. All capital outlay expenditures shall follow the
policies and procedures established by Moulton I.S.D. business operations.

Expenditure Coding: Object
Moulton I.S.D. expenditures should be classified by the major object classes according to the
types of items purchased or services obtained. An expenditure identifies the nature and object
of an account, or a transaction. The school district’s accounting records are to reflect
expenditures at the most detail level, as depicted in the chart of accounts (4 digits) for
accounting and Public Education Information Management System (PEIMS) reporting (actual
data) purposes. The major expenditure areas are:
61XX - PAYROLL COSTS
This major classification includes the gross salaries or wages and benefit costs for employee
services. An employee is paid a salary or wage. The school district acts in a supervisory
capacity over an employee and furnishes a working area and usually the equipment and
materials necessary for the completion or performance of a task or service.
Although an employee may work with more than one supervisor subsequent to, during, or after
the normal employment period of hours, if the services or tasks performed are at the general
direction of the school district, the amount paid to that employee is considered a payroll cost.
6112 Salaries or Wages for Substitute Teachers
This code is used to classify the gross salary and wage expenditures for substitute teachers and
may be used with Function 11 (Instruction) and Function 13 (Curriculum Development and
Instructional Staff Development).
6118 Stipends - Professional
This code is used to classify wages not defined elsewhere at the option of the school district.
6119 Salaries or Wages - Teachers and Other Professional Personnel
This code is used to classify the gross salary and wage expenditures for teachers and other
professional personnel. This includes:
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- Gross salary and wage expenditures
- Wages paid to employees for performing duties beyond the normal working day
- Amounts above the school district’s standard pay for additional certification requirements, such
as a Bilingual teacher.
6121 Extra Duty/Overtime - Support Personnel
This code is used to classify wages paid to support personnel for performing duties beyond the
normal working day or for amounts above the school district’s standard pay for additional
qualifications.
6126 Part-Time/Temporary
This code is used to classify wages paid to part-time or temporary employees.
6129 Salaries or Wages for Support Personnel
This code is used to classify salaries or wages for support personnel such as paraprofessional
and support staff.
6141 Social Security/Medicare
This code is used to classify expenditures required to provide employee benefits under the
Federal Social Security program. This excludes employee contributions.
6142 Group Health and Life Insurance
This code is used to classify expenditures made to provide personnel with group health and life
insurance benefits. This excludes employee contributions but includes benefit amounts
transferred to an Internal Service Fund.
6143 Workers’ Compensation
This code is used to classify expenditures made to provide personnel with workers’
compensation benefits. This includes benefit amounts transferred to an Internal Service Fund.
There are no employee contributions.
6146 Teacher Retirement/ TRS Care
This code is used to classify expenditures made from local, state and federal program funds
and/or private grants to pay state matching of teacher retirement on the above state minimum
contribution or the required matching amount from federal funds. Also included in this account is
any employer contribution for the retired teachers’ health insurance plan.
6148 Employee Benefits
This code is used to classify expenditures made to provide personnel with other employee
benefits not detailed above. This excludes employee contributions but includes any benefit
amounts transferred to an Internal Service Fund.
62XX Expenditures
6219 Professional Services
This code is used to classify expenditures for professional services rendered by personnel who
are not on the payroll of the school district. This includes all related expenditures covered by a
professional services contract, if the contracted service is not detailed above.
6239 Education Service Center Services
This code is used to classify all contracted services provided by the education service center.
Included in this account are:
- Data Processing services
- Media services
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-Staff Development
-Contracted Services
[List others here.]
6249 Contracted Maintenance and Repair
This code is used to classify expenditures for normal contracted maintenance and repair of
items. This includes expenditures for normal upkeep, repair and restoration of equipment when
the repairs are provided by an outside individual or firm.
6269 Rental Services
This code is used to classify expenditures for rentals such as equipment or facilities rental.
6299 Miscellaneous Contracted Services
This code is used to classify expenditures for miscellaneous contracted services not specified
elsewhere.
63XX Expenditures
6321 Textbooks
This code is used to classify expenditures for textbooks purchased by the school district and
furnished to students, certain classes or grades. This does not include the cost of state-adopted
textbooks.
6329 Reading Materials
This code is used to classify expenditures for magazine subscriptions, newspaper subscriptions,
reference books, and other reading materials that are placed in the classroom, office, or
libraries. Also included are reference books and other reading materials placed in a classroom
or office that are not catalogued and controlled by the library. Additionally, this code also
includes library books and media that do not meet the capitalization criteria of the school and
have a per unit value of less than $5,000 and/or a useful life of one year or less.
6339 Testing Materials
This code is used to classify expenditures for testing materials including test booklets.
6395 Computer Equipment & Supplies
This code is used to classify expenditures for those fixed assets that are technology-based.
6396 AV/Photo Equipment & Supplies
This code is used to classify expenditures for those fixed assets that are AV or photo based.
6397 Furniture & Equipment
This code is used to classify expenditures for those fixed assets that have a per unit cost of
$100 to $4,999.
6399 General Supplies
This code is used to classify expenditures for those items of relatively low cost (even though
used in large quantities) necessary for the instruction process.
64XX Expenditures
6411 Travel and Substance - Employee Only
This code is used to classify the cost of transportation, meals, room, and other expenses
associated with traveling on official school business. Travel expenses must conform to IRS and
OMB Circular A-133 regulations. Any travel reimbursed from state funds and federal funds that
199

are received from the Texas Education Agency must comply with the General Appropriations
Act. Excess costs due to compliance deviations must be paid from local funds. The cost of
employee travel also includes any registration fees associated with attending conferences,
including seminars, in-service training, etc. Membership dues are classified in account 6495.
6419 Travel and Subsistence-Other
This code is used to classify the cost of transportation, meals, room and other expenses
associated with traveling on official school business not specified elsewhere. This includes
expenditures for the following groups: Travel for individuals not employed by the school district.
This includes travel expenses incurred while traveling to school district authorized activities,
including transportation expenditures paid to 1) parents, 2) board members, and 3) individuals
not employed by the paying agency for allowances related to and/or for participation in
organizational controlled or directed activities. Registration fees associated with attending
conferences, including seminars, in-service training, etc., for these individuals are also classified
in this account. Travel expenses must conform to IRS and OMB Circular A-133 regulations and
any travel reimbursed from state funds and federal funds that are received from the TEA.
Excess costs due to compliance deviations must be paid from local funds.
6494 Reclassified Transportation Expenditures
This code is used to classify expenditures for transportation costs other than those incurred for
the purpose of transporting students to and from school. Expenditures from various expenditure
object codes for salaries, fuel, etc. in Function 34 (Student Transportation) should be
reclassified to this expenditure object code with the appropriate function assigned. Examples of
such costs include those associated with field trips (Function 11) and cocurricular/extracurricular activities (Function 36). Identification of the costs of transporting
students for any purpose other than to and from school is required under Section 34.010, TEC.
6495 Dues
This code is used to classify expenditures associated with dues paid to clubs, committees, or
other organizations. Examples of organizations are TASA, TASP, TASB, Lions Club, Rotary
Club, local chambers of commerce and other associations. This does not include any
registration fees associated with attending conferences or seminars, which are coded to
account 6411.
6499 Miscellaneous Operating Costs
This code is used to classify expenditures for all other operating costs not mentioned above.
66XX Expenditures
6630 Technology Equipment and Software
This code is used to classify expenditures for all equipment and capital outlay items that are
technology based having a per-unit cost of $5,000 or more and a useful life of more than one
year not classified elsewhere. Included in this code are items such as software, servers,
mainframes and telecommunication systems.
6639 Furniture, Equipment and Software
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This code is used to classify expenditures for all equipment, furniture, technology equipment
and capital outlay items having a per-unit cost of $5,000 or more and a useful life of more than
one year not classified elsewhere. Included in this code are items such as filing systems, audio
equipment, high-capacity copy machines, kitchen equipment, playground equipment, telephone
systems, mainframes, telecommunication systems, and site licenses if more than $5,000.

Fixed Assets
Items meeting the criteria of a fixed asset above must be tagged with a District asset tag.
Tagging, reporting, and controlling the asset will follow the guidelines established in District
Policy. Asset lists are maintained by [department].
This guidance refers to capitalization of cost with items purchased with Federal and Grant
Funds. As a general rule this refers to equipment or software that exceeds $5000 and has a
shelf life of more than 12 months.

Federal Rules, Laws, and Regulations That Apply to All Federal Programs
Moulton I.S.D. shall be subject to and shall abide by all federal laws, rules, and
regulations pertaining to the contract project.

Gun-Free Schools Act
Moulton I.S.D. assures that it is in compliance with Section 37.007(e) of the Texas Education
Code, which requires expulsion of a student who brings to school or possesses at school a
firearm as defined by 18 United States code (U.S.C.) Section 2891 (pursuant to the
requirements in P. L. 107-110, Section 4141(d)(1)). In addition, Moulton I.S.D. certifies that it
has a policy requiring referral to the criminal justice or juvenile delinquency system of any
student who brings a firearm or weapon to school. [P. L. 107-110, Section 4141(h)(1)].

Student Records Transfer
Moulton I.S.D. shall ensure that a student’s records, and if applicable, a student’s individualized
education program as defined in section 602(11) of the Individuals with Disabilities Education
Act, are transferred to a charter school upon the transfer of the student to the charter school and
to another public school upon the transfer of the student from a charter school to another public
school, in accordance with applicable state law (P. L. 107-110, section 5208).

Consolidation of Administrative Funds
Moulton I.S.D. [will] [will not] consolidate administrative funds in the federal applications.
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General Prohibitions
None of the funds authorized under the these grant applications shall be used to develop or
distribute materials, or operate programs or courses of instruction directed at youth, that are
designed to promote or encourage sexual activity, whether homosexual or heterosexual; to
distribute or to aid in the distribution by any organization of legally obscene materials to minors
on school grounds; to provide sex education or HIV-prevention education in schools unless that
instruction is age appropriate and includes the health benefits of abstinence; or to operate a
program of contraceptive distribution in schools. [P. L. 107-110, section 9526].

Unsafe School Choice Option
Moulton I.S.D. certifies that it has established and implemented a policy requiring that a student
attending a persistently dangerous public elementary school or secondary school, as
determined by TEA, or who becomes a victim of a violent criminal offense while in or on the
grounds of a public elementary or secondary school that the student attends, be allowed to
attend a safe public elementary or secondary school within the local educational agency,
including a public charter school. [P. L. 107-110, section 9532].

Civil Rights
Nothing in the Federal statutes and grant activities shall be construed to permit discrimination
on the basis of race, color, religion, sex (except as otherwise permitted under Title IX of the
Education Amendments of 1972), national origin, or disability in any program funded under the
these grant applications.

Education of Homeless Children and Youths
Moulton I.S.D. assures the following:
a. Each child of a homeless individual and each homeless youth shall have equal access to the
same free, appropriate public education, including a public preschool education, as provided to
other children and youth.
b. Homeless children and youth are afforded the same free, appropriate public education as
provided to other children and youth.
c. It will review and undertake steps to revise any laws, regulations, practices, or policies that
may act as a barrier to the enrollment, attendance, or success in school of homeless children
and youth.
d. It will not separate students from mainstream school environment on basis of homelessness
alone.
e. Homeless children and youth have access to the education and other services they need to in
order to meet the same challenging State student academic achievement standards to which all
students are held.

ESEA Performance Goals, Indicators, and Performance Reporting
Moulton I.S.D. assures it has adopted the five performance goals and related performance
indicators established by the U. S. Department of Education and as submitted in Texas
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Consolidated State Application for Funds Under the No Child Left Behind Act. Moulton I.S.D.
assures it will develop and implement procedures for collecting data related to performance
indicators where such data is not already collected through Academic Excellence Indicator
System (AEIS) or the Public Education Information.
All compliance reports and other relevant reporting data will be submitted to TEA per
established timelines and requirements as disseminated through TEA.

Transfer of School Disciplinary Records
Moulton I.S.D. assures it has a procedure in place to transfer disciplinary records, with respect
to a suspension or expulsion, to any private or public elementary school or secondary school for
any student who is enrolled or seeks, intends, or is instructed to enroll, on a full- or part-time
basis, in the school. This requirement shall not apply to any disciplinary records with respect to
a suspension or expulsion that are transferred from a private, parochial or other nonpublic
school.

Complaints Procedures
Moulton I.S.D. assures that it will disseminate, free of charge, adequate information about the
complaint procedures to parents of students, and appropriate private school officials or
representatives.

Expenditure Reports
All expenditure reports will be submitted by the Moulton I.S.D. business office accordingly to the
timelines and expectations established by TEA.

Cash Management
Moulton I.S.D. will not have more cash on hand than is necessary to meet three days’ cash
needs. Therefore, Moulton I.S.D. will request only that amount that will be paid out within three
business days once the payment is received from TEA. The district may request payment only
for obligations incurred during the grant period.

Supplement Not Supplant
Funds for these programs must be used to supplement (increase the level of services) and not
supplant (replace) funds from non-Federal sources. Any program activity required by State law,
State Board of Education (SBOE) rules, or local board policy may not be paid with these funds.
State or local funds may not be decreased or diverted for other uses merely because of the
availability of these funds. Moulton I.S.D. must maintain documentation that clearly
demonstrates the supplementary nature of these funds.
Under IDEA, section 613(a)(2)(A)(ii) (34 CFR §300.202[a][3]) (supplement/not supplant), Part B
funds must be used to supplement state, local, and other Federal funds and not to supplant
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those funds. If the LEA maintains (or exceeds) its level of local—or state and local—
expenditures for special education and related services from year to year, either in total or per
capita, then the Part B funds are, in fact, supplementing those local—or state and local—
expenditures, and the LEA has met its maintenance of effort (MOE) and supplement/not
supplant requirements.
This procedure on supplement not supplant pertains to costs for special education and related
services. The excess cost requirement of 34 CFR §300.202(b)(1) stipulates that Part B funds
must not be used to pay all of the costs directly attributable to the education of a child with a
disability. Cost items that are used by all students should not be funded with Part B funds. For
example, routine classroom furniture and equipment may not be funded with Part B funds.
Adapted furniture and equipment are allowable items with Part B funds. Software curriculum
that is used by all students should not be funded with Part B funds. Only supplemental software
required by students with disabilities is allowable with Part B funds. However, services and aids
that benefit students with disabilities may also benefit nondisabled students. Part B funds may
be used for the costs of special education and related services, and supplementary aids and
services, provided in a regular classroom or other education-related setting to a child with a
disability in accordance with the Individualized Education Program (IEP) of the child, even if one
or more nondisabled children benefit from these services (34 CFR §300.208[a][1]).

According to 34 CFR §300.202(b)(2)(i), an LEA meets the excess cost requirement if it has
spent at least a minimum average amount for the education of its children with disabilities
before funds under Part B of the Act are used. An Excess Cost Calculator tool has been
developed by TEA for use by the LEA. The calculation must be completed annually by the LEA
based on previous year expenditures as soon as possible after submission of the final
expenditure report. The calculation and supporting documentation must be maintained by the
LEA and made available to auditors.
For practical purposes, the LEA may expend IDEA-B funds simultaneously with state, local, and
other federal funds, provided that the minimum average amount per student is expended by the
end of the school year with funds other than IDEA-B funds.
Any item that is used by all students cannot be split-funded with IDEA-B funds. The fund source
used for general education students must be used for the entire cost of the item. IDEA-B funds
may only be used for items that are supplemental to those used by all students and/or address
the unique needs of
Moulton I.S.D. [include if appropriate] operates all Schoolwide programs. Therefore, Title I, Part
A, funds may be used only to supplement the amount of funds available from non-federal
sources for the campuses, including funds to provide services that are required by law for
children with disabilities and children with limited English proficiency.
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Fiscal Requirements
For an applicant to be eligible for a state or federal discretionary grant awarded by TEA
(competitive or noncompetitive), the audit reports must materially conform to the requirements
promulgated by the following, as applicable:
▪
Generally accepted accounting principles (GAAP)
▪
Generally accepted auditing standards (GAAS)
▪
Generally accepted government auditing standards (GAGAS)
▪
The Financial Accountability System Resource Guide (for ISDs, open-enrollment charter
holders, and education service centers [ESCs])
▪
Office of Management and Budget (OMB) Circular No. A-133 Single Audit (required for
entities that expended more than $500,000 total in federal funds in the fiscal year).
Fiscal control and accounting procedures must permit the tracing of funds to a level of
expenditure adequate to establish that funds have been used in accordance with the approved
grant application. The applicant must maintain effective control over and accountability for all
funds, property, and other assets. The district will use the accounting code structure established
by TEA to:
▪
Accommodate the minimum 15-digit account code mandated by the FASRG
▪
Generate information needed for Public Education Information Management System
(PEIMS) reporting
▪
Ensure adequate accountability of state and federal funds
The district will submit all fiscal reports by the timelines established by TEA.
The district will ensure that Maintenance of Effort and Title I, Part A Comparability Requirements
are met and documented.

Use of Funds/Reasonable and Necessary Costs
Pursuant to the Uniform Grants Management Standard (UGMS) adopted by the Governor’s
Office,
TEA applies the federal cost principles to both state and federal grants. Funds requested must
be only for those items that are reasonable and necessary for accomplishing the objectives of
the program and for implementing activities as described in the application. All costs must be
budgeted in the approved application to be eligible to be charged to the grant.

Equitable Access and Participation
Moulton I.S.D. will report on equitable access and participation to apply for grant programs, as
required, in the funding application schedules.

Private Nonprofit Schools
To the extent consistent with the number of eligible children identified under Title I, Part A,
Section 1115(b) of [LEA’s name] organization’s school attendance area who are enrolled in
private elementary schools and secondary schools, Moulton I.S.D. will conduct timely and
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meaningful consultation with appropriate private school officials. After this consultation, Moulton
I.S.D. will provide these children equitable access to special educational services or other
benefits that address their needs, and ensure that teachers and families of the children
participate, on an equitable basis, in services and activities. Such educational services or other
benefits, including materials and equipment, must be secular, neutral, and non-ideological.

Equitable Services
Educational services and other benefits for such private school children must be equitable in
comparison to services and other benefits for participating public school children and must be
provided in a timely manner. Expenditures for educational services and other benefits to eligible
private school children must be equal to the proportion of funds allocated to participating school
attendance areas based on the number of children from low-income families who attend private
schools, which is determined every two years.

Consultation
To ensure timely and meaningful consultation, Moulton I.S.D. must consult with appropriate
private school officials during the design and development of programs as noted in below:
▪
how the children’s needs will be identified
▪
what services will be offered
▪
how, where, and by whom the services will be provided
▪
how the services will be academically assessed, and how the results of that assessment
will be used to improve those services
▪
what size and scope of the equitable services are to be provided to the eligible private
school children, and what proportion of funds allocated under subsection (a)(4) for such
services
▪
what method or sources of data are to be used under subsection (c) and section
1113(c)(1) to determine the number of children from low-income families in participating school
attendance areas who attend private schools
▪
how and when you will make decisions about the delivery of services to such children,
including a thorough consideration and analysis of the views of the private school officials on the
provision of services through a contract with potential third-party providers
▪
how, if you disagree with the views of the private school officials on the provision of
services through a contract, you will provide in writing to private school officials an analysis of
the reasons why the you have chosen not to use a contractor
▪
how the LEA will ensure that any services provided through a third-party provider will
meet the program requirements, including having a written, signed contract or agreement with
the provider in which services are described in sufficient detail - including the separation of
administrative and program costs - to determine that statutory requirements of the program will
be met.
Such consultation must include meetings of Moulton I.S.D. and private school officials and must
occur before the district makes any decision that affects the opportunities of eligible private
school children to participate in programs under this part. Such meetings must continue
throughout implementation and assessment of services provided under this section. Such
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consultation must include a discussion of service delivery mechanisms you can use to provide
equitable services to eligible private school children.

Private Nonprofit School Calculation of Fair Share
Expenditure of funds made by Moulton I.S.D. for private nonprofit school children and teachers
must be equal on a per-pupil basis to the amount of funds expended for participating public
school children and teachers, taking into account the number and educational needs of those
children and their teachers. When federal funds to which the Private Nonprofit School provision
applies are used by Moulton I.S.D. to concentrate projects on a particular group, attendance
area, grade, or age level, children in private nonprofit schools who are included within the group,
attendance area, grade, or age level selected for the same concentration must be assured
equitable participation in the purposes and benefits of such programs and projects.
Before determining equal expenditures, Moulton I.S.D. must pay for the reasonable and
necessary administrative costs of providing services to children attending public and private
nonprofit schools and to their teachers from the Moulton I.S.D. total allocation. The fair share
amount of expenditures is calculated by adding the number of public school students
participating in grant activities and the number of students enrolled in participating private
nonprofit schools. If Moulton I.S.D. asserts that, during the course of the grant program, every
public school child has the potential to participate, then the total enrollment of participating
public schools may be counted. The total amount available is divided by the summed students
in public and private nonprofit schools to calculate a per-pupil amount. Multiply the per pupil
amount by the number of students enrolled in the participating private nonprofit schools. This
amount must be offered for the benefit of the participating private nonprofit schools as the “fair
share” amount.
Documentation Moulton I.S.D. will maintain records and provide to the TEA, by the designated
deadline, a written affirmation signed by officials of each participating private school that the
consultation required by this section has occurred. If such officials do not provide affirmation
within a reasonable period of time, you must forward the documentation that such consultation
has taken place to TEA.

Prohibition of Text Messaging and Emailing While Driving During
Official Federal Grant Business
Personnel funded from federal grants and their subcontractors and sub-grantees are prohibited
from text messaging while driving an organization-owned vehicle, or while driving their own
privately owned vehicle during official grant business, or from using organization-supplied
electronic equipment to text message or email while driving.
Recipients must comply with these conditions under Executive Order 13513, “Federal
Leadership On
Reducing Text Messaging While Driving,” October 1, 2009 (pursuant to provisions attached to
federal grants funded by the US Department of Education).
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Records Retention
Moulton I.S.D. will comply with all federal guidelines regarding retention of grant records and will
retain all records a minimum of five years from the date the LEA submits its final expenditure
report. In the case of real property or equipment purchased with federal funds, the retention
period starts from the date of the disposition or replacement or transfer of the property or
equipment. If federal guidelines require a longer period, Moulton I.S.D. will defer to federal
guidelines.
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