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PURCHASING OVERVIEW 
 
A major management process supporting financial accountability in Texas public school is the purchasing 
function. Purchasing has several links to overall accountability initiatives, which include the following: 

 
 Strategic Link. The overall mission of purchasing is to use available fiscal resources to obtain 

the maximum product or service for the resources expended. 
 

 Operational Link.  Purchasing supports instructional delivery, administration and other services. 
Performance and goal achievement throughout the school district depend on its effectiveness. 

 
 Tactical Link.  The purchasing process influences day-to-day financial functions, including budget 

management, accounting and accurate financial reporting. 
 
Purchasing in the public sector environment presents numerous challenges including: 

 
 The requirement to comply with numerous statues, policies, legal interpretations and procedures. 

The complexity of these requirements demands not only knowledge of purchasing laws and 

standards but compliance in implementing a purchasing system that also meets user needs. 
 

 The dynamic and diverse nature of the public education organization environment. School 

districts are complex organizations with diverse functions. Although instruction is the heart of the 
organization, numerous other services – ranging from custodial services to nutrition services to 

tax collection – support the overall educational mission.  These distinct organizational units need 
a procurement process that is responsive to their needs. 

 
 The competition among vendors for school district business. The strong competition among 

vendors for school district business may create pressure on school district personnel for product 
selection, bid awards, and dispute resolution. Most school districts seek to foster both good 
vendor relations and strong competition but balance them with objective purchasing decisions. 

 
 The consistent oversight by interest groups. Diverse groups including those from the public, the 

media, state and federal agencies, and auditors scrutinize school district purchasing. Strict 
adherence to established guidelines and consistency in record keeping, documentation and 
execution of procedures assists the school district in withstanding this scrutiny. 

 

 
 The many “gray” areas relating to purchasing methods and procedures. Complex and diverse 

needs create challenges for districts to determine the appropriate purchasing methods. Ever- 

changing legislative, executive and judicial decisions at both the state and federal levels further 

complicate the procurement process. 
 

The GCISD Purchasing Department is made up of the Director, Buyer and Administrative Assistant:  

 

Donna Brennan 

Director, Purchasing Services 817-251-5565 
Donna.Brennan@gcisd.net  

 

Michel Kolling 

Buyer, Purchasing Services 817-251-5563 
Michele.Kolling@gcisd.net 

 
TBD 
Purchasing Clerk, Purchasing Services 817-251-5562 

mailto:Donna.Brennan@gcisd.net
mailto:Michele.Kolling@gcisd.net
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PURCHASING ETHICS 
 
The competitive nature of the public purchasing arena and the expenditure of significant amounts of 
public funds require that ethical standards be incorporated into the foundation of all purchasing functions. 

Purchasing personnel and school district staff face the difficult task of developing good vendor relations 

and encouraging vendor competition while avoiding even the appearance of favoritism or other ethical 
misconduct. 

 
Numerous problems may be encountered, not limited to but including the following: 

 
 Employees, in an effort to get the job done successfully and on time, are tempted to circumvent 

policies, procedures and laws, or to make their own liberal “legal” interpretations of existing 
policies. Such activity, although well intentioned, will cause ethical problems. 

 
 Sequential purchasing of the same items or similar type of items in the same category over the 

course of twelve months may exceed the school district and/or state competitive quotation and 
procurement requirements.  Although some sequential purchasing is intentional, it usually results 
from needs that could not be anticipated. It may also result from lack of centralization and/or 

centralized control of the purchasing function. 
 

 An item (usually equipment) is purchased in component parts. Component purchasing usually is 
an attempt to circumvent bid laws or other requirements by buying an item through the issuance 
of multiple purchase orders for the component parts of the item versus a single purchase order 

for the entire item. Repeated purchases of additional optional equipment or parts after an initial 
purchase may create the perception of component purchasing. 

 
Here’s what the policy says: 

 
A Board member, employee, or agent shall not, with criminal negligence, make or authorize 

separate, sequential, or component purchases to avoid the purchasing requirements set out in 

Education Code 44.031.   An officer or employee shall not knowingly violate Education Code 

§44.031 in any other manner. 
 

“Component purchases” means purchases of the component parts of an item that in normal 

purchasing practices would be made in one purchase. (Example: Table tops, table bases purchased 

separately in two purchases that totaled under $25,000 each, then assembly of table tops and 

bases into one unit) 
 

“Separate purchases” means purchases, made separately, of items that in normal purchasing 

practices would be made in one purchase. One truckload of paper at $24,000 in August, another in 

October at $24,000 and another in March at $24,000, each individual purchase under the 

District’s threshold, but altogether exceeds the threshold.) 
 
 

“Sequential purchases” means purchases, over a period, of items that in normal purchasing 

practices would be made in one purchase. (Example: Purchase of band instruments in the 

following manner: all brass instruments in one order, totaling $23,750; all woodwinds in one 

order totaling $24,625; all percussion instruments in one order totaling $22,850. When purchased 

separately, no single purchase was over the District’s maximum threshold, but altogether exceeds 

the threshold.) 
 

Violation of this provision is a Class B misdemeanor and an offense involving moral turpitude, 

conviction of which shall result in removal from office or dismissal from employment. A Board 

member who is convicted of a violation of this provision is considered to have committed official 

misconduct and for four years after the date of final conviction, the removed person is ineligible 

to be appointed or elected to public office in Texas, is ineligible to be employed by or act as an 

agent for the state or a political subdivision, and is ineligible to receive any compensation through 

a contract with the state or a political subdivision. [See BBC] 
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Education Code §44.032 
 
Ethical standards relating to conflicts of interest, financial interests in firms conducting business with the 

school district, kickbacks and gratuities, and improper use of a position or confidential information should 
be clearly communicated throughout the school district. 

 
Additionally, school district personnel should be made aware of the penalties for violations of purchasing 
laws and ethics which may include criminal prosecution and loss of employment opportunities. 

 

 
VENDOR GIFTS AND RELATIONS 

 
School district officials and employees cannot accept anything of value from a vendor, such as personal 
gifts or gratuities, which may be construed to have been given to influence the purchasing process. 

Although such practices may be legitimate and generally accepted in the private sector, giving and 

receiving gifts in the public sector may constitute a violation of law. 
 
It is a good practice for school districts to consult with its attorney and/or other legal counsel at TEA or 
the Attorney General’s Office to develop policies (GCISD Board Policy BBFA, DBD, and DHA) regulating 

the acceptance of vendor gifts. These policies should not only conform to applicable statues but should 
also reflect the district’s philosophy regarding regulation of the acceptance of the following from existing 

or prospective vendors: 
 

 Meals 
 Trips 
 Tickets for entertainment 

 Gifts of any value 
 

 
 

NOTE: “Gift to a Public Servant” is a Class A misdemeanor offense if the recipient is a 
government employee who exercises some influence in the purchasing process of the 
governmental body. 

 

Another legal consideration is the disclosure of conflict of interest by board members. If a board member 
or member of their immediate family has a financial interest in a business entity(s), they are required to 
disclose this relationship through the execution of an affidavit. Board members should abstain from 

voting on award of contracts to businesses in which they or their immediate family members have a 

financial interest. 
 
School districts should also be aware of the disclosure requirements regarding federal conflict of interest 
regulations that prohibit an employee (and members of the employee’s immediate family) who is involved 

in administering, directing or authorizing federally funded transactions. 
 
The GCISD Board Policy regarding gifts is located in BBFA, DBD, and DHA. 

 

 
NEW VENDOR REQUESTS 

 
All new vendor requests, whether for purchases, refunds, or travel advances, are to be emailed to the 

Purchasing Clerk, Michel Kolling. On the First Class Email system, go to "Message" then "New Message 
Special" then "New Vendor Request". Follow the directions on the form and submit. New vendors are 

processed every morning prior to 10:00 a.m. 
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COMPETITIVE PROCUREMENT OPTIONS 
 
Texas Education Code § 44.031 (a);(b), states that all contracts, except contracts for the purchase of 

produce or vehicle fuel valued at $50,000 or more for each 12-month period are to be made by the 
method or methods that provide the best value to the district. The law enumerates several options for 

competitive procurement that are available to school districts. These options include: 
 

1. Competitive bidding for services other than construction services; 
2. Competitive sealed proposals for services other than construction services; 
3. Request for proposals (for services other than construction services); 
4. Inter-local contracts; 

5. A method provided by Chapter 2269, Government Code, for construction services; 
6. Reverse auction procedure as defined by Section § 2155.062(d), 

Government Code." 

7. The formation of a political subdivision corporation under Section § 304.001, 

Local Government Code. 
 
NOTE: Users are encouraged to provide names of prospective bidders/vendors to Purchasing. 

COMPETITIVE BIDS 

Competitive bidding is a formal process that may also be referred to as competitive sealed bidding, 
sealed bidding or formal bidding. It is an option available to school districts for the procurement of goods 
and service. The purpose of competitive bidding is to stimulate competition and obtain the lowest 

practical price for the work, service and/or item(s) needed. The competitive bidding process requires 
that bids be evaluated and awards made based solely upon bid specifications, terms and conditions 

contained in the request for bid document, and according to the bid prices offered by vendors and 

pertinent factors that may affect contract performance. 
 
State law requires that the purchase, lease or lease-purchase of a school bus be competitively bid when 
the contract is valued at $20,000 or more. In addition, federally funded child nutrition program 

purchases of at least $25,000 must be competitively procured. Under federal guidelines this means 
through a competitive bid or a Request for Proposal process. 

 
The advertisement for bids, description in the request for bids of item(s), work and/or services and 

specific terms and conditions must be done in a manner that stimulates competition and obtains the 
lowest practical price. A request for bids contains the following elements: 

 
 Purchase description or specifications covering the item(s) to be obtained 

 
 Work and/or services needed 

 
 Terms and conditions for the proposed bid contract 

 
 Time and place for opening bids and other provisions 

 
The bid process itself should be structured and incorporated into school district purchasing procedures. 

This process should involve: 
 

 Development of clear specifications 
 

 Advertising for competitive bids 
 

 Responding to vendor questions 

 
 Procedures for opening and tabulating the bids 
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 Analysis of the bids to ensure compliance with requirements 
 

 Recommending the vendor(s) for bid award 
 

 Award of the bid by the board 
 
Competitive bidding is further defined and the specifications for bid documents and newspaper 

advertisements as well as other terms and conditions pertinent to the competitive bid process are found 

in the Handbook on Purchasing for Texas Public Schools, Junior Colleges and Community Colleges. 
 

COMPETITIVE SEALED PROPOSALS/REQUEST FOR PROPOSALS 
 
The competitive sealed proposals process is an alternative to competitive bidding. The terms and 

conditions of the competitive sealed proposals are identical to those for competitive bidding except that 

an important difference between competitive sealed proposals and competitive sealed bidding relates to 
the finality of initial offers. Under competitive sealed proposals, changes in the nature of a proposal, and 

in price, may be negotiated after proposals are opened. In contrast, changes in the price of goods and 
services are not negotiable in the competitive bidding process. The competitive sealed proposal process 

provides for full competition among proposals and allows for negotiation with the proposer or proposers 

to obtain the best services or goods at the best price. Competitive proposal procedures are recommended 
where other procurement procedures are not required according to state or federal rules, laws or 

regulations, in order to stimulate competitive prices for goods and services. 
 
Competitive bidding is prohibited for certain types of professional services, including engineering, 

architectural, accounting and certain other services (Chapter §2254 Government Code). However, Chapter 

§2254 of the Government Code does specify a two-step proposal process for obtaining services from 

architects and engineers. 
 
A Request for Proposals (RFP) is a part of the competitive sealed proposal process. The RFP is the 

mechanism that generates the receipt of competitive sealed proposals and should contain several key 
elements: 

 Determination by Board of Trustees that this method will provide the best value for the district 
must be done first, if a construction contract 

 Newspaper advertisement 
 Notice to proposers 
 Standard terms and conditions 

 Special terms and conditions 

 Scope of Work 

o Scope and intent 

o Definitions and applicable documents 
o Requirements 

o Quality assurance 
 Acknowledgment form/response sheet 
 Felony conviction notice 

 Contract clause 

“A Request for Proposals” may also be used as a procurement option to generate a non-sealed competitive 
proposal. In this instance, a school district may open the proposal upon receipt and begin the negotiation 

process for the offered goods/services. 
 

INTERLOCAL CONTRACT 
 
A district can contract or agree with another local government, including a nonprofit corporation that is 

created and operated to provide one or more governmental functions and services, or with the state or a 
state agency, including the General Services Commission, to purchase goods and any services reasonably 

required for the installation, operation or maintenance of goods. The purpose of an Interlocal contract 

may be to study the feasibility of using an Interlocal contract to perform a governmental function or 
service, or to provide a governmental function or service that each party to the contract is authorized to 

perform individually. 
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Local governments that are parties to an Interlocal contract for the performance of a service may, in 
performing the service, apply the law applicable to a party as agreed by the parties. (Section §791.012, 

Governmental Code) 
 
Requirements for Interlocal contracts include: 

 
 Authorization by the governing body of each party to the contract; 

 
 Statement of the purpose, terms, rights and duties of the contracting parties; 

 
 Specifications that each party paying for the performance of governmental functions or services 

must make those payments from current revenues available to the paying party. 
 
Interlocal contractual payments must fairly compensate the party who performs the services or functions 
under the contract. In addition, the parties to an Interlocal contract may create an administrative agency 

or designate an existing local government to supervise the performance of the contract. Consequently, 

the agency or designated local government can employ personnel, perform administrative activities and 
provide administrative services necessary to perform the Interlocal contract. (Government Code §791.011- 

791.025) 
 

SOLE SOURCE 
 
Selected purchases may be exempt from competitive procurement if they meet the established criteria for 
sole source purchase: 

 
 Identification and documentation that competition in providing the item or product to be purchased 

is precluded by the existence of a patent, copyright, secret process or monopoly. 

 
 Sole source does not apply to mainframe data-processing equipment and peripheral attachments 

with a single item purchase price in excess of $15,000. 

 
It is incumbent upon the district to obtain and retain documentation from the vendor, which clearly 

delineates the reasons that qualify the purchase to be made on a sole source basis. 
 

PRICE QUOTES 
 
To obtain the most competitive price, a district, at its option may obtain price quotes for items costing 

less than $10,000. 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 

price quotation (three needed) described for purchases over $10,000 and under $25,000, if an item costs 

less than $10,000 a district may utilize price quotations from currently contracted or competing vendors 
to stimulate competition and to attempt to receive the most favorable pricing. 

 
NOTE: Although districts may design purchasing structures with requirements more restrictive than those 

mandated by the state, the district requirements regarding competitive procurement procedures, 
purchasing policies must not be less restrictive. 

 

Purchase requests less than $3,000 from currently contracted vendors require no written documentation; 
however, if the item(s) being purchased require clarification to complete the purchase, an attachment may 

be required to accompany the purchase request.  For example, purchasing Library Books from one of the 
District’s currently contracted vendors does not require a written quote, but most likely will require a list of 

the books being purchased, as these purchases generally are for a not to exceed dollar amount and includes 

a list of books at the District’s awarded price.  Often, these unit prices are catalog discounts, but may not 
be discounted from a vendor’s regular catalog price.    

 
NOTE:  Purchases under $3,000 from non-contracted vendors will be aggregated categorically 

in order to determine a time when a formal procurement process must be initiated, as required 

by TEX §44.031. 
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Purchase requests in excess of $3,000 but less than $10,000 quotes from currently contracted vendors, if 
possible.  These quotes can be verbal, e-mail or submitted on a vendor’s letterhead and attached to the 

purchase request.   

 
Purchases $10,000.01 and $24,999.00 from one of the District’s currently contracted vendors requires at 

least three written quotes to document the purchase as providing the best value to the District.  The GCISD 
Purchasing Department requires these quotes to be written. Following is a table that provides what is 

needed for the corresponding purchase amounts: 
 

Amount of 
Purchase Request 

Nothing Required 
Three Verbal 

Quotes  
Three Written 

Quotes  
Formal Procurement 

Process 

$0-$3,000 †     

$3,001-$10,000 †     

$10,001 - $24,999 †       

$25,000 +     

† Denotes purchases made from currently contracted vendors.  All purchases from non-contracted vendors will be aggregated 
categorically in order to determine a time when a formal procurement process must be initiated, as required by TEX §44.031, 
and may require additional documentation. 

                                         
 

 

APPROVAL LEVELS: 
 

Purchase orders require approval at the District level based on the amount and type of the purchase.  GCISD 

Purchasing Staff has the responsibility to ensure purchases are documented with the appropriate annotation 

to document a current bid process, Board awarded contract, Cooperative purchase or other allowable 

procurement method available under TEC §44.031.  

 
Once purchase contracts are established, the Purchasing Staff may approve purchase requisitions based on 

the amount of the purchase request according to the following table: 

 

 
Amount of 

Contract P.O. 
Purchasing 

Clerk Buyer 
Director of 
Purchasing 

$0 - $3,000     

$3,001-$9,999    

$10,000-$24,999    

$25,000 +     
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COMPETITIVE PROCUREMENT CATEGORIES 
 
The following is a partial list of related categories to be used as a guide to determine requirements under 

the Texas Education Code District purchasing law. Districts shall add to this list as aggregate dollars of 

contracts exceed the threshold amount. This list is non-inclusive. Note: Items in the supplies and 
materials sub-categories or within each equipment/non-consumable category listed below must be 

considered as an aggregate purchase if available from a single vendor; however, contracts may be split 
into seasonal purchases. 

 
CATEGORY/SUBCATEGORIES 

 
ATHLETICS 

 Athletic/Trainer Supplies 

 Various Sports and Supplies (i.e.  Baseball,  Basketball,  Cross  Country, 

Football, Golf, Gymnastics, Soccer, Swim, Tennis, Track, Volleyball, Weight 
Lifting, Wrestling) 

 Uniforms 
 Equipment/Non-consumables 

 

CUSTODIAL 
 Chemicals/Janitorial Supplies/Paper Products/Can Liners 

 Contracted Services 
 Equipment/Non-consumables 

 

FOOD SERVICE 
 Bread 
 Dry Goods, Canned and Frozen Foods 

 Fresh Meat and Poultry 

 Milk 

 Equipment/Non-consumables 
 

INSTRUCTIONAL/GENERAL – CAPITAL EQUIPMENT 
 Art Equipment 
 Audio Visual Equipment 
 Band Instruments 

 Computers/Hardware and Software 

 Copy Machines 

 Instructional Furniture 

 Office Equipment 

 Office Furniture 
 Playground Equipment 

 Science Equipment 

 Telephone Equipment 

 Radio Equipment 

 
INSTRUCTIONAL/GENERAL – SUPPLIES 

 Art Supplies 
 Dictionaries 

 Duplicating Paper 

 Industrial Gases 

 Instructional Teaching Aids/Supplies 
 Library Books/Periodicals/Filmstrips/Videos/Cassettes 

 Maps and Globes 

 Nursing Supplies 

 Office Supplies 

 Physical Education Supplies 

 Science Supplies 
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MAINTENANCE 

 Electrical Supplies 

 Freon 
 Grounds Maintenance Supplies 

 HVAC Supplies/Parts 
 Lumber and Related Building Materials 

 Paint 

 Plumbing Supplies/Parts 

 Roofing Supplies 

 Equipment/Non-consumables 
 

TRANSPORTATION 
 Automotive Parts and Supplies 
 Chartered Transportation Services 

 Lubricants/Oils 

 Buses (Lease/Rent/Lease Purchase/Buy) 

 Capital Equipment 

 Storage Tanks 

 Vehicles, Trucks and Vans 
 

BANK DEPOSITORY 

PRINTING SERVICES 

NONPROFESSIONAL SERVICES 

REAL PROPERTY 

INSURANCE 
 

TEXAS EDUCATION CODE DISTRICT PURCHASING LAW LIMIT SUMMARY 
 

$15,000 Mainframe Data Processing Equipment and Peripheral Attachments 

$25,000 Federally Funded Child Nutrition Programs 

$20,000 School Buses Lease/Lease Purchase/Purchase 

$50,000 Public Works Contracts/Real Property 

$50,000 Personal Property 

$50,000 Nonprofessional Services 

$50,000 Energy Management Systems 

 
GRAPEVINE-COLLEYVILLE ISD BOARD POLICY CH (LOCAL) BID THRESHOLD 

 

$25,000 Personal Property (Goods or Services) 
 

 

COMPETITIVE QUOTES SUMMARY FOR PERSONAL PROPERTY (GOODS OR SERVICES) 
 

$0 - $3,000  No quotes needed 

$3,001 - $10,000 Three quotes needed from currently contracted vendors 

$10,000 - $24,999 Three verbal quotes from currently contracted vendors 

$25,000 + Three written quotes from currently contract vendors, including 

cooperative agreements.   
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VENDOR AWARD CRITERIA 
 
Texas Education Code §44.031 states that in determining contract awards to vendors, the district shall 

consider: 
 

 The purchase price; 
 

 The reputation of the vendor and of the vendor’s goods and services; 
 

 The quality of the vendor’s goods or services; 
 

 The extent to which goods or services meet the district’s needs; 
 

 The vendor’s past relationship with the district; 
 

 The impact on the ability of the district to comply with laws and rules relating to historically 
underutilized businesses (HUBs); 

 
 The total long-term cost to the district to acquire the vendor’s goods or services; 

 

 for a contract for goods and services, other than goods and services related to 

telecommunications and information services, building construction and maintenance, or 

instructional materials, whether the vendor or the vendor's ultimate parent company or majority 
owner: 

 
  (A)  Has its principal place of business in this state; or 

 
 (B)  Employs at least 500 persons in this state; and 

 
 Any other relevant factor specifically listed in the request for bids or proposals. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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VENDOR PERFORMANCE EVALUATION 
 
A system for the evaluation of vendors and their performance is important to support an effective 
purchasing function. Factors to consider for inclusion in the evaluation are: 

 
 Timeliness of deliveries 

 
 Service availability 

 
 Completeness and accuracy of order 

 
 Quality of products or services received 

 
Whenever problems are encountered with a bid vendor (i.e., a vendor fails to deliver certain items or 

delivery does not meet specifications), it is important to document the problem, noting the date and an 
accurate description of the problem. The vendor should then be contacted by e-mail,  telephone or 

fax to communicate specifically how the school district wants the problem corrected. The school district 
should keep a record of all phone calls and e-mail correspondence, including the dates and what was 

discussed. If the problem is not resolved or continues, written notification that states the problem, the 

corrective action required and that the vendor’s failure to correct the problem will be considered a breach 
of contract and could result in the cancellation of the contract, should be given to the vendor. This 

record of information about vendor performance is very important in the evaluation of the vendor. To 
assist in this documentation process, you may utilize the Vendor Performance Report Form located on the 

Purchasing Department home page. 
 

 Access Purchasing Department home page from this link:  http://www.gcisd-k12.org/Domain/71  
 Go to “Vendor Performance Report Form” in the grey menu listing at the right of your screen 
 Select “Vendor Performance Report Form” 

 Complete the form and send to Michel Kolling, Purchasing Clerk, Purchasing Services by e-mail 

(michel.kolling@gcisd.net), fax (817-251-6507) or Interschool mail. 
      

      

      

 

http://www.gcisd-k12.org/Domain/71
http://www.gcisd-k12.org/Domain/71
mailto:lisa.waldrip@gcisd.net
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If significant problems are encountered with the vendor, the school district, via the Purchasing Department, 
should consult with legal counsel concerning the removal of the vendor from the approved vendor list and 

discontinuing any business with the vendor. 
 
Finally, the school district should try to develop and maintain an open and professional relationship with 
each vendor while still maintaining total independence and objectivity. 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

(This space left blank intentionally) 
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SECTION B 
Methods of Purchasing 



17 

 

 

 

PETTY CASH PURCHASES 
 
A petty cash fund is used to reimburse employees for small expenditures for district supplies. Such a 
fund can save time, paperwork and associated administrative costs. Authorization to purchase from this 

source should be clearly defined in district and campus procedures and the dollar amount for each 

purchase should be limited. Purchases made with petty cash may occur at both the campus and 
department level. It is important that petty cash purchases be kept to a minimum and that accurate 

accounting records are maintained for all purchases by employees who have been assigned as custodians 
of the petty cash funds. Petty cash, like all cash, should be kept in the campus vault. 

 
In the GCISD, petty cash is to be used for purchases when unforeseen circumstances arise that preclude 

the issuance of a Purchase Order (PO) or Direct Payment (DP) for the item. Petty cash should be used to 
make purchases of one time, low dollar items not available through the Warehouse (example - $4.90 to 

Albertson’s for cookies for a student reception). 
 

Purchases made through petty cash must comply with bid laws and District Policy. 
 
Petty cash purchases are not an excuse to circumvent bids we have in place (i.e. purchase from Office 

Max vs. Staples if Staples is our current Office Supply bid vendor). 
 
Acceptable reimbursements to petty cash funds include anything in a budget manager’s budget including 

student activity funds, campus activity funds, operating budget funds, etc. Purchasing Services and 
Financial Services are responsible to ensure purchases made through petty cash are charged against 

proper budget codes. Purchasing Services is responsible to ensure that purchases made from petty cash 

are legitimate and that the purchases made are in compliance with bid laws and District Policy. 
 
The Budget Manager has numerous responsibilities regarding Petty Cash purchases: 

 No purchases for reimbursement are to be made from a campus or a department without the 

prior knowledge and approval of the Budget Manager 

 After approval from the Budget Manager, petty cash is given for the approved purchase.  Once 

the purchase is made, the purchaser returns the receipt (and change, if applicable).   The Budget 

Manager is responsible for reconciling the receipt to the petty cash balance. 

 The Budget Manager is responsible for providing the purchaser with a Tax Exemption form to use 

for that purchase (if applicable, See Section S). Tax cannot be reimbursed. 
 There is a limit of $100 per receipt, with no more than $200 per day spent from petty cash. 

 Written, detailed explanations are required from the Budget Manager to Purchasing Services in 

the rare instances of purchases made from a non-approved vendor or a non-bid vendor (if 
applicable). 

 Keep a petty cash log.  This will assist with the accounting. 
 Meal reimbursements must have a detailed explanation along with a list of persons who attended 

the meal and the nature of business. 
 All receipts must have an explanation, either on the receipt or on the petty cash log. 

 Petty cash must equal cash on hand plus receipts.   Do not commingle petty cash with other 

funds to be deposited. 
 
You may not use petty cash for the following: 

 Contracted Services 
 Salary – related expenditures 

 Travel 

 Refunds 

 Vendors that will accept purchase orders. (Using a purchase order on all vendors who accepts 

them will insure that all procedures and regulations are followed) 
 Re-imbursements without a receipt 
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PURCHASE ORDERS 
 
GCISD Board Policy CH (Local) under Purchase Commitments states “All purchase commitments shall be 

made by the Superintendent or designee on a properly drawn and issued purchase order, in accordance 
with administrative procedures.” Within the GCISD, a PURCHASE ORDER shall always be used unless an 

alternative method is necessary and/or more practical and is authorized in the GCISD Administrative 

Regulations. 

 
Purchase orders are among the most commonly utilized methods for procuring goods and services within 

the GCISD. As its name implies, this document serves as a formal order (contract offer) for goods, 
materials and/or services from a vendor. A PO, after the final approval process, is a binding commitment 

for a district to remit payment to the vendor after the district receives the goods or services listed. 
 
A PO 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 PO encumbers funds, which serves as an 

expenditure control mechanism. Finally, the PO is utilized in the accounts payable process as it 
documents that an order has been placed and is acceptable by the user, and the user can make payment 

to the vendor upon verified receipt. The receiving process from the user is a very important process. 
With current law, failure for the originator to show that the item(s) is/are received could delay payment. 

Payments beyond 46 days after receiving purchased item(s) require a late payment fee of 1.5% to the 

vendor without being invoiced by the vendor. 
 
Until a PO receives final authorization/approval, it is a purchase requisition.  Only individuals having 
proper authority should initiate requisitions. The Budget Owner should approve requisitions, initiated 

by personnel with budget code access. The Budget Owner is the principal, Chief, D epartment Head, 
Division Administrator, or the Superintendent. The program administrator should approve requisitions 

that require expenditures from the Special Revenue Funds. 
 
Section §44.052 of the Texas Education Code states that a superintendent who approves any expenditure 

of school funds in excess of the amount appropriated for the 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 requisitions is an important element of a district’s 
purchasing process. 

 
The requisition should always include the following; 

 A description of the items to be purchased (the description should be complete enough for 
anyone to understand the item(s) being purchased); 

 The quantity needed/requested; 

 The Bid Number included on the PO in the space provided  (automatically displays in our 

system); 

 A suggested vendor (from the District’s approved vendor list of currently contracted 
vendors, making sure a bid vendor is used if applicable); 

 The appropriate code of the account to be charged; 
 Pricing / per unit, extended and in total; 

 Any applicable payment terms; 

 Discounts if applicable; 

 Shipping arrangements if applicable; 
 Any other pertinent factors such as delivery destination, etc. 

 
The online requisition initiated by GCISD staff is only a requisition until final approval by Purchasing 

Services. Phoning in to a vendor a PO number prior to final approval, or faxing a “print screen” of the 
entered PO or any other unauthorized document(s) is a violation of these administrative regulations and 

subject to a number of disciplinary actions up to and including immediate termination. 
 
The deadline for entering purchase requisitions for processing that day is 10:00 a.m.  Purchase requisitions 
entered after 10:00 a.m. will be processed the following business day. In the event of an emergency 

for which you need a purchase requisition approved after the 10:00 a.m. deadline, please contact 
purchasing for guidance and assistance. 

http://pol.tasb.org/Policy/Download/1102?filename=CH(LOCAL).pdf
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Requisitions / PO’s are reviewed by the Purchasing Services Department for the following: 
 Accuracy; 

 Availability of funds (automatic with Skyward software); 

 Bid number in proper place if applicable (automatic with Skyward Software); 
 Adequate description (anyone would know what is being ordered); 

 Proper account coding for the type of item(s) being purchased; 

 Proper vendor name and address; 

 Ensure that the appropriate competitive purchasing (i.e. competitive bidding, pricing quotes, 

etc.) is determined and performed before the requisition is approved for processing; 
 Overall completeness. 

 
Once all of the above are in place, the Purchase Requisition is approved and becomes a Purchase Order. 

It is then printed and transmitted to the vendor either by facsimile, email or mail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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BLANKET PURCHASE ORDERS   
 
A blanket purchase order is issued to an approved vendor authorizing purchases over a period of time. A 

Blanket PO is valuable because it allows the purchase of items quickly on an as-needed basis. A Blanket 
PO usually reduces both paperwork and related processing costs, however, Blanket PO’s must follow 

certain criteria: pre-qualifications of vendors, limitation on the maximum amount for purchases, a 

specific time frame for purchases covered and identification of authorized purchasers. 

 
Blanket PO’s are issued so that supplies, materials or services are available “as needed” by user 

departments. Blanket PO’s are requested by user departments and, if approved by Purchasing Services, 
issued to vendors. End users will take the blanket PO with them when making a purchase. 

 
Purchasing Services has the following responsibilities regarding a Blanket PO: 

 Ensure there is a “NOT TO EXCEED” dollar amount and a specific timeframe for purchases (not to 

exceed 3 months); 
 Ensure there is a list of authorized purchasers listed on the PO; 
 Ensure that the Bid Number is on the PO if applicable; 
 Ensure all purchases comply with bid laws and District Policies. 

 
Financial Services has the following responsibilities regarding a Blanket PO: 

 Ensure the Blanket PO is completed with proper documentation and notations; 

 Obtain approval from the Budget Manager (or agreed upon designee) via email for each receipt 
submitted to be paid from a Blanket PO; 

 Notify Budget Managers in writing if improper/illegal purchases are made; 

 All Campuses must close all Blanket PO’s five days after school dismisses for the current budget 

year and all non-campuses should close by June 25th of the current budget year or the date 

determined by Financial Services; 
 Disallow all purchases made after closing date. 

 
The Budget Manager has the following responsibilities regarding Blanket Purchase Orders: 

 Ensure Blanket PO is submitted with proper documentation and notations including a list of 

authorized purchasers; 
 Ensure all purchases comply with bid law and District policy; 
 Responsible to maintain purchases under the “NOT TO EXCEED” amount. 

 
Additional responsibilities regarding Blanket PO’s to Bid Vendors: 

 Only used for products and services specified in the respective bid; 
 Must include a “NOT TO EXCEED” amount; 

 Only valid for a period of time, not to exceed three months from issuance; 

 May not overlap budget years; 

 Bid Number in the space provided; 

 List of persons authorized to make purchases must be printed on the PO; 

 Must not be used to circumvent bids we have in place (i.e. purchase of tools from vendors other 

than approved TOOL SUPPLY BID VENDOR). 
 
Additional responsibilities regarding Blanket PO’s to Non-Bid Vendors: 

 Only used to purchase NON BID ITEMS for which a formal bid is not required; 

 PO must specifically identify those items approved for purchase (i.e. candy, party supplies, food 

items, etc.); 

 Must include a “NOT TO EXCEED” amount; 
 Only valid for a period of time not to exceed three months from issuance; 

 May not overlap budget years; 

 List of persons authorized to make purchases must be printed on PO; 

 Must not be used to circumvent bids currently in place (i.e. purchase of art supplies from 
vendor other than approved ART SUPPLY VENDOR). 
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EMERGENCY PURCHASE ORDERS 
 
This type of purchase is always defined by local policy to provide for the acquisition of goods and/or 
services to meet an immediate need such as purchases to repair damage to a facility, which may imperil 

students or the security of a facility. For example, if vandals break a window or windows at a school, an 

immediate need exists to not only secure the building, but also to protect the contents from damage by 
the elements. This type of emergency purchase is normally utilized after regular business hours or on 

weekends and holidays. After any Emergency Purchase Order is issued to a vendor, a DIRECT PAY (DP) 
should be issued the next working business day to seek approval and payment. Care should always be 

used with Emergency PO’s to ensure that the use of it is not the result of improper planning as opposed 
to a true emergency. 

 
It is important that the GCISD to restrict use of emergency purchases for non-emergency situations as 

much as possible and require that all EMERGENCY PO’s be fully and adequately justified and documented. 

 
In the GCISD, EMERGENCY PURCHASE ORDERS are available in the following locations for those who 

have emergency needs: 
 Facility Services 
 Operational Services 

 Fleet Maintenance/Transportation 

 Financial Services 
 Purchasing Services 

 
EMERGENCY PURCHASE ORDERS must be completed as with any regular PO and properly signed, dated, 

etc. That EMERGENCY PO, with all associated receipts, must be attached to a DIRECT PAYMENT on the 
next workday and sent through Purchasing Services for approval and, ultimately, to Financial Services for 

payment. 
 
EMERGENCY PURCHASE ORDERS should be issued to vendors who have a current contract or purchase 
agreement in place with the District, unless no currently contracted vendor can provide the goods or 

services needed to mediate the emergency.  If necessary, the Director of Purchasing should be consulted 

if an emergency purchase is needed with a vendor not currently contracted with GCISD. 

 

Use of an EMERGENCY PURCHASE ORDER should not violate any bid laws or other vendor/purchasing 

policies. 
 

DIRECT PAYMENTS 
 
Direct Payments (DP) are to be used (1) when a check must accompany the order for goods and/or 

services prior to the goods and/or services being received, or (2) when submitting documentation for an 

Emergency Purchase Order. Examples include registrations, subscriptions, building permits, purchase of 
books, etc. This method of purchasing should be approved in advance by the budget manager and 

affirmed by Purchasing Services as a fully authorized purchase. DP’s are to be used only when a regular 
PO is impractical or impossible. 

 

Exceptions to the use of DP’s may include Personal Services Payment Authorizations, which provide 
payment to GCISD personnel or others after the work is performed, payments for telephone services and 
payments for utility services, required physical examinations and travel advances. 

 
Entering the DP requisition, the person providing the input should include all information as required on a 

regular PO; there are no exceptions. Additional information may be typed in the notes section of the 

requisition page. 
 
Travel advances may be in order for GCISD staff attending meetings, conferences, seminars, training 

sessions, etc. that have been approved by the District. An employee may enter a DP requisition and send, 

via Interschool mail, e-mail or scan and attach a completed Travel Form, to the Purchasing Services office 
to receive a check advance for anticipated expenditures related to district travel. Financial Services will 

not issue checks issued for Travel Advances earlier than four workdays prior to the employee’s departure. 
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These requests would be for: 
 Mileage for personal vehicle use 

 Per diem meals should be paid in advance in accordance with District Travel Allowance (please 

check with Financial Services for the latest per diem schedule) 

 

Financial Services runs one check run per week. The deadline to enter a direct pay for a given week's 
run is 12:00 p.m. noon on Wednesdays. If you have a situation where you must have a check cut for that 

week and it is after the 12:00 p.m. noon deadline please contact Purchasing. 
 
Approval for "hand checks" must come from Financial Services prior to entering the direct pay requisition. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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SECTION C 
Enforcement / Penalties 

TEA / Gifts 
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TEXAS EDUCATION CODE – SUBCHAPTER B 
Sec. 44.032.  Enforcement of Purchasing Procedures: 

Criminal Penalties; Removal; Ineligibility. 
 
(a) In this section: 

 
 “Component purchases” means purchases of the component parts of an item that in 

normal purchasing practices would be purchased in one purchase. 
 “Separate  purchases”  means  purchases  made  separately,  of  items  that  in  normal 

purchasing practices would be purchased in one purchase. 

 “Sequential purchases” means purchases, made over a period; of items that in normal 
purchasing practices would be purchased in one purchase. 

 
(b) An officer, employee or agent of a school district commits an offense if the person with criminal 

negligence makes or authorizes separate, sequential, or component purchases to avoid the 

requirements of Section 44.031(a) or (b). An offense under this subsection is a Class B 
misdemeanor and is an offense involving moral turpitude. 

 
(c) An officer, employee, or agent of a school district commits an offense if the person with criminal 

negligence violates Section 44.031(a) or (b) other than by conduct described by Subsection (b). 

An offense under this subsection is a Class B misdemeanor and is an offense involving moral 

turpitude. 
 
(d) An officer or employee of a school district commits an offense if the officer or employee 

knowingly violates Section 44.031, other than by conduct described by Subsection (b) or (c). An 

offense under this section is a Class C misdemeanor. 
 
(e) The final conviction of a person other than a trustee of a school district for an offense under 

Subsection (b) or (c) results in the immediate removal from office or employment of the person. 

A trustee who is convicted of an offense under this section is considered to have committed 
official misconduct for purposes of Chapter 87, Local Government, and is subject to removal as 

provided by that chapter and Section24, Article V, Texas constitution. For four years after the 

date of the final conviction, the removed person is ineligible to be a candidate for or to be 
appointed or elected to a public office in this state, is ineligible to be employed by or act as an 

agent for the state or a political subdivision of the state, and is ineligible to receive any 
compensation through a contract with the state or a political subdivision of the state. This 

subsection does not prohibit the payment of retirement benefits to the removed person or the 

payment of worker’s compensation benefits to the removed person for any injury that occurred 
before the commission of the offense for which the person was removed. This subsection does 

not make a person ineligible for an office for which the federal or state constitution prescribes 
exclusive eligibility requirements. 

 
(f) A court may enjoin performance of a contract made in violation of Section 44.031(a) or (b). A 

county attorney, a district attorney, a criminal attorney, or a citizen of the county in which the 
school district is located may bring an action of an injunction. A citizen who prevails in an action 

brought under this subsection is entitled to reasonable attorney’s fees as approved by the court. 
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THE FOLLOWING WILL RELATE PORTIONS OF TWO MEMORANDA FROM: 
 

Thomas D. Canby Jr. 

Dated April 25, 1996 to: 
Joe Wisnoski 

Referencing: 

Special Investigation of ISD and Other ISDs 
Regarding various Allegations and 

Responses from the Attorney General’s Office 

 
Allegation: The director of maintenance performed work on his private vehicle using the district’s 

equipment and facilities. He also utilized the Sam’s Club membership card belonging to 

the ISD to purchase a large screen television set, free of sales taxes, for his personal 
use. 

 
Finding:  The auditors were able to obtain, through sworn testimony from the director of 

maintenance, evidence that in July 1994, the director of maintenance did work on his 

personal vehicle after work using the district’s facility and equipment. He stated that this 

was done with the full knowledge and permission of his supervisor and the former 

superintendent. Further testimony was given that this employee’s personal vehicle was 
seen being worked on at the district’s facility. 

 
The director of maintenance chose not to answer the auditor’s question regarding his use 

of the district’s membership card to purchase items from Sam’s Club. He was asked 
whether he had recently discussed this matter with any school officials and he stated 

that he had not discussed it with them. However, the executive director of operations 
stated under sworn testimony that he had questioned the director of maintenance 

concerning his alleged purchase of a large screen television set for personal use and free 

of taxes utilizing the district’s Sam’s Club membership card in a meeting that included 
himself, the interim superintendent, and the director of maintenance. At that time, the 

director of maintenance confirmed the purchase. 
 

In regard to the private use of the district’s equipment and facility, Texas Attorney 
General Opinion Number H-1165 (May 10, 1978) states, in summary, “Use of public 

property, labor or services by a public official or employee for private benefit constitutes 

the offense of theft”.  Additionally, Article 3, Section 52, of the Texas Constitution forbids 
a school district to grant public money or thing of value in aid of, or to any individual, 

whatsoever. 
 
Allegation: District funds were used to purchase flowers for school employees and their relatives. 

 

Finding: The auditors disclosed that there were several purchases made by the district from
to   during the 1994-95 school year. The purchases were for flowers for illnesses, 
births, hospital stays and deaths of school employees and their relatives. Article 3, 

Section 52, of the Texas Constitution forbids a school district to grant public money or 
thing of value in aid of, or to any individual, whatsoever. 
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From The Texas Education Agency Financial Accountability Resource Guide: 
Purchasing Module, 3.2.2.4 Vendor Gifts and Relations 

 
School district officials and employees cannot accept anything of value from a vendor, such as personal 

gifts or gratuities, which may be construed to have been given to influence the purchasing process. 

Although such practices may be legitimate and generally accepted in the private sector, giving and 
receiving gifts in the public sector may constitute a violation of law. 

 
It is a good practice for school districts to consult with its attorney and/or other legal counsel at TEA or 
the Attorney General’s Office to develop policies regulating the acceptance of vendor gifts. These policies 

should not only conform to applicable statues but should also reflect the district’s philosophy regarding 
regulation of the acceptance of the following from existing or prospective vendors: 

 
 Meals 
 Trips 

 Tickets for Entertainment 

 Gifts of any value 
 

 
NOTE: “Gift to a Public Servant” is a Class A misdemeanor offense if the recipient is a 

government employee who exercises some influence in the purchasing process of the 

governmental body. This would certainly apply to anyone who helps establish 
specifications or is involved in product selection or directs a purchase. 

 

 
Another legal consideration is the disclosure of conflict of interest by board members. If a 

board member or member of their immediate family has a financial interest in a business 

entity(s), they are required to disclose this relationship through the execution of an affidavit. 

Board members should abstain from voting on award of contracts to businesses in which they 

or their immediate family members have a financial interest. 

 
School districts should also be aware of the disclosure requirements regarding federal conflict 

of interest regulations which prohibit an employee (and member of the employee’s 

immediate family) who is involved in administering, directing or authorizing federally funded 

transactions from having a financial interest in a vendor associated with federally funded 

transactions. 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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Grapevine-Colleyville ISD 
Conflict of Interest 

Disclaimer/Disclosure Form 
 

This form is to be used by employees to file a notice of disclaimer or disclosure of a potential conflict of interest as 
per School Board Policy DBD (Local). Please keep a copy for your records. Forms should be returned to Human 
Resources and will be placed in the employee’s personnel file. Human Resources will forward a copy of all conflict of 
interest disclosures to Purchasing. Purchasing will determine if the disclosure represents a true conflict of interest 
based on the employees assigned duties and responsibilities and if the District currently does business with the 
company and/or individual. If so, Purchasing will request that the employee sign an Affidavit of Disclosure of Conflict 
of Interest, as stated in DBD (Local). 

 
PLEASE NOTE THAT IT IS THE EMPLOYEE’S RESPONSIBILITY TO UPDATE THIS INFORMATION AS THEIR 
SITUATION CHANGES. This form is available on the District’s Intranet Site at www.gcisd.edu/purchasing.  Please 
complete the appropriate section that fits your current situation: 

 
Employee Disclaimer of Conflict of Interest 

 

Name: Date:   
 

Position: Loc./Dept.:_   
 

To the best of my knowledge, neither I, nor any member of my immediate family, have a personal financial interest, 
business interest, obligation or relationship that in any way creates a potential conflict of interest with the proper 
discharge of my assigned duties and responsibilities or that creates a potential conflict of interest with the best 
interest of the District. 

 
 

Employee Signature 
 

OR 

Employee Potential Disclosure of Conflict of Interest 
 

Name: Date:    
 

Position: Loc./Dept.:   
 

To the best of my knowledge, I, and/or the following members of my immediate family have a personal financial 
interest, business interest, obligation or relationship with the companies or individuals listed below. I understand 
that if the companies and/or individuals listed below are currently set up as vendors with the District that, as such, 
may create a potential conflict of interest with the proper discharge of my assigned duties and responsibilities and/or 
creates a potential conflict of interest with the best interest of the District and that I will be asked to sign an affidavit 
disclosing this information. Otherwise, this disclosure of potential conflict of interest will be kept on file and 
monitored by the Purchasing Services Department. 

 

Name of Related Party &    Type of  Affiliation 
Relationship to Employee  Company  Business  with Company 

 
 
 
 
 
 

Employee Signature 

http://www.gcisd.edu/purchasing


25 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION D 
SALES TAX ISSUES 
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SALES TAX ISSUES 
 
TAXABLE STATUS OF PURCHASES 
All items purchased by a public school for the school’s own use qualify for an exemption from sales tax if 

the items purchased relate to the educational process. The school, school district or an authorized agent 
should provide the seller a tax exemption certificate. To be valid, the certificate must state that the 

merchandise being purchased is for the organization’s own use in providing education, is being made in 

the name of the organization, and that payment shall be made from the organization’s own funds. The 
school district should not reimburse employees for sales tax they paid on purchases made on behalf of 

the school district (5.5.5) 
 
Purchases for their own use by individuals, even though connected with a school or school organization, 

are not exempt from the tax. As an example, cheerleaders purchasing their own uniforms, teachers 

purchasing computer equipment, band members purchasing their own instruments and athletic teams 

purchasing their own jackets are not tax exempt. (5.5.5) 
 

EXEMPT SCHOOL ITEMS 
Public schools and school-related organizations are not required to collect sales tax on the following: 

 Fees and admission tickets, if the event is entirely for educational purposes 

 Student club memberships 

 Sales of food and soft drinks that are 

o Sold or served during the regular school day; 

o Sold or served by parent-teacher associations during a fund-raising sale, the proceeds of which 
do not benefit an individual; 

o Sold by a person under 18 years of age who is a member of an organization devoted to the 
exclusive purpose of education, and groups associated with public or private elementary or 
secondary schools as a part of a fund-raising drive sponsored by the organization for its 
exclusive use (5.5.5.1) 

 
SCHOOL SPONSORED TRIPS 
Meals purchased by the school for athletic teams, bands, etc. on authorized school trips are exempt from 
the sales tax if the school contracts for meals. The school must pay for the meals and provide the eating 

establishment with an exemption certificate. 

 
Individual members of teams or other organizations may not claim exemption from the sales tax on the 

meals they purchase while on a school-authorized trip. 
 
An exemption may also be claimed by the school from the hotel occupancy tax if the school contracts and 

pays for the accommodations. This exemption is only for the state hotel occupancy taxes; it does not 

exempt the school from local hotel occupancy taxes. 

 
Teachers, coaches and other staff may not claim exemption from sales tax on individual purchases while 

on school business even though they are reimbursed by the school for expenses. For example, a teacher 
who is attending a conference out of town would not be able to claim sales tax exemption on the 

purchase of an individual meal at a restaurant. (5.5.5.2) 
 

TAXABLE SALES 
Public schools and school-related organizations must collect the sales tax on all sales, which are not 
specifically exempted. For example, sales taxes must be collected on the following: 

 School purchased supplies sold directly to students including athletic equipment and physical 
education uniforms 

 Fees for materials when the end product becomes a possession of the student 
 Student publications such as yearbooks and football programs 

 School rings 
 Books sold to students at book fairs 

 
This list is not comprehensive; other taxable sales may be made by school districts. (5.5.5.3) 
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ONE-DAY TAX-FREE SALES 
Effective August 30, 1993, each school (district-wide), each organization within that school, and each 

outside organization affiliated with that school are allowed to have two one-day tax-free sales or auctions 
during a calendar year. One-day tax-free sales mean that collection and remittance of state sales taxes is 

not required on qualified sales on that day. While the sale of yearbooks can be selected as one of the 
two one-day tax-free fund-raisers, a book fair is usually not a qualified sales event because the school is 

not the seller and the school is therefore acting as an agent for the vendor. The sale of items received 
from a vendor, in which the school and the respective vendor have an agreement that the vendor will 

take back any unsold items, would also generally not qualify as a one-day tax-free sale. (5.5.5.4) 
 
DEFINITION OF FUND-RAISING ACTIVITIES FOR A SCHOOL 
Fund-raising activities are not confined to regular school hours but are considered an extension of the 

school program. When fund-raising activities are in the name of the school, all funds raised become 

school funds, belonging to the school-sponsored group responsible for raising the money. 
 
It is often advisable for the various school principals to submit an annual plan for fund-raising to the 
central office which would list the organizations which will engage in fund-raising activities with the 

intended use of the funds specified. At the end of the school year, schools commonly report the outcome 
of each fund-raising activity and how the funds were used. (5.5.6) 

 
EXEMPT ORGANIZATIONS 
Several regulations impact purchases and sales by exempt organizations. 

 
Purchases by Exempt Organizations 

As used here, the phrase exempt organizations refers to organizations exempt from sales tax on their 
purchases of otherwise taxable goods and services. Exempt organizations are not required to pay tax on 

the purchase of tangible personal property or taxable services if the property or service is to be used 

exclusively for public purposes. There are two ways that exempt status may be obtained. 
 Certain organizations may apply for and obtain a letter of exemption from the State of Texas 

Comptroller of Public Accounts. Such requested exemption applies to many private schools. 

 The organization may be statutorily exempt. Statutory exemption includes public school districts. 

 
Statutorily exempt organizations include the State of Texas, its unincorporated agencies and 

instrumentalities; any county, city, special district, or other political subdivision of the state; and any 
college or university created or authorized by the state. Therefore, public school districts are statutorily 

exempt organizations. No written applications or other action is required of these organizations to 

receive exempt status. 
 
In the ordinary course of business, a vendor must assume that a buyer’s purchase is subject to sales tax 
unless the buyer presents an exemption certificate. However, a purchase voucher issued by a statutorily 

exempt organization is sufficient proof of the entity’s exempt status.  Nonetheless, an exemption certificate 
must be given to the vendor if an authorized agent (rather than the statutorily exempt organization 

itself) makes a cash purchase of merchandise for an exempt organization. 
 
An employee of an exempt organization cannot claim an exemption from tax when purchasing taxable 

items of a personal nature even if the employee receives an allowance or reimbursement from the 
organization for the items purchased. Also, a person traveling on official business for an exempt 

organization must pay sales tax on taxable purchases whether reimbursed on a per diem basis or 
reimbursed for actual expenses incurred. 

 
Sales by Exempt Organizations 

Exempting from imposition of sales tax on an organization’s purchases does not relieve it from the 
obligation of collecting sales tax on its sales, if any. An exempt organization (such as a school district) 

which sells taxable items must obtain a sales tax permit and is responsible for collecting and remitting tax 

on all sales of taxable items made by the organization unless such sales are otherwise exempt from the 

tax. If the school district needs to obtain a sales tax permit, it must file a Texas Application for Sales Tax 

Permit, Form AP-100-2, with the State of Texas Comptroller of Public Accounts. 
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An exemption for the collection of sales tax for exempt organizations is one that sells items at a one-day 

sale or auction held by the organization or in conjunction with other exempt organizations. The one-day 
sale or auction exception applies only twice a year; therefore, three or more exempt sales or auctions 

cannot be held within the year. It appears that each school campus is a separate organization for this 
purpose. In addition, the exception also appears to apply to each organization within the school and to 

outside organizations (such as PTA) affiliated with the school. It appears that a significant number of 

separate organizations may qualify for the two one-day sales or auctions exceptions. 
 
The school district, rather than any individual school, is the organization for this purpose. Therefore, if 
multiple schools were to hold such an auction, they would need to hold that auction in the same place 

and on the same day to take advantage of the exception. 
 
Certain types of sales made by an exempt organization do not require the collection of sales tax at any 

time. These sales include but are not limited to the following. 
 
 

NOTE: The school district may have a specific type of sale, which is not addressed here. If the school 

district believes that the sale may be exempt from sales tax, it should engage competent counsel 

to confirm or correct that belief before choosing not to collect taxes. 
 
 

Amusement services are exempt if the service is exclusively provided by the state or any political 
subdivision thereof such as the school district. If the amusement service is contracted to an entity other 

than the state or its political subdivisions, it must be solely for educational purposes, or the exemption 
does not apply. This clause appears to become effective if the performer is not the school district or if an 

outside firm is hired to assist in producing the event. Therefore, if outside parties are involved, the 

school district must be careful that the amusement is for educational purposes only if taxation is to be 
avoided. The amusement service will be considered to be for educational purposes only if 100% of the 

proceeds from admissions go to an educational organization (such as the school district) or if students at 
an educational institution actually perform the amusement. Examples of amusements, which are common 

and appear to fall under this exception, are sporting events and drama or musical performances by students. 

 
Food sales are in some cases subject to an exemption. Generally, prepared food is subject to tax. Food 

that is unready for human consumption, such as meat from a supermarket, is not taxed. Sales of 

otherwise taxable food will be exempted from tax if the food (including soft drinks and candy but not 

alcoholic beverages): 

 Is sold by schools, school districts, parent-teacher associations or student organizations in an 

elementary or secondary school during the regular school day (this exception clearly covers 
school lunches). 

 Is sold or served by a parent-teacher association during a fund-raising sale, the proceeds of 
which do not benefit an individual 

 Is sold by a person under 18 years of age who is a member of an organization devoted to the 

exclusive purpose of education or physical or religious training (which appears to apply primarily 
to such things as soccer league fundraisers), and groups associated with public or private 

elementary or secondary schools as a part of a fund-raising drive sponsored by the organization 

for its exclusive use (the latter clause is not entirely clear, but appears to cover sales associated 

with such events as booster club fundraisers. 

 
Newspapers whose average sales price per copy over a 30-day period does not exceed $.75; that are 

printed and distributed periodically at daily, weekly or other short intervals of four weeks or less; for the 
dissemination of news of a general character and of a general interest, including advertising; whether 

sold or distributed by individual copy or subscription are exempt from tax. Of course, most school 
newspapers are not sold for a fee and would not be subject to tax in any case. 
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Numerous other possibilities exist for school districts to be subject to sales tax collection obligations. 

Unless the sales fall under the one-day or auction exceptions, exceptions to the sales tax obligation for 
school district sales of annuals, school pictures, athletic equipment, letter jackets, class rings, school 

supplies or computers are not available.  In many cases, the school district allows private companies to 

have access to students or teachers for the purpose of selling these items. In such cases, the sales tax 

collection obligation clearly falls on the private companies, however, in some cases the school district 

may actually be the seller having purchased the items from suppliers for the purposes or reselling those 

items to students, parents or teachers. As noted above, if a seller fails to collect sales tax, the state may 
assess the tax agent against the seller. 

 
Sales tax for some items can be significant. For instance, the sales tax obligation associated with the sale 
of a computer will generally be substantial. The school district should be aware that if it purchases a 

computer under its procurement contract and then resells that computer to, for instance, a teacher, it 
probably has a sales tax collection obligation. In addition, school districts should not allow employees to 

purchase items directly from the vendor under its procurement contracts. 
 
Even if the items are not significant in isolation, they may be significant in quantity. For example, if a 
school district sells packages of school supplies to 10,000 students for $8 each, a total of $80,000 in sales 

is probably subject to sales tax collection obligations. 

 
All school districts should review their operations for possible sales tax collection obligations and should 

alter their procedures as appropriate to ensure that all such obligations are properly met. (1.9.2.5) 
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GCISD TRAVEL 

 

General Provisions: One day trips within the DFW Metroplex (includes the counties of 
Tarrant, Dallas, Denton, Wise, Collin, Johnson, Ellis, Kaufman, Rockwall and Hunt) or any other 
one day trip that does not require overnight lodging will not be eligible for meal reimbursement 
unless meal is a documented business meeting. 
 

Any telephone calls must be job / GCISD related for reimbursement.  Mileage reimbursement for 
use of a personal vehicle will be in accordance with current approved IRS regulations.  Under 
no circumstances will the GCISD reimburse for any alcoholic beverages or bar receipts. 
 

Public Transportation: Any public transportation (commercial airlines, commercial buses, taxis, 
subways, etc…) which are a necessity to the trip will be reimbursed as long as the employee 
selects the most economical service available and within reasonable time constraints. 

 

Multiple Travelers: If multiple staff members attend the same conference, the GCISD will not 
reimburse in a way that would allow each individual or split groups of individuals to seek 
reimbursement for separate vehicles. If an employee wishes to take his / her vehicle and does not 
wish to ride with others, the vehicle expenses will be borne by the employee. 
 
If one or more employee (s) takes a spouse / guest requiring additional rooms for the other 
employees, the cost of the additional room will be at the employee’s expense. 
 
Mileage for Use of Personal Vehicle:   
Use of personal vehicles is allowed for travel with approval from your Supervisor and Budget 
Owner.  Mileage is reimbursable at the current allowable IRS rate for reimbursement from the 
GCISD Facility in which the employee is assigned to the address of the destination.  The shortest 
route should be chosen for mileage reimbursement with supporting mileage documentation 
accompanying direct pay.  Acceptable maps/mileage projectors are: MapQuest, Google maps and 
Yahoo maps. 
 

Overnight Travel:  

Overnight travel is allowed for trips that are outside the 50 mile radius of the GCISD Administration 
Building and require overnight stay because the start or end time of the event prohibits safe travel.  
Overnight travel must be approved by your immediate supervisor and sufficient funds in your 
campus/department’s budget must be available to cover are costs related to overnight travel, such 
as transportation to and from, lodging and meals.   

 

Events that are within a 50 mile radius of the GCISD Administration do not qualify for overnight 
travel. 

 

Hotel /Lodging: 
You are entitled to full reimbursement for GCISD overnight trips at the hotel / facility that is 
recommended or the place of the conference, seminar, etc.  Your room should be the most 
economical rate available and without additional amenities. If a spouse attends with a GCISD 
employee, any additional room costs must be paid for by the employee. 
 
If you are involved in a multi-day trip within the DFW Metroplex, you will not be eligible for 
overnight or meal reimbursement without the written approval of the Superintendent prior to the 
trip. If granted, the written authorization must be attached to the GCISD Overnight Travel 
Expense Claim Form. 
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Any Additional hotel charges, such as laundry, movies, etc., will be at the employee’s expense. 
Telephone calls attached to an invoice must be job / GCISD related for reimbursement. If the trip 
requires a vehicle, charges for parking will be covered by GCISD. 

 

Meal Allowance (per Diem): 
Meals are reimbursed at a per diem rate of $36 per day, or $9 for breakfast; $9 for lunch; and 
$18 for dinner.   

 
 If you leave GCISD prior to 8:00 am – you are entitled to all meals for that day. If you 

leave between 8:00 am and 12:00 noon – you are entitled to lunch and dinner. 
 If you leave between 12:01 pm and 5:00 pm – you are entitled to dinner only. 
 If on your day of return you arrive back prior to 11:30 am – you are entitled to breakfast 

only. 
 If you return between 11:31 am and 6:30 pm – you are entitled to breakfast and lunch. 
 If you return after 6:30 pm – you are entitled to all meals for that day. 

 
Per Diem for approved Out of State Travel is determined by the U.S. General Services 
Administration Per Diem Rates.  This information can be found on the GSA website from the 
following link: 

http://www.gsa.gov/portal/content/104877  
 
 
Per Diem for approved Out of State Travel is applied at the following rates:   
   
     25% = Breakfast;        25% = Lunch;         50% Dinner 
 
For example, if a per Diem rate for a destination is $71.00, the following would be allowed for meals: 
    $71.00 x .25 = $17.75 allowed for both Breakfast and Lunch, and; 
    $71.00 x .50 = $35.50 allowed for Dinner. 
 

Any meal covered by the registration or which is part of the conference should be deducted by 
the employee prior to requesting reimbursement. 

 

**Under no circumstances will GCISD reimburse for any alcoholic beverage or bar receipt** 
 

Out of State Travel: 
Please Note Out-of-State-Travel:  All out of state travel MUST be approved by DaiAnn Mooney, 
Chief Financial Officer, prior to making any airline or hotel reservations and submitting travel 
advances.   This is in addition to the student out-of state travel Curriculum and Instruction 
approval.  The approved travel expense claim form must accompany any purchase orders or 
direct pay request associated with the out of state trip. 
 
Travel Advances: 
Travel advances include meals (outside the areas referenced above) and/or mileage (rate for 
mileage is same as IRS regulations).  Shortest route should be chosen for mileage reimbursement 
with supporting mileage documentation accompanying direct pay.  Acceptable maps/mileage 
projectors are: MapQuest, Google maps and Yahoo maps.   Public transportation, including taxi, 
city bus and parking fees are not advanced.  Public transportation and parking may be reimbursed 
upon return with receipt.  No reimbursements will be made without receipt(s).  Any meal provided 
by a conference or part of the registration should be deducted from the employees per Diem.  
Internet access fees and baggage fees will be reimbursed with receipts only and not advanced; 
receipts must be included with the travel reimbursement. 
 

http://www.gsa.gov/portal/content/104877
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Travel Expense Claim Form:  
All travel reimbursements will be submitted with a completed Travel Expense Claim Form.  To 
ensure you are using the correct version of the Travel Expense Claim Form, please download the 
current form from the Financial Services home page. Discard all versions of this form that have 
been previously saved to your local drive.   
 
Employees seeking reimbursement for authorized travel must fill the form out completely, 
provide supporting documentation, sign the form and have the appropriate approval signature 
on the form.  Receipts for lodging, air fare, conference registration fees, mileage documentation, 
etc. must accompany the Travel Expense Claim Form and be attached to the Check Requisition. 
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Travel Agency Process 
 
National Travel Systems 

The State Travel Management Program (STMP) of the Texas Procurement and Support Services 
(TPASS) secured a contract with National Travel Systems (NTS) to provide state travelers with 
reservation and ticketing services for airlines and rental cars. These services are available to 
school districts who are members of the TBPC. 

 
Fee Schedule: 
 
 Air only or booked with hotel and/or rental car $11.79 per ticketed transaction; 
 Transaction fees are non-refundable once charged. 
 
NTS offers the lowest available fares available for the traveler’s needs that are on the state of 
Texas contract. However, refundable tickets may be higher in cost. When submitting the Travel 
Reservation Form, the traveler will need to indicate if he/she wants a quote for refundable, non- 
refundable (best price) or both. Travel with a non-refundable fare will need to be approved by 
Purchasing and approval sent to NTS within 24 hours of receiving the itinerary from NTS. 
Refundable fares (State of Texas Contracted fares) may be ticketed up to an hour before flight 
time. 

 

TPASS has contracted with the following vendors to provide discounted rental car services for 
state travelers:  Enterprise, Avis or Advantage.  Under this contract, all rates include Loss/Damage 
Waiver or comprehensive insurance (which covers all damage to the rental vehicle) and 
Liability insurance (which covers persons and property inside and/or outside the rental vehicle). 

 
Step 1 Access the Travel Reservation form: 

 Go to www.gcisd-k12.org 
 Sign-in to the Website by clicking Sign-On button at top of screen 

 Select Departments 
 Select Purchasing 
 Select Travel Information 
 Select “Book your NTS Travel Reservations” link 
 Complete your travel profile needs and click DONE 

 
Step 2      Complete the information on the form.  **Please note that the traveler’s name 

must be entered as reflected on their state ID. Also, some of the questions have 
been pre-answered for you. Leave these as is. The District has a credit card on file 
with NTS. 
Leave the answer as “yes” for this question. 
When entering flight information you may: 

 Enter the exact flight you want.  Enter the airline, dates and times and 
note the flight numbers in the “Special Air Information Box” OR 

 Enter the airline, dates and approximate times you would like to fly.  NTS 
will attempt to find flights that match your request. 

 Note whether you want a refundable or non-refundable fare, or if you 
would like pricing on both to compare. 

 Complete the car rental information, if needed. 

 
 

Step 3        Submit the form.  A form confirmation will immediately appear on your screen. 

 Please review for accuracy and print for your records. 

http://www.gcisd-k12.org/
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Step 4       NTS will email an itinerary back to the traveler and the individual submitting the air 

travel request form. 

 
Step 5   The traveler selects an itinerary option (if more than one option was provided by 

NTS). The traveler then provides this information to the individual submitting 
the air travel request form. This individual will enter the direct pay which will 
identify the selected itinerary option. 

 
Step 6 A Purchase Requisition will need to be entered to National Travel Systems for the 

total amount of the air travel, including the transaction fee, for the itinerary option 
selected. If requesting car rental please note the following: 

 

 If NTS provided a quote for Enterprise: Issue a separate Purchase 
Requisition to Enterprise (Skyward Vendor Record - Enterpri002) for the 
amount of the car rental only. 
 

 If NTS provided a quote for Avis: Include the amount of the car rental on 
the Purchase Requisition issued to National Travel Systems.   
 

**NOTE:  A new Purchase Requisition will need to be issued to National 
Travel Systems for the car rental separate from the airfare charges. 
 

 If NTS provided a quote for Advantage: Issue a separate Purchase 
Requisition to Advantage (Skyward Vendor Record - Advantag000) for the 
amount of the car rental only. 

 

**When entering the Purchase Requisition, please enter the reservation number 
in the description** 

 

Step 7  Attach a copy of the selected itinerary to the Purchas Requisition(s) for the 

back-up documentation. Note on the Purchas Requisition the following: Reason for 
the trip, name of the traveler, date of departure and arrival back home. 

 

Please call Purchasing Services and provide the Purchase Requisition number for your travel to 
be approved. 
 

If the itinerary documentation has been scanned and attached to the Purchase Requisition in 
Skyward, please contact Purchasing Services immediately to make us aware the Purchase 
Requisition is in queue to be reviewed and approved. Purchasing will email NTS that the travel 
request is approved and request that a confirmation itinerary be emailed to the traveler. The 
traveler is to take the confirmation itinerary and photo ID to the Airport ticket counter on the 
day of travel.  The traveler will also need to take this information to the rental car counter if a 
rental vehicle was reserved for the trip. 
 

IMPORTANT NOTE TO ALL TRAVELLERS: IT IS THE RESPONSIBILITY OF THE TRAVELER TO 

CONTACT THE AIRLINE UP TO 24 HOURS PRIOR TO FLIGHT TO CONFIRM A RESERVATION AND 

DEPARTURE/ARRIVAL TIMES. 
 

NTS Contacts:    

General: gcisdapprovals@nationaltravelsystems.com 1-800-552-0884 

Sandy Sanzotta: ssanzotta@nationaltravelsystems.com 1-800-552-0884 

Susan Henshaw: shenshaw@nationaltravelsystems.com  1-800-552-0884 

 
 

mailto:gcisdapprovals@nationaltravelsystems.com
mailto:shenshaw@nationaltravelsystems.com
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For Local Travel Only 
 
(Originating and Returning to GCISD) 
Transportation Services has District Suburbans that are available for rental for only $25.00 per 
day, which hold up to 9-passengers.  Gas credit cards may be checked out at the Financial 
Services Department, or save your gas receipts and request reimbursement on a travel expense 
form. 

 
To reserve a District vehicle for authorized District travel, please contact the Transportation 
Operations Coordinator, Cynthia Patterson by phone at 817-251-5593, or by e-mail at 
Cynthia.patterson@gcisd.net.  

 
 

If there is a Suburban available on the required dates, Transportation will reserve the vehicle for 

you. 
 
If not, Transportation will make arrangements for you with a local car rental agency. 
Transportation will notify you that a purchase order is being entered to Enterprise (Colleyville), 
Advantage (DFW Airport) or Avis (DFW Airport).  It is suggested that you take a copy of the 
purchase order or confirmation with you to the car rental agency. 
 
Enterprise, Advantage and Avis are on the State of Texas contract for rental car services. Under 
this contract, all rates include Loss/Damage Waiver or comprehensive insurance (which covers 
all damage to the rental vehicle) and Liability insurance (which covers persons and property 
inside and/or outside the rental vehicle). 
 
What to Take With You to the Car Rental Agency: 

 
1. Purchase Order and/or Confirmation (Recommended) 
2. School Identification Badge (Recommended) 
3. Driver’s License (Required) 

 
Before you sign the rental agreement: 

 

 Check the vehicle’s interior/exterior condition and note any condition on the    
rental agreement. 

 Verify the fuel level and mileage match the rental agreement before leaving with the 
vehicle. 

 Verify the rental agreement shows the rental to be in the district’s name. 
 
For questions regarding this process please contact Purchasing Services at 817-251-5563 or 
Transportation Services at 817-251-5593. 

mailto:Cynthia.patterson@gcisd.net
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Car Rentals Not Originating at GCISD 
Rental cars that are picked up at your final destination within the state of Texas, or out of state, 
should be reserved through National Travel Systems (NTS) when making your airline 
reservations. Another alternative would be to charge the vehicle rental on your personal credit 
card; upon returning from your trip you could then submit a Travel Expense Claim Form, attach 
your receipt and request reimbursement for the expense. 

 
If you are making your own reservation please note that it is a District requirement that you 
purchase the additional liability and property insurance coverage offered. NTS will contract with 
Enterprise, Advantage or Avis only. These companies are on the State of Texas contract for 
rental car services. Under this contract, all rates include Loss/Damage Waiver or 
comprehensive insurance (which covers all damage to the rental vehicle) and Liability insurance 
(which covers persons and property inside and/or outside the rental vehicle). 

 
What to Take With You to the Car Rental Agency: 

1. Confirmation of Reservation from Travel Agency (Recommended) or Personal 
Credit Card (Required) 

2. School Identification Badge (Recommended if using Travel Agency) 

3. Driver’s License (Required) 
Before you sign the rental agreement: 

 Check the vehicle’s interior/exterior condition and note any condition on the rental 
agreement. 

 Verify the fuel level and mileage match the rental agreement before leaving with the 
vehicle. 

 Verify the rental agreement shows the rental to be in the district’s name if rented 
through the Travel Agency. 

 
For questions regarding this process please contact Purchasing Services at 817-251-5563. 
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Employee Reimbursements 
 
GCISD board policy CH(LOCAL) states “all purchase commitments  shall be made by the 
Superintendent or designee on a properly drawn and issued purchase order, in accordance with 
administrative procedures.” This policy dictates our purchasing procedures, however, we 
realize that from time to time circumstances arise where a district employee must make a 
purchase with their personal funds. Although we do not encourage this practice, we understand 
that it can happen. 

 

 
 

Therefore, Purchasing Services has developed a form to be used for all employee-related 
reimbursements (this excludes travel reimbursements). Employee-related reimbursements 
would include in-district mileage, the purchase of books or special needs for classroom 
instruction, conference registration, just to name a few. 

 

 
 

To be reimbursed for purchases made with personal funds, the employee must complete the 
form, attach their receipt(s) and have their budget manager (campus principal or department 
head) review the form and sign off prior to issuing Dpay for the refund. The form, with 
approvals and receipts must accompany the Dpay as backup and then be forwarded to 
Purchasing Services for processing. If Purchasing Services receives a Dpay without the properly 
executed form, it will be returned to the appropriate campus or department so the form can be 
completed and the budget manager can sign off. Remember . . . . all reimbursement requests to 
district employees must be approved by the budget manager. 

 
Employee Reimbursement Form: 
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Payment Procedures 
 
 
 
1. Transactions are first initiated when the departments and campuses enter a purchase 

order (PO) or direct pay (Dpay). All POs and Dpays are reviewed and processed by the 
Purchasing Department. Once the PO and Dpay is approved the funds are encumbered. 
Purchase Orders are reviewed for account code accuracy then faxed to the vendor(s). 
(Purchasing Guidelines are available on the GCISD Intranet). 

 
 

2. Verification for Payment: 
 
 

 The A/P clerks receive the invoice from the vendor. 

 The clerk verifies the items invoiced match them items ordered and have been received 
by the bookkeeper/user in Skyward. Campus/departments record the receipt of items in 
the system. 

 If not, the campus/department is contacted to verify whether the order has been 
received or not and/or to determine if there is a problem. i.e. damaged during shipping. 

 If yes, the clerk enters the invoice information, including invoice number & PO in 
Skyward. The system must match the PO to the invoice and the receiver and if all match 
payment will be issued. 

 The A/P checks are written for approved invoices on Thursday evening. 

 After checks are printed, they are matched to the invoices by another clerk who did not 
enter the payment to verify amount paid and vendors are correct 

 Checks are mailed to vendors 
 
 

3. The utility bills are reviewed by Operational Services and/or Facility Services. Utility bills 
are paid directly from the invoices. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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CASH HANDLING PROCEDURES 
 
The following cash handling procedures shall be implemented in all buildings: 

 
1. The principal will designate the Bookkeeper / Administrative Assistant and one other 

employee (as a backup) as the designated cash handlers that are allowed to accept 
deposits from teachers. The principal and the designees are the only ones to have 
access to the safe/vault. 

 
2. The designated cash handlers are solely responsible for counting cash and making 

deposits. 
 

3. Teachers making the deposit must complete the GCISD Campus Deposit form and 
submit with the deposit. The person responsible for accepting the deposit must initial 
the paperwork and place the deposit in safe/vault. 

 
4. Once the deposit has been verified and counted by the cash handler, if there is a 

discrepancy from the Campus Deposit form, the teacher needs to be notified and the 
deposit needs to be counted by both the cash handler and teacher together  to determine 
the difference. 

 
5. The deposit form needs to remain on file at the campus office for future reference. A 

copy can be made for the teacher if needed. 
 

6. The principal will designate an area or room where all cash will be taken to be counted. 
This room should be as near the safe as possible, but away from outside exits to the 
building. 

 
7. The entrance to this area shall remain locked while cash is being counted. 

 
8. Cash, in any form, should not be left unattended or in plain sight of visitors to the 

school. All cash shall be locked in the safe when it is not being processed. 

 
9. Building principals shall make every effort not to have substantial amounts of cash in the 

building at night, or at times when the school is closed for holidays. 
 

10. Under no circumstances should cash be kept in the classroom or elsewhere overnight. 

All cash should be given to the designated cash handler at the end of the day to be 
secured in the vault or safe overnight. 

 
11. Petty cash should be checked out from the designated cash handler. 

 
12. Check cashing from cash money on hand prior to deposit is prohibited. 

 
13. A receipt must be given for all cash payments (not including checks) accepted. This 

includes teachers accepting cash. 
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CASH HANDLING DO’S AND DON’TS 
 
Deposits will be made as often as needed to keep the amount of money in the school building 
to a minimum. 

 

DO make deposits as soon as possible after receipt. Daily deposits are the goal. If 
funds are turned in after the armored car pickup and cannot be deposited until the next 
business day then funds must be accepted only by those designated to accept deposits and 
secured in a safe or vault. 

 
DO deposit all monies on hand intact. 

 
DO deposit money collected from fund raisers prior to the end of each business 
week. No fund raising monies should remain in the building over a weekend or holiday. 

 
DO verify deposits accepted from teachers before depositing. If there is a 
discrepancy, immediately put deposit in the safe and notify the teacher. The teacher and 
cash handler will need to recount the monies together and make any necessary changes to 
the deposit form. 

 
DO deposit all checks within 30 days from the date on the check. Please notify 
teachers of this rule!! If the check comes back for any reason, and we are unable to collect- 
the funds will come out of your account. 

 
DON’T accept post dated or temporary checks. All checks should be dated with a 
current date (within the last 30 days), signed, & amounts should match those entered on 
deposit slip. 

 
DON’T hold checks for any reason. Returned checks that are held more than 30 days 
can not be sent to the District Attorney’s Office for prosecution and will automatically be 
deducted from the account in which it was deposited. 

 

DON’T accept a deposit without a GCISD Deposit form completed by the teacher. 
The GCISD Deposit form will list the amount of cash, currency, and checks. 

 
 
 
 
 
 
 
 
 
 
 

 
(This space left blank intentionally) 
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PREPARING A DEPOSIT 
 

 
 

1. Cash should be arranged from the smallest bill to the largest, all facing the same 
direction. Use cash reconciliation form. 

 
2. Endorse the back of all checks. 

 
3. Press firmly when filling out deposit slips. This is very important! 

 
4. Checks do not have to be listed separately, instead write “See Tape” and put total of 

checks. Be sure to include a calculator tape showing the total. 
 
5. The total at the bottom of the deposit slip should be the total of the cash, coin, and 

checks. 
 
6. Write account code and very brief description on the deposit slip. See example of 

completed deposit slip. 
 
7. If the deposit is to be split between two or more account codes, a multi-code deposit 

form must be completed. The total on the deposit slip and the total on the multi-code 
form must be the same. Forward the multi-code form to Financial Services (not the 
bank), making sure your campus name and date are on the top of the form. When 
using a multi-code form write “Multi-Code” on deposit slip instead of account codes. 
The multi-code forms can be found on the GCISD Intranet site at http://www.gcisd.edu. 
See example of completed multi-code form. 

 
8. All three copies of the deposit slip are sent to the bank. The bank will return the 

pink and yellow copies to Financial Services. The pink copies will be sent to the campus 
through inter-office mail. 

 
9. If the deposit is taken to the bank personally, (South Main Street Grapevine Location 

Only) you can ask the tellers to forward the deposit slips to Financial Services or forward 
the yellow copy to Financial Services through inter-office mail. Deposit slips should be 
forwarded the same day as the deposit is made. 

 
 
 
 
 
 
 
 
 
 
 

 
(This space left blank intentionally) 
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PREPARING THE PLACTIC BAG FOR ARMORED CAR PICKUP 
 
1. To send deposits to the bank please use the clear plastic bank bags. The following 

should be written on the bag: 
 To: Legacy Bank - Grapevine 
 From: GCISD / Campus and or Department Name 
 Cash Amount 
 Check Amount 
 Total Deposit 
 Date 
 Authorized Signature 

 
2. Each bag has a different number. Please keep a daily log of deposits with the 

coordinating bag number. 

 
3. Please take the deposits to the campus’s cafeteria. The deposit must be brought to the 

cafeteria manager by 9:00 a.m. 
 
4. Each bag must be logged in the Dunbar log book 

 Bag Number – Number on bag 
 Description – cash/checks and your initials 
 Amount – Total deposit amount 

 Peel bar code sticker from the right and place on bag 
 
5. Personally hand the bag to the Cafeteria manager or assistant manager. Do Not Leave 

bag unattended. Dunbar Armored will pick up between 9:00 a.m. – 11:00 a.m. (verify 
this time with the cafeteria manager). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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Multi code deposit form 
 
 

 

 
 
 

 
Cash reconciliation form 
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Depository 
 

 

The current Depository for the district is Legacy Texas Bank located at 907 S. Main Street, 
Grapevine, TX 76051. The contract expires on June 30, 2015. The District has the option to 
extend for two additional two year periods if both parties agree, making this a potential six year 
contracts, expiring on June 30, 2019. 

 
 

 

Online Banking Procedures 
 

 

The CFO, Director of Budget & Accounting, Budget & Accounting Assistant, and Financial 
Services Administrative Assistant all have access to the District’s accounts through online 
banking. A security token, issued by the depository, with a revolving password must be used to 
access the accounts. 

 
 Budget & Accounting Assistant monitors the bank balances, unusual debits and credits, 

and positive pay on a daily basis. Financial Services Administrative Assistant is the 
backup for the Budget & Accounting Assistant. 

 
 Wires can be entered by Director of  Budget & Accounting,  Budget &  Accounting 

Assistant, and Financial Services Administrative Assistant 

 
 A secondary approval online is required for all wire transfers, before transmitted to the 

bank. The bank’s wire department telephones the District for confirmation that a wire 
was submitted before releasing it the Federal Reserve. 

 
 

 
Reconciliation Procedures 

 
Performing a timely reconciliation of the bank accounts helps in detecting fraudulent activity. 
The District currently has nine (9) bank accounts, two (2) of which are administered by third 
parties. 

 
 Run general ledger reports for accounting funds to make sure all funds are in balance 

 
 Download report from bank listing all checks that have cleared for the month for the A/P 

and Payroll accounts. Use this report to upload to Skyward to reconcile checks and print 
outstanding check list. 

 
 Locate any discrepancies and make note on the reconciliation. Prepare backup for 

adjustments to the general ledger. A Journal Voucher is entered for these adjustments. 
 

 The Depository, A/P, Insurance, and Payroll accounts are ZBA accounts and therefore 
reconciled together. A separate reconciliation is completed for Debt Service, Tax 
Clearing, and Nutrition accounts. The District also performs a reconciliation for the 2 
accounts administered by third parties. 

 
 The reconciliation is reviewed and approved by the Director of Budget and Accounting. 
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Returned Check Procedures 
 

 

 Notification of check acceptance policy will be printed in student and employee 
handbooks. 

 
 Notice of policy will be on display at each campus cafeteria, office, and athletic office, 

athletic game and special events. 
 

 Bank will return checks to Financial Services 
 

 Finance will log all returned check and forward to CheckSmart Recovery, once a week, 
with the exception of property tax checks, which will be forwarded to the tax office. 

 
 CheckSmart will return acknowledgement of checks received. 

 
 CheckSmart will forward payment for face value of checks collected on the 1st and 16th 

of each month. 

 
 CheckSmart will pay GCISD 20% of the returned check service charge this is collected 

from each check writer on the 1st and 16th of each month. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(This space left blank intentionally) 



50 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

SECTION J 
General Accounting 



51 

 

 

ACCOUNT CODE ELEMENT DEFINITION 
 
 

 
School District accounting systems are organized and operated on a fund basis. The funds can 
be established by the state or federal government as well as the school district. 

 
 

 

The Code Structure 
 
 

 
 
 

Local Option 

Local 

Option Program Local 

(Sub-Object) Fiscal Intent Option (owner) 

Fund Function  Object 1 and 2 Organization Year Code Code 3, 4 and 5 

(Activity) 

 
XXX XX XXXX XX XXX X XX XXX 

XXX 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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FUND CODES 
 
The Fund code is a mandatory 3 digit code indicating the funding source. 

 

GENERAL OPERATING FUND - 1XX 
 

General Fund - 199 (aka local maintenance, local funds, general operating fund) 
The general fund classification accounts for funds in which the local governing board 
designates. This  fund  includes  transactions  as  a  result  of  revenues  from  local 
maintenance taxes, payments in lieu of taxes and other foundation entitlements not 
listed elsewhere. 

 
Community Education - 175 

This classification is for transactions for the Community Education division. 

 
Athletic Fund - 181 

This classification is for transactions of the athletic division at all secondary grade levels. 
 
Extended Day – 183 

This classification is for transactions of the extended daycare program. 
 
Medicaid Admin Claim - 189 

This classification is for transactions related to the Medicaid Admin Claim program. 
 
 
 

SPECIAL REVENUE FUNDS - 2XX/3XX/4XX 
Special Revenue Funds are governmental funds used to account for the proceeds of 
specific  revenue  sources  that  are  legally  restricted  to  expenditures  for  specified 
purposes. 

Special Revenue Funds must each have an approved GCISD budget. The budget will be 
the amount of funds expected to be spent, and a compensating amount of revenue 
received, during the period from July 1 to June 30 of the budget year.  Appropriations 
must  be  approved  in  the  budget  process  for  carryover  federal  funds  just  as 
appropriations are approved for current year federal funds.  The "Fiscal Year" code will 
designate between current year and prior year funds. 

 
ESEA, Title IV, Part A – Safe & Drug-Free Schools 

This  classification  is  to  be  used  to  account,  on  a  project  basis,  to  develop  age- 
appropriate comprehensive violence and drug/alcohol education prevention programs. 

 
ESEA, Title I, Part A – Improving Basis Programs – 211 

This classification is to be used to account, on a project basis, for funds allocated to 
local educational agencies to enable schools to provide opportunities for children served 
to  acquire  the  knowledge  and  skills  to  meet  the  challenging  State  Performance 
standards developed for all children. 
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Idea – Part B, Formula - 225 
This classification is to be used to account, on a project basis, for funds granted to 
operate educational program for children with disabilities. 

 
Idea – Part B, Preschool - 224 

This classification is to be used to account, on a project basis, for funds granted to 
operate educational program for preschool children with disabilities. 

 
Child Nutrition - 240 

This classification is to be used by Child Nutrition Services for the food program. 
 
ESEA Title II Part A – Teacher & Principal Training & Recruiting - 255 

This classification is to be used to provide financial assistance to LEAs to increase 
student academic achievement through improving teacher & principal quality and hold 
local education agencies and schools accountable for improving student academic 
achievement 

 
Title III, Part A – English Language Acquisition - 263 

This classification is to be used to account, on a project basis, for funds granted for the 
implementation  and  support  of  a  comprehensive  system  that  uses  technology  in 
elementary and secondary schools to improve student academic achievement. 

 
Title V, Part A – Innovative Programs - 269 

This classification is to be used to account, on a project basis, to implement or expand 
innovative assistance programs to improve student, teacher and school performance 
activities. 

 
Noneducational Community-Based Support – 392 

This classification is to be used to account the provision of noneducational community- 
based support services to students with disabilities who would otherwise be placed in 
residential facilities for educational reasons. 

 
Texas Successful Schools Program - 393 

This fund classification is to be used to account, on a project basis, for grant monies 
applied for by school districts after being notified by TEA of their eligibility based on 
Academic Excellence Indicator System criteria. 

 
Advancement Placement Incentives – 397 

This classification is to be used to account for funds awarded to school districts under 
the Texas Advanced Placement Award Incentive Program. 

 
Student Success Initiative – 404 

This classification is to be used to account funds granted to teacher training and 
allocations to school for students identified as unlikely to achieve the third grades TAKS 
reading standard by the end of third grade. 

 
High School Allotment – 428 

This classification is to be used to account for the $275 per high school student to 
prepare students to go on to higher education, encourage students to take advanced 
academic course work and support promising high school completion and success 
initiatives. 

 
CAMPUS ACTIVITY 
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Campus Activity - 461 
This fund classification is to be used to account for revenues generated from vending 
machines in teacher areas, library charges, and fund-raisers in which the students are 

NOT the participants in the production or selling activity. Any sales in which students 
participate must be accounted for in the Student Activity Fund at the secondary level. If 
students and teachers both participate funds must be coded to Student Activity Fund 

865. Revenues from sales are recorded in object code 5755. NOTE: The cost of 
goods sold (fund raisers) is recorded in function 36 (extracurricular) using 
the appropriate expenditure object code. All other expenditures should be coded 
to the appropriate function code. 

 
Corporate Sponsorship – 495 

This fund classification is to be used to account for funds given to the individual 
campuses from Corporate Sponsorship earnings. 

 
Conditional Gifts/Expendable - 498 

This fund Classification is used to account for donations targeted for a specific purpose, 
such as the acquisition of playground equipment for a particular campus. Please contact 
Financial Services if you anticipate gifts of this type. 

 
Education Foundation Grants - 481 

This fund classification is used to account for the grants distributed through the GCISD 
Education foundation.  Once notification that awards have been distributed is given to 
Financial Services, your campus will be contacted to determine the appropriate account 
code(s). 

 
 
 
 
 
INTERNAL SERVICE FUNDS 

 

 

Print Shop Internal Service Fund - 752 
 

This classification is used to account for services provided by the printing department of 
the District to other campus locations or departments. 

 
Medical Insurance Internal Service Fund – 753 

 
This fund classification is used to account for employee Medical Insurance Contributions 
and claims. 

 
Workers Comp Insurance Internal Service Fund – 771 

 
This fund classification is used to account for employee Workers Comp contributions and 
claims. 

 
Motor Coach Transportation Fund - 775 

 
This classification is used to account for transportation services provided by outside 
vendors and the District for field trips. 
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TRUST AND AGENCY FUNDS 

Agency funds do NOT require budgeting. 

“Sunshine” Fund - 876 
This fund classification is for donations from your staff to be used for the purchase of 
cards, flowers, etc. in the event of a birthday, wedding, illness, funeral etc. 

 
Student Activity Account - 865 

This fund classification is used as an agency account for student "club" funds or "class" 
funds. The money in these funds belongs to specific student groups. All expenditures 
should be conducted under the guidance and general requirements of the district, but 
for the items the students choose. All deposits and expenditures must be coded to 
865.00.2190.XX.XXX.0.00.XXX. The appropriate sub-object and organization code must 
be used. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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FUNCTION CODES 
 

 

The function code represents a general operational area in a school district and groups together 
related activities. Function codes are to be used with expenditure codes only. 

 

 
 

00 Revenue 
 

Revenue received in the District will carry the 00 function code without regard to the source of 
the funds. 

 

 
 

10 Instructional Services 
 

11 - Instruction 
This function is used for activities that deal directly with the interaction between 
teachers and students. This function includes expenses for direct classroom 
instruction and other activities that deliver, enhance or direct the delivery of 
learning situations  to  students,  including  the  cost  of  field  trips,  graduation 
expenses and substitutes during staff development. (Upkeep and maintenance 
for buildings are not Function 11, but should be under Function 51). Staff 
development substitutes are function 11 – new for 2008-09. 

 
12 - Instructional Resources & Media Services 

This function is used for expenditures that are directly and exclusively used for 
libraries, establishing and maintaining libraries, and other major facilities dealing 
with educational resource and media. Note: Expenditures for instructional 
materials and equipment purchases for and assigned to a classroom are Function 
11, even if controlled by a library. 

 
13 - Curriculum Development & Instructional Staff Development  

This classification is used for expenditures directly and exclusively to aid in 
planning, developing and evaluating the process of learning experiences for 
students for instructional related personnel.  Expenditures and expenses include 
in-service training, research development activities that investigate, experiment, 
and develop or modify instructional methods, techniques procedures and services 

 

 
 

20 Instructional & School Leadership 
 

21 - Instructional Leadership 
This classification is used for expenditures that are directly used for managing, 
directing, and supervising general and provide leadership for staff who  provide 
general and specific instructional services. Costs include, coordinators, 
instructional program administrators, Assistant Superintendent for Instructional 
Services, Special Education and Technology Education or similar costs directly 
incurred in overseeing instructional administrative areas. 

 
23 - School Leadership 

This classification is used for expenditures that are used to direct and manage a 
school campus.  They include the activities performed by the principal, assistant 
principals and other office related staff. Expenditures also include supplies for all 
principals and recording and compiling pupil attendance data. 
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30 Student Services 
 

31 - Guidance & Counseling & Evaluation Services 
This classification is used for expenditures that are directly used for assessing 
and testing students’ abilities, aptitudes and interests. It also includes 
counseling and psychological services, testing, educational counseling, student 
evaluation and occupational counseling. 

 
32 – Social Work Services 

This classification is used for investigating and diagnosing student social needs 
arising out of the home, school or community, casework and group work services 
for the child, parent or both and interpreting the social needs of students of 
other staff members. It also includes promoting modification of the 
circumstances surrounding the individual student which are related to his or her 
social needs. 

 
33 - Health Services 

This classification is used for expenditures for providing health services to students. 
This includes activities that provide students with appropriate medical, dental and 
nursing services. 

 
34 - Student (Pupil) Transportation 

This classification is used for the purpose of providing transportation to students. 
Transportation personnel, fuel, tires, repair of buses, insurance and initial cost of 
buses are included in this function. 

 
35 -  Food  Services  (This function code will only be used by Child 

Nutrition , Fund 240.) 
This classification is used for food service operation expenditures, including costs 
of food, labor and other expenses necessary for the preparation, transportation 
and storage of food for students and staff. 

 
36 – Co-Curricular/Extracurricular Activities 

This function is used for expenditures for school-sponsored activities outside of 
the school day. Activities generally designed to provide students with 
experiences such as motivation and the enjoyment and improvement of skills in 
either a competitive or noncompetitive setting. Athletic expenditures such as 
physicals, medical and health supplies for athletics, equipment, officials, travel 
for coaches, gatekeepers, and scorekeepers should be included in this function 
with a program intent code of 91. The items purchased through campus activity 
(fund 461) to be resold should be coded to function 36. 

 

 
 

40 Administrative Support Services 
 

41 - General Administrative 
This classification is for expenditures that are for purposes of managing or 
governing the school district as an overall entity.  This function covers multiple 
activities that are not directly and exclusively used for costs applicable to other 
expenditure functions of a school district, such as activities related to distributing 
educational materials to the public. 

 

 
 

50 Plant Maintenance and Operations 
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51 - Plant Maintenance and Operations 

This classification is used for expenditures for activities to keep the physical plant 
and grounds open, clean, comfortable, and in effective working condition and 
state of repair. (Function 51 is also used for all telephones and pagers, and 
includes expenditures associated with Distribution and Receiving Services) 

 
52 - Security & Monitoring Services 

This classification is used for expenditures for activities to keep student and staff 
surroundings safe, including transit to or from school, on campus or participating 
in school sponsored events at another location. If specific program intent codes 
are not used, 99 (undistributed) is to be used. 

 
53 - Data Processing Services 

This classification is used for expenditures for data processing services, whether 
in-house or contracted.  Expenses are to include computer processing, systems 
development, debugging and documentation, systems integration and supporting 
information technology infrastructure. 

 
60 Ancillary Services 

 

61 - Community Services 
This classification is used for activities  other than regular public education and 
adult basic education programs. This includes services relating to the whole 
community or some segment of the community.  Teen parent child care in Fund 
199 will also be coded to this function as will Community Education expenditures. 

 

 
 

70 Debt Service 
 

71 - Debt Service 
This classification is used for expenditures for the retirement of bond debt, 
capital lease principal, and other debt, as well as for related debt service fees, 
and for all debt interest.  This function is to be used in conjunction with program 
intent code 99. 

 

 
 

80 Capital Outlay 
 

81 - Facilities Acquisition & Construction 
This classification is used for expenditures that are for acquiring, equipping, 
and/or making additions to real property and sites, including lease and capital 
lease transactions. 
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90 Intergovernmental Charges 
 

91 - Contracted Instructional Services Between Public Schools 
This classification is used for expenditures that are where one governmental unit 
transfers resources to another, including tuition to obtain instructional services 
from another school district for grade levels not provided by the sending school 
district. 

 
95 - Payments to Juvenile Justice Alternative Education 

Programs 
(JJAEP) 

 
97 - Payments to Tax Increment Fund 

This classification is used for expenditures that are related to the District’s 
participation in one or more Tax Increment Financing (TIF) programs. 

 
99 – Other Intergovernmental Charges 

This classification is used for expenditures that are used for obtaining 
instructional services from another public school for grade levels not served in a 
school  district  under  Section  25.039.    Expenditures  to  other  governmental 
entities such as county appraisal districts for costs related to the appraisal of 
property. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 



60 

 

 

REVENUE OBJECT CODES 

 
Revenues are credited in the accounting period in which they become available. Revenue codes 
include the fund, function, and object codes and may optionally include a sub-object and 
organization if needed. Fund, sub-object, and organizational codes are identical to the expenditure 

coding system. The function code will ALWAYS be 00. Object codes for most revenues fall 
into one of the three basic code areas as described below. Listed on the following pages are the 
most commonly used revenue codes with their descriptions. When a revenue source is new or 
unfamiliar, contact Financial Services for direction. 

 
 
 

MAJOR REVENUE OBJECT AREAS: 
 
5700 - Local, Intermediate, & Out-of-State Sources 

Revenues generated through the local effort are recorded in this category. This will 
include all revenues except those received from the State of Texas or from the Federal 

Government. 

 
5800 - State Program Revenues 

This category is used for revenues received from the Texas Education Agency through 
the Foundation School Program Fund or other appropriations. 

 

 
 

5900 - Federal Program Revenues 
This revenue has been received from the federal government. The money may come to 
us through the Texas Education Agency or directly from a federal agency. 

 

 
 

REVENUE OBJECT CODE DESCRIPTIONS 

 
571X  Local Real & Property Taxes 

 
5711 Taxes, Current Year Levy 

This object code is to classify revenues realized as a result of collecting current 
year taxes for real and personal property. 

 
5712 Taxes Prior Year 

This object code is to classify revenues realized as a result of collecting taxes for 
real and personal property as levied for prior years, including taxes which may 
have previously been determined to be uncollectible. 

 
5719 Penalties, Interest & Other Tax Revenues 

This object code is to classify revenues realized as a result of collecting tax 
revenues other than those specified above, including penalties, interest and bank 
franchise tax. 

 
572X Local Revenues Realized as a Result of Services Rendered to Other 

School Districts 
 

5729 Local Revenues as a Result of Service 
This object code is used to classify revenues from services rendered to other 
school districts. 
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573X 
 
 
 

5739 

Tuition & Fees 
 
Tuition and Fees 

  This object code is used to classify revenues received for tuition and fees from 
local sources, i.e. Drivers Education, Summer School 

 

574X 
 

 

Other Revenues from Local Sources 

 
 

5742 
 

Earnings from Temporary Deposits & Investments 
This object code is used to classify revenues as a result of earnings from 
deposits and investments. 

  

5743 
 

Rent 
This object code is used for revenues from rental of school facilities or assets. 

  

5744 
 

Gifts & Bequests 
This object code is used to classify gifts and bequests received from 
philanthropic or private organizations, or individuals. All gifts and or donations 
must have Board approval. 

  

5749 
 

Other Revenues 
This object code is used to classify revenues from local sources not specified 
elsewhere, such as library fines and textbooks. (Textbooks use a sub-object of 
70.) 

 
 

575X 
 
 
 

5751 

Revenues from Co-Curricular, Enterprising Services or Activities 
 
Nutritional Services Activity 

  This  object  code  is  used  to  classify  revenues  from  food  service  activities, 

including payments for meals from students and adults.  This account does not 
include revenues from Federal or State sources. 

 
 

5752 
 

Athletic Activities 
This code is used to classify revenues from athletic activities, including admission 
and gate receipts.  Proration of admission charges paid to a visiting team from a 
home game is netted against the revenue recorded in this account. Expenses 
paid while hosting a home game are recorded as expenditures, not netted 
against the admission charges. 

  

5753 
 

Extracurricular/Co-Curricular Activities (Other than Athletics) 
Revenues from other extracurricular co-curricular activities, other than athletics. 
These revenues are reported net of applicable sales tax payable to the state. No 
other expense should be netted against the revenue (i.e. plays, concerts, craft 
shows) 

  

5755 
 

Net Results from Enterprising Services, Activity Funds, and/or clearing Accounts 
This object code is used to classify revenues transferred from an agency fund as 
a result of excess gross receipts over gross expenditures of clearing accounts. 
This includes revenues from vending machines, candy machines, etc. not related 
to the regular food service program and that are part of an activity fund. 
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5757 Print Shop Revenue 
Transfers of funds to the print shop internal service fund.  The offsetting entry is 
a charge to the expenditure code 6296 of the user organization.  This code will 
only be used by the Print Shop Department. 

 

 
 

58XX State Program Revenues 
 

5811 Per Capita Apportionment 

Revenues realized from the State Available School Fund. 
 

5812 Foundation Entitlements 
This object code is used to classify revenues for public schools participating in, 
and eligible for, benefits under the Foundation School Program Act. 

 
5829 Other State Program Revenues 

This object code is used to classify revenues realized from Texas Education 
Agency for state programs not specified elsewhere. 

 

 
 
 

592X 
 
 
 

5921 

Federal Program Revenues 
 
School Breakfast Program 

  This object code is used to classify revenues realized as the result of federally- 
funded breakfast programs administered by the Texas Education Agency. 

 
 

5922 
 

National School Lunch Program 
This object code is used to classify revenues as a result of federally-funded lunch 
programs administered by the Texas Education Agency. 

  

5923 
 

United States Department of Agriculture (USDA) Donated Commodities 
Non-cash revenues realized from the value of commodities donated to the school 
lunch program by the US Department of Agriculture.  Costs incurred in shipping 
and storing  these  goods are recorded as  expenditures, not a reduction of 
revenue. 

  

5929 
 

Other Federal Programs 
Revenues realized from any other program which requires reporting to the 
federal government (or report to another entity as a pass through), not defined 
elsewhere. These revenues may be received directly from the federal 
government or from another entity, such as Texas Education Agency, cities, 
counties or Regional Education Service Centers. 

  

5939 
 

Medicaid Admin Claim Programs 
Revenues realized from Medicaid Admin Claim program. 
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EXPENDITURE OBJECT CODES 
 

 

An expenditure/expense account identifies the nature and object of an account, or a transaction. 
The school district’s accounting records are to reflect at the most detail level for accounting 
reporting purposes. Expenditures are debited in the accounting period in which a measurable 
fund liability is incurred. 

 

MAJOR EXPENDITURE OBJECT AREAS: 
 
6100 Payroll Costs 

 
This major classification includes the gross salaries/wages and benefit costs for employee 
services. The district acts in a supervisory capacity over an employee and furnishes the 
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 
employer or supervisor subsequent to or after the normal employment period or hours, if the 
services or tasks performed are at the general direction of the employer the person is not self- 
employed. The payee is an employee, not a consultant, and earnings are subject to tax 
withholdings and retirement contributions. All payments for wages and benefits to an employee 
are coded in the 61XX area. 

 
6200  Purchased & Contracted Services 

 
This major classification is used to record expenditures for services rendered to the school 
district by firms, individuals and other organizations. A consultant is an independent contractor, 
not an employee that offers services to the public. A consultant usually maintains an office, and 
usually provides the equipment and materials necessary for completing or performing a service. A 
consultant is paid on a fee basis for specialized services that are usually considered to be 
temporary or short-term in nature, normally in areas beyond the expertise of the paying entity's 
employees. 

 
6300  Supplies & Materials 

 
This major classification is used to record expenditures for supplies and materials, such as 
expenditures for consumable goods and for most non-consumable goods costing less than 
$5,000 on a per unit basis. 

 
6400  Other Operating Expenses 

 
Expenditures for specific services including travel, insurance, election costs, fees, dues, awards, 
food for meetings and other operating expenses. 

 
6600  Capital Outlay 

 
Expenditure for goods which have a useful life of one year or more is one characteristic of 
Capital Outlay items. Generally, only items which exceed a unit cost of $5,000 are included in 
this area. All 66XX expenditures are line item approvals for GCISD budget purposes. 
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EXPENDITURE OBJECT CODES 

6100 PAYROLL COSTS 

6110 Professional Personnel - Classifications of salaries for teachers 
and other professional personnel. 

 
6112 Salaries or Wages for Substitute Teachers 

This code is to classify the gross salary or wage expenditure for substitute 
teachers is used with Function 11- Instruction. Note: Substitutes for 
paraprofessionals are coded to 6122. 

 
6118 Extra Duty Pay for Professional Personnel 

This  code  is  to  classify  wages  paid  to  professional  employees  for 
performing duties beyond the normal working day or for amounts above 
the local education agency's standard pay  for additional certification 
requirements or additional responsibilities. Included are stipends for 
directed activities, club sponsors, coaching, Saturday School, etc. 

 
6119 Wages or Salaries for Teachers & Other Professional Personnel 

This  code  is  to  classify  the  gross  salary  and  wage  expenditure  for 
teachers and other professional personnel. 

 

 
 

6120 Support Personnel - Classifications for salary or gross wages for support 
personnel. 

 
6121 Extra Duty Pay / Overtime - Support Personnel/Paraprofessionals 

This code is to classify the wages paid to support personnel for 
performing duties beyond the normal working day. 

 

 
 

Athletic Gate Keepers / Officials 
Payments made to employees who occasionally work with the athletics 
department to provide help for athletic events is coded to 6121. 

 

 
 

Community Education 
 

Payments to EMPLOYEES who teach a class related to their regular 
District employment is coded to 6121. 

 
6121 GED (With Subobject F9) 

Payments to employees who also provide services for the GED program. 
 

6121 Driver's Education Program (With Subobject B9) 
Payments to employees providing services for the Driver's Education 
Program. 

 

 
 

6122 Substitutes for Support Personnel 
This code is to classify the gross salary or wage expenditure for 
Substitute(s) for support personnel. 
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6128 Part-time/Ancillary 

Payments to part-time employees such as accompanists’ private music 
lesson instructors. 

 
6129 Salaries or Wages for Support Personnel 

This code is to classify salaries or wages for full-time support personnel 
such as paraprofessional and support staff. 

 

 
 

6130 Employee Allowances - Classifications of employee allowances 
for which the employee is not required to render a detailed 
accounting. 

 
6139 Employee Allowances Travel Allowance 

This code is used to classify allowances paid to compensate employees 
for costs incurred for which the employee is not required to render a 
detailed accounting or which is included in the employee contract.  These 
payments are taxable income to the employee. 

 

 
 

6140 Employee Benefits - Classifications of amounts paid by the 
district to provide benefits to employees. 

 

 
 

6141 Social Security / Medicare 
This code is used to classify employee benefits under the Federal Social 
Security program, applicable to all employees hired after April 30, 1986 
(employer portion only). This excludes employee contributions. 
(Budgeted at 1.45% of gross salary of employees affected.) 

 
6142 Group Health & Life Insurance 

This code is used to classify group health and life insurance benefits 
(employer portion only). 

 
6143 Workers Compensation 

This code is used to classify anticipated claims for Workers' Compensation 
benefits. 

 
6145 Unemployment Compensation 

This  code  is  to  classify  expenses  made  to  provide  personnel  with 
unemployment compensation.  This expenditure is budgeted and paid on 
a District basis and is not carried in the campus/departmental budget. 

 
6146 Teacher Retirement 

This code is to classify local or Federal Program retirement when salary 
exceeds the state minimum salary for the position. Applicable only to 
contract employees and certain employees paid from Federal Funds. 

 
6149 Other Employee Benefits 

This code is to classify expenditures for District paid life insurance. 
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6200 PROFESSIONAL & CONTRACTED SERVICES 
 

6210 Professional Services - Classifications for services rendered to a 
local education agency by firms, individuals, or other 
organizations which are independent of the local education 
agency. 

 
6211 Legal Services 

This code is to classify fees and other related costs for legal services. (If 
legal fees and other related costs relate to tax collection, the code should 
be 6213-Tax Appraisal & Collection) 

 
6212 Audit Services 

This code is to classify fees and related costs for audit services. 
 

6213 Tax Appraisal & Collection 
This code is to classify fees and other related costs for the appraisal of 
property and the collection of taxes, including attorney fees directly 
related to the collection of taxes. 

 
6219 Professional Services 

This code is to classify professional services rendered by personnel who 
are not on the payroll of the school district. These professionals are 
required to be licensed and/or registered with the state and offers 
specialized services to the public on a fee basis. (Optometry, Architect, 
Professional Engineering, Appraisals, Medicine, Land surveying and 

professional nursing). (PLEASE SEE 6291 FOR CONSULTING SERVICES) 
 

 

6230 
 
 
 

6239 

Education Service Center Services 
 
Education Service Center Services 

 This code is to classify all contracted services provided by the education 
service center. This includes data processing services, media services, 
special education services, career and technology education services, and 

grant writing, but not conference registrations. 
(For conference registrations see object 6416) 

 
 

6240  Contracted Maintenance & Repair Services - Maintenance and 
repair services rendered by firms, individuals, or other 
organizations. 

 
 

6244 
 

Vehicle Repair 
Repair of vehicles not performed by GCISD employees. 

  

6245 
 

Building Repair 

  

6246 
 

Grounds Repair 

 
 

6247 
 

Other Maintenance & Repair Services 
This code is to classify maintenance and service contracts not listed 
elsewhere. 
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6249 Equipment Maintenance & Repair 
This code is to classify contracted maintenance and repair of equipment. 
This includes normal upkeep, repair and restoration of office equipment, 
furniture, computers, copiers, telephone systems (district-owned), 
facsimile machines, and other equipment when the repairs are provided 
by an outside firm. 

 

 
 

6250 Utilities - Classifications for utilities for the school district 
 

6255 Water/Waste Treatment 

This code is to classify water, wastewater treatment and sanitation. 

6256 Telephone 

This  code  is  to  classify  telephone  services  for  telephones,  cellular 
telephones, pagers, modem line charges and facsimile (fax)  charges. (Used 
in conjunction with function 51) 

 
6257 Electricity 

This code is to classify electricity services for the district. 
 

6258 Gas 
This code is to classify natural gas, propane, coal and any other fuel used 
for the heating and cooling of buildings. 

 
 
 
 

6260 Rentals - Classifications for renting equipment or property. 
 

6265 All Other Rentals 
This code is to classify most rented equipment. 

 

 
 

6269 Rentals 
This code is to classify rental of furniture, computers, telecommunications 
equipment, audiovisual equipment, land,  buildings  and  grounds.  (This does 
not include rental of vehicle for employee-only travel, student travel, and 
charges for GCISD bus transportation.) 

 
6290 Miscellaneous Contracted Services - This code is to classify 

contracted services not listed elsewhere. 
 

6291 Consulting Services 

The code is used to classify expenditures/expenses for consulting 
services. Consulting Services refers to the practice of helping districts to 
improve performance through analysis of existing problems and 
development of future plans and cover all functional areas such as 
instruction, curriculum and administration. 
(SEE 6219 FOR PROFESSIONAL SERVICES) 

 
6296 Printing Services 

This code is to classify payments for printed material or services supplied 
by the District Print Shop. 
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  Classifications  for  supplies  and  materials  to  maintain  and/or 
operate the district. 

 

6311 
 

Gasoline & Other Fuels for Vehicles (Including Buses) 

This code is to classify gasoline, motor oil and other fuels required for 
operating vehicles. 

 

6315 
 

Custodial Supplies 
This code is to classify supplies for custodial services. 

 

6316 
 

Building Supplies 

This  code  is  to  classify  supplies  for  maintenance  of  District  owned 
buildings and portable buildings. 

 

6317 
 

Grounds Supplies 
This code is to classify supplies for maintenance of District grounds. 

 

6318 
 

Vehicle Parts 
This code is to classify parts for District vehicles. 

 

6319 
 

Other Maintenance Supplies 
This code is to classify supplies and materials for the maintenance and 
operations which are not listed above. 

 

6320 
 

 

Books, Magazines & Periodicals - Classification for textbooks 
purchased by the school district and magazines, periodicals, 
newspapers and reference books that are in the classroom or 
office. 

  

6321 
 

Textbooks 
This code is to classify textbooks purchased by the school district and 

 

6298 Net Results of Enterprising Activities 

This code is to classify transferring of funds to General Operating from 
Campus Activity to allow the purchase of items normally funded from the 
Operating Fund. The offsetting entry will be a credit to the revenue code 
5755. 

 
6299 Miscellaneous Contracted Services 

This code is to classify all contracted services not considered as 
professional  services  (consultants).     Examples:     temporary  help, 
cheerleading judges, debate judges, and sports officials. 

 

6300 SUPPLIES & MATERIALS 
 

6310 Supplies  &  Materials  for  Maintenance  and/or  Operations  - 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

furnished free to students. This does not include the cost of state 
adopted textbooks. 

 
6329 Other Reading Materials 

This code is to classify magazine subscriptions, newspaper subscriptions, 
reference books, internet subscriptions, electronic subscriptions, and other 
reading materials, whether in print or electronic format, that are in the 
classroom or office and are not library books. 
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 6339 Testing Materials 
This code is to classify testing materials (including test booklets) for 
evaluation of students for diagnostic and placement purposes. 

 

6340 
 

 

Nutrition Services only-Classification for operation of food 

  service program 

 
 

6341 
 

Food 

  This code is to classify food, related costs such as transportation, 

  handling, processing, outside storage facilities etc. 

 
 

6342 
 

Non-food 

  This code is to classify non-food items such as napkins, straws, etc. 

 
 

6343 
 

Items for Sale Campus Location 
This code is to classify such items as soft drinks, food or other goods to 

  be sold through vending machines, school stores etc., not related to the 

  regular food service program. 

  

6344 
 

USDA Donated Commodities 

  This code is to classify costs of commodities. Expenses in this account 

  should agree with revenue realized in account 5923, commodities. 

 

6390 
  

Supplies & Materials - General 

 
 

6397 
 

Computer Hardware 
  This code is to classify costs of computers – hardware only. 

 
 

6398 
 

Software 

  This code is to classify costs of software. This is not to include costs of 

  computers. 

  

6399 
 

General Supplies 

  This code is to classify items of relatively low cost (although used in large 
quantities) necessary for the instruction process and/or for 
administration.  This classification includes supplies and most equipment 

whose per-unit cost is less than $5,000, consumable teaching and office 
items such as paper, pencils, forms, postage, workbooks, audiovisual aids 
such as filmstrips, VCR tapes, blank CD ROM disks, blank computer 
diskettes, food for students for instructional purposes and site license. 

Note: Cost of food purchase for resale such as a fund raiser is coded to 
6343. 
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6400 OTHER OPERATING COSTS 
 

6410  Travel & subsistence 

 
 

6411 
 

Travel & Subsistence - Employee Only 

This code is to classify the employee’s cost of transportation (vehicle 
rental), meals, room and other expenses associated with traveling on 
official school business or school sponsored events in the interest of the 
District.   Registrations for conferences, seminars etc. should be coded to 
object 6416. 

 
6412 Travel & Subsistence - Students 

This code is to classify travel costs paid on behalf of students traveling for 
school sponsored events, including contest fees, meals, vehicle rentals, 
etc. (NOTE: Costs of GCISD buses are coded to 6494.) 

 
6416 Registration for Employee Travel 

This code is to classify registrations for employees to attend conferences, 
seminars, classes etc.     (The cost of transportation, hotel and meals 
should be coded to 6411.) 

 
 6419 Travel & Subsistence - Board Members & Non-Employees 

This code is to classify Board member or non-employee transportation, 
meals, room and other expenses associated with traveling on official 
school business. This includes non-employees traveling as chaperones 
with students. 

 

6420 
  

Insurance & Bonding - Classifications for insurance not 
associated as an employee benefit 

 
 

6429 
 

Insurance & Bonding Cost 
This code is to classify cost of insurance, including property insurance, 
liability insurance, bonding costs, athletic insurance, excess stop-loss for 
worker’s comp & health insurance, etc. 

 

6430 
 

 

Election Costs - Classifications for conducting an election 

 
 

6439 
 

Election Costs 
This  code  is  to  classify  expenses  incurred  with  elections,  including 
election officials who are not district employees, printing legal ballots, 
legal notices, etc. 

 
 

6449 
 

Depreciation Expense 
This code is to classify depreciation of equipment and/or vehicles.  This 
code is used by the Print Shop only. 

 

6490 
  

Miscellaneous Operating Costs - Classifications for operating 
cost not listed elsewhere. 

 
 

6494 
 

Extra-Curricular Student Transportation 

This code is to classify the cost of GCISD buses for students participating 
in school sponsored events. 
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6495 Dues 
This code is to classify expenses for dues paid to clubs, committees and 
other organizations.  NOTE:  This does NOT include any registration fees 
associated with attending conferences or seminars–see object 6416. 

 

 
 

6497 Food for Meetings 
This code is to classify the cost of food for meetings for employees. (Food 
for students coded to 6399) 

 

 
 

6498 Fees 
This code is to classify fees. (ie. Permit fee to City) (See object 6495 for 
membership dues to clubs, committees or other organizations.) 

 

 
 

6499 Miscellaneous Operating Costs 
This code is used to classify all other operating costs not listed elsewhere. 
This account includes awards/recognition items (ie. Plaques, ribbons), bid 
notices, graduation expenses, newspaper advertisements, etc. 

 
 
 
 

6600 CAPITAL OUTLAY - LAND, BUILDINGS & EQUIPMENT 
 

Definitions of Capital Outlay Items 
Proper identification of items as either a supply or capital outlay is very important 
in the preparation of a budget. The following criteria is general in nature but will 
provide initial assistance in placing items in the appropriate budget classification. 
Contact Financial Services for guidance on questionable items. 

 
Items to be coded to 66XX series must meet specific criteria: 

1. Item purchased from a Capital Projects Fund or Useful 
life exceeds one year AND 

2. Per unit cost exceeds $5,000 
OR 
Item is specifically listed capital outlay 
A. Library cataloged and circulated book 
B. Library cataloged and circulated media supply 

 
Capital Outlay Items are Coded as Follows: 

 
1. Furniture Any furniture item which costs more than 
$5,000 on a per unit basis and is not a permanent, integral part of 
the building is recorded under code 6635. 

 
2. Technology Related Equipment Any equipment which 
costs more  than $5,000  on  a per  unit basis. This category 
includes computers, but also includes audiovisual equipment, 
multimedia equipment, intercom systems and copy machines. 
These purchases are recorded under code 6636. 
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3. Vehicles Any Motorized equipment used to transport 
goods or people which cost more than $5,000 on a per unit basis 
will be recorded under code 6631. 

 
4. Library Books Any book cataloged in the library, held for 
general circulation and counted will be recorded under 6667. 

 
5. Library  Media  Materials Any  media  item which  is 
catalogued in the library, held for general circulation and counted 
will be recorded under code 6668. 

 

 
 

6. Other Equipment Equipment and fixtures which fit the 
capital outlay criteria and are not reported in another category 
may be recorded under code 6639. 

 
 
 
 

EXPENDITURE CODES 
 
Description  Object Code 

 

 
 

6100 - PAYROLL COSTS 
 

 

Salary - Administrators & Teachers 6119 

Substitutes - Teachers  

6112  

Substitutes - Support 6122 

Stipends - Bilingual, Coaching, Dept. Heads, 6117 

Sponsors, Tutors 
 

Extra Duty Pay - Professional (Includes Saturday 6118 

School Supervision) 

Overtime - Support Personnel (Includes workers for athletic events, and 6121 

employees who in addition to their regular duties teach Driver's Ed, 

GED classes, & Community Ed) 
 

Part-Time/Ancillary Personnel - (Includes accompanists & paraprofessional substitutes) 6128 

Salary - Support Personnel (Includes auxiliary & paraprofessional support staff) 6129 Employee 

Allowances                                                                                              6139 

Medicare/Social Security 6141 
 

Group Health and Life Insurance 6142 
 

Workers Compensation 6143 
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TRS On-Behalf Payments 6144 

Unemployment Compensation 6145 

Teachers Retirement (TRS) 6146 

TRS CARE 6146 
 

Other Employee Benefits 
 

6149 

 
6200 - PROFESSIONAL & CONTRACTED SERVICES 

 

Attorney Fees - General 

 
 
 

6211 

Legal Services - General 6211 

Audit Services 6212 

Consultant Fees 6291 

Consultants - Travel Costs 6291 

Attorney Fees - Tax Collections 6213 

Legal Services - Tax Collections 6213 

Attendance Credits 6224 

Disc Jockey Fee 6299 

Judging Fees 6299 

Professional Services 6219 

Land Surveys 6219 

Physician Services 6219 

Consultants – Consulting Services 6291 

Referees 6299 

Scorekeepers 6299 

Security Services 6299 

Tuition 6229 

Regional Service Center Services 6239 

Maintenance Contracts & Repair of Office Equipment 6249 

Vehicle Repair 6244 

Building Repair 6245 

Maintenance Contract - Exterminator 6247 

Grounds Repairs 6246 

Garbage 6255 

Water 6255 
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Telephone 6256 

Pagers 6256 

Electricity 6257 

Natural Gas 6258 

Rental of Vehicles/Buses 6269 

All other Rentals 6265 

Printing Services through district print shop 6296 

Fleet Maintenance Services 6297 

Net Results of Enterprising Activities 6298 

Other Miscellaneous Services 6299 

 
6300 - SUPPLIES/MATERIALS 

 

Diesel 

 

 
 
 

6311 

Gasoline 6311 

Motor Oil for Vehicles 6311 

Parts for Vehicles 6318 

Custodial Supplies 6315 

Building Supplies 6316 

Glass-Windows, Doors, etc. 6316 

Parts for Building Repairs 6316 

Parts for Grounds Equipment 6317 

Grounds Supplies 6317 

Other Maintenance Supplies 6319 

Parts for Office Equipment Repair 6319 

Textbooks 6321 

Dictionaries 6329 

Encyclopedias 6329 

Electronic Subscriptions 6329 

Magazine Subscriptions 6329 

Newspaper Subscriptions 6329 

Periodicals 6329 

Reference Books 6329 

Thesaurus 6329 
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Testing Forms 6339 
 

Testing Materials 6339 
 

Food-Used by Nutrition Services 6341 

Non-Food Items used by Nutrition Services 6342 

(includes napkins, straws, pots & pans) 

 
Food items for sale at campuses (not related to the regular 6343 

food service program) vending machine/fund raising 
 

Commodities 6344 
 

Computer (hardware) 6397 
 

Computer < $5,000 6397 
 

Printer < $5,000 6397 
 

Supplies for resale as in fund raisers with the exclusion of food (food for resale is 6343) 6399 

Candy for instructional purposes 6399 

CD Players < $5,000 6399 
 

Blank CD Rom < $5,000 6399 
 

Cellular Phones (phone service 6256) 6399 
 

Compact Discs 6399 
 

Copy Machine < $5,000 6399 
 

Blank Diskettes 6399 
 

Equipment < $5,000 6399 
 

Filmstrips 6399 
 

Forms 6399 
 

Furniture < $5,000 6399 
 

Monitor 6399 
 

Overhead Projector 6399 
 

Paper 6399 
 

Pencils 6399 
 

Pens 6399 
 

Postage 6399 
 

Refreshments/Food for students 6399 
 

Stapler/Staples 6399 
 

Typewriter 6399 
 

VCR 6399 
 

Workbooks 6399 
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All other General Supplies 6399 

Classroom/Office Set Up Furniture < $5000 6399 

Software 6398 

 
6400 - OTHER OPERATING EXPENSES 

 

Travel - Employee - Auto Mileage 

 

 
 
 

6411 

Travel - Employee - Airfare 6411 

Travel - Employee - Vehicle Rental 6411 

Travel - Employee - Meals 6411 

Travel - Employee - Hotel/Motel 6411 

Travel - Employee - Taxi 6411 

Travel - Students 6412 

Travel - Students - Vehicle Rental 6412 

Fees - Entrance 6412 

Fees - Golf Course 6412 

Fees - Tournament 6412 

Fees - UIL Contest Fees 6412 

Registrations for Employee Travel 6416 

Travel - Board of Trustees/non-employees 6419 

Travel - Student Transportation (GCISD Vehicles) 6494 

Bonding Fees 6429 

Bonding Fees - Notary 6429 

Insurance - Athletics 6429 

Insurance - Blanket Policy 6429 

Insurance - Liability 6429 

Insurance - Property 6429 

Insurance - Students 6429 

Notary Fee 6429 

Election Officials 6439 

Election Ballots 6439 

Election Legal Notice 6439 

Depreciation Expense 6449 

Membership Dues 6495 
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Fees – (i.e. royalties, permits) 6498 

Extra Curricular Student Transportation (GCISD vehicles) 6494 

Food for Work Related Meetings 6497 

Awards / Ribbons / Recognition items 6499 

Bid Notices 6499 

Decorations for banquets 6499 

Newspaper Ads 6499 

T-shirts (not for fund raisers) 6499 

 

6500 - DEBT SERVICE 
 

Bond Principal 

 

 
 

6511 

Lease/Purchase Principal 6512 

Loan Principal-Long Term 6513 

Bond Interest 6521 

Lease/Purchase Interest 6522 

Loan Interest 6523 

Debt Servicing Fees 6599 

 

6600 - CAPITAL OUTLAY 
 

Land-Site Improvement 

 

 
 

6615 

Land-Purchase Fees 6619 

Land-Purchase Price 6619 

Land-Taxes 6619 

Reimbursable 6624 

Building-Construction Fee 6629 

Building-Improvements 6627 

Building-Remodeling 6627 

Building-A & E Fees 6627 

Furniture > $5000 6635 

Computer > $5000 6636 

Copier > $5000 6639 

Printers > $5000 6639 

Auto > $5000 6631 

Bus > $5000 6631 

Truck > $5000 6631 
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Vehicle > $5000 6631 

Library Books 6667 

Library Media 6668 

Equipment > $5000 6639 

Fax Machine > $5000 6639 

Library Furniture 6645 

Other Equipment 6639 

Cafeteria Equipment 6644 

Lease/Purchase - Building 6651 

Lease/Purchase - Computer 6659 

Lease/Purchase - Equipment 6659 

Technology Equipment > $5000 6636 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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PROGRAM INTENT CODES 
 
These codes are used to account for the cost of instruction and other services that are directed 
toward a particular need or a specific set of students. The intent (the student group toward 
which the instructional or other service is directed) determines the program intent code. The 
program intent code is the two digit code before the owner code in the code line. 

 
Program 11 - Basic Educational Services 

This is to classify costs incurred to provide the primary level of 
education/instruction to students in grades K-12 prescribed by state law as well 
as adult basic and secondary education services. These costs are funded 
primarily by local taxes and include services to students in honors and college 
preparatory courses. 

 
Program 21 - Gifted & Talented 

This is to classify costs incurred to evaluate, place and provide educational 
services to students in gifted and talented programs, including Advanced 
Placement courses designated as part of a gifted and talented program. 

 
Program 22 - Career & Technology 

This is to classify costs incurred to evaluate, place and provide educational 
and/or other services to prepare students for gainful employment, advanced 
technical training or for homemaking. 

 
Program 23 - Services to Students with Disabilities (Special Education) 

This is to classify costs incurred to evaluate, place and provide educational 
and/or other services to students who have Individual Education Plans (IEP) 
approved by Admissions, Review and Dismissal (ARD) committees. This may 
include homebound students as well as those in speech therapy, resource room, 
self-contained classroom, care and treatment facility, residential facility, inclusion 
and extended year program. 

 
Program 24 - Accelerated Education 
This is to classify costs incurred for 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 in at-risk situations. This includes but is not 
limited to extension of the instructional day, week and/or year, small group tutorials, use 
of special materials, TAAS remediation, dropout recovery, costs related to migrant 
students, and a special campus for pregnant teens. 

 
Program 25 - Bilingual & Special Language Programs 

This is to classify costs incurred to evaluate, place and provide educational 
and/or other services that are intended to make the students proficient in the 
English language, primary language literacy, composition and academic language 
related to required courses. These services include the bilingual basic program 
of instruction and special assistance to increase cognitive academic language 
proficiencies in English.  (Regular Languages Other Than English courses are to 
be coded to program 11). 

 
Program 26 – Nondisciplinary Alternative Education Programs (AEP) 

 
This is to classify incurred costs to provide services to students who are separated 
from the regular classroom to a nondisciplinary alternative education program.   
Cost associated with Bridges. 
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Program 28 – Disciplinary Alternative Education Programs (DAEP) 

 
This is to classify incurred costs to provide the base line program services to 
students who are separated from the regular classroom to a disciplinary 
alternative education program. Cost associated with Vista. 

 

 
 

Program 91 - Athletics & Related Activities 
 

This is to classify incurred costs 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 

athletic activity. (This does not include Band). 
 

 
 

Program 99 - Undistributed 
 

This is to classify incurred costs for charges which are not readily distributed to 
program intent codes specified elsewhere. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This space left blank intentionally) 
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SUB-OBJECT CODES 
 
Sub-object codes are available for the optional use of the local school district. These codes, if 
used, are the tenth and eleventh digits in the code structure. If unused, the digits must be 
entered as 00 to maintain the code structure. GCISD has used this area to define particular 
departments and student activity groups. If you need a new sub-object code, contact Financial 
Services for assistance. 

 
The two digit code sequence is normally an alpha character followed by a number. The general 

categories for sub-object codes are as follows: 
 

A - E Instructional Departments 

 
These sub-object codes are for the use of the campus and should provide useful management 
information for them. 

 

 
 

F - G Administrative Departments 

 
These sub-object codes are for the use of non-campus entities and should provide useful 
management information. 

 

 
 

H - J Co-Curricular Activities 
 
These sub-object codes are for the use of the campus. Co-curricular activities are budgeted in 
Function 36. 

 

 
 

K - M Athletics 

 
These sub-object codes are for the use of the Athletics Department in the Athletics Fund and 
under Function 36. 

 
N and P Vocational Department (Do Not Use the Letter O) 

 
These sub-object codes are for the use of the Career and Technology Education Department. 
These codes are used in the General Operating Fund and the Special Revenue Funds. The 
letter “O” will not be assigned to prevent possible confusion with the number “0”. 

 
R - V Student Organizations 

 
These sub-object codes are used to separate the activity funds which belong to student groups. 
These sub-objects are used in the Student Activity Fund with Function 36. 
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W Campus Activity Fund 
 
These sub-object codes are for the use of campus based activities for which the proceeds 
belong to GCISD. The campus may choose to combine all activities into a single sub-object W3. 
Other optional codes are provided if the separation of coding will provide useful management 
information. 

 

 
 

X - Z Career Center Activity Funds 
 
These sub-object codes are for the use of activity funds which belong to the specific student 
groups in the career center. The codes are used in the Career Center Activity Fund with 
Function 36. 

 
 
 

Numeric Codes: 
 

 
 

02 - 40 Payroll 
 
These sub-object codes are for the use of payroll to designate special reporting requirements. 

 
90 Operations 

 
These sub-object codes are for the use of the operations department to provide useful 

management information. 
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SUBOBJECT CODE LIST PER CATEGORY 
 

INSTRUCTIONAL DEPARTMENTS (A - E) 
 

A0 Print Making 
A1 Arts General 

A2 Arts Sculpture    
A3 Business Education 
A4 Drama 

A5 Language Other Than English 
A6 Health 
A7 Journalism 
A8 Language Arts 

A9 Mathematics       
B1 Music / Radio / Film 
B2 Music-Choral 

B3 Music-Instrumental 
B4 Physical Education 
B5 Reading 
B6 Science 

B7 Social Studies  
B8 Speech & Debate 
B9 Driver's Education / Speech 

BC Booster Club (High School only for travel reimbursement) 
BI Band Instruments purchased for 05 Bond Fund 
C1 Computer Education 
C2 Teaming 
C3 Computer Labs 
C4 At Risk 

C5 AEP (Alternative Education Program) 
C6 Computer Literacy 
C7 Technology Support 

C8 PALS 
C9 Intercession 
D1 Multi-Cultural / World Studies 

D2 Assistive Technology / American Studies 
D3 Autism Team 
D4 Early Childhood 

D5 Integrated     
D6 Diagnostician(s) 
D7 Speech Therapist   
D8 PE-Concessions / LAP 
D9 Advanced Placement 

DA Economically Disadvantaged 
DB Debate / ALL Lab 
DC Debate Coaches 

DI Destination Imagination 
E0 Security / Saturday School 
E1 Private Band Lessons 
E2 Private Choir Lessons 
E3 Kindergarten 
E4 First Grade 
E5 Second Grade 

E6 Third Grade 
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E7 Fourth Grade 
E8 Fifth Grade 

E9 Metals / Jewelry 
EC Extra-Curricular 
EE VISTA Uniforms 
EI Oral Interp 

ES English as Second Language 
FC Fixed Cost 
GB Bilingual 

GR Graduation 
IN Instruction 
JW Jewelry Class 
LB Library Services 

MC Math Club   
MT Music Therapy 
NA Nasa (field trip elementary level) 

PL Parking Lot     
PK Pre-Kindergarten 
RN Nurse 
RR Reading Recovery 

SO Security Officer 
VL Vital Link 
VZ Verizon 

 
ADMINISTRATIVE DEPARTMENTS (F - G) 

 

AD Administration 
CL Career Ladder 
CN Consultants 

CS Corporate Sponsorship 
DD PDI 
DF Department Fixed 
DR Drug Free Program 
DS Day Placement 

EC Extra-Curricular      
EF Education Foundation 
EI Oral Interp. 
EP Early Pay       
ER Early Retirement 
FS Facility Services 
F1 Instruction 

F2 Instructional Technology 
F3 Dyslexia/Reading Recovery 
F4 Gifted & Talented 
F5 Summer School 
F6 TAKS 
F7 ESL 

F9 GED 
FB Board 

FD Dell/Apple Computer Repair 
FM Occupational Therapy 
FT Field Trip 
G1 Vandalism 
G2 Personnel Department 
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G3 Medicaid 
G4 Odyssey of the Mind 
G5 Career & Technology 
G6 Career & Technology 
G9 Psychologists 
GA General Athletics 

GD Bridges GED Program 
GM Physical Therapy    
GX Coffee Fund 
HD Heart Deliberators 
HI Deaf Ed 
HS High school allotment 
HT Home Trainer 
ID ID Badges 
IN Instruction 
JN Justified Needs 

LB Library Services 
LS Leadership 
M1 Maintenance 
MF Meadows Foundation 

P5 Computer Maint. & Technology Repair 
PA Paper Only 
PE Adapted PE 

PI Public Information 
PT Pay Telephone  
RB Rental of Buildings 
RN Nurses 

RR Reading Recovery 
SD Soft Drinks 
SN Special Needs 

SO Security Officer 
SP Special Education 
SS Special Services 
TF Tax Increment Financing 
TI TIE Grant 
VI Vision Services    
WG Women’s Club Grant 

 
CO-CURRICULAR ACTIVITIES (H - J) 

 

EC Extra Curricular 
H0 Junior Varsity Drill Team 
H1 Academic Decathlon   
H2 Cheerleading - Varsity 
H3 Cheerleading - Junior Varsity 
H4 Drill Team 
H5 Student Council 

H6 U.I.L. 
H7 Academic Quiz League 
H8 Student Assistant 
H9 Spirit Rustlers / Pep Boys 

J1 Japanese Club 
UL UIL 
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ATHLETICS (K - M) 
 

K1 Baseball 
K2 Basketball - Boys 
K3 Basketball - Girls 
K4 Cross Country 

K5 Football 
K6 Golf 
K7 Soccer - Boys 

K8 Soccer - Girls 
K9 Swimming 
L1 Tennis 
L2 Track - Boys 

L3 Track - Girls 
L4 Training 
L5 Volleyball 

L6 Softball 
L7 Natatorium 

M1 Intramural Sports/Maintenance 
M2 Wrestling 
M3 Power Lifting 
M4 Gymnastics 

M5 Wrestling - Girls 
SC Scouting 

 
VOCATIONAL DEPARTMENTS (N or P) 

(LETTER O NOT USED) 
 
N1 Agriculture 
N2 Auto – Body/Collision 

N3 Auto – Mechanics/Technology 
N4 New Life 
N5 Media/Copier 

N6 Family & CS/Career Prep 
N7 Family & Consumer Science 
N8 Industrial Technology 
N9 Industrial Cooperative Training Co-op / Hospitality 

P0 Vocational 
P1 Marketing & Distributive Education Co-op 
P2 Vocational Office Education Co-op 
P3 Career Investigation 
P4 Life Management 
P5 Computer Maintenance & Repair Technology 
P6 Hospitality 
P7 Engineering Lab 
P9 CAD 

 
 
 
 
 
 
 
 
 

STUDENT ORGANIZATIONS 
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PN Peanuts 

R0 Model United Nations Club 
R1 Annual / Yearbook 
R2 Athletics 
R4 Band 

R5 Book Club / GHS Swim Club / PALS 
R6 Cheerleading - Junior Varsity 
R7 Cheerleading - Varsity 

R8 Computer Club 
R9 Debate Club 
RN Nurses 

S0 Junior Varsity Drill Team 
S1 Drill Team 
S2 Drama 

S3 Ecology Club / Science Club / Boys Baseball 
S4 French Club 
S5 Freshmen 

S6 FTA - Texas Association of Future Educators 
S7 Homecoming / Wrestling 
S8 Juniors 

S9 Just Say No / Grapenuts 
SO Security Officer 
T0 New Life / Spirit Sisters 
T1 Latin Club 
T2 Library Club / Library Lit. Club / ESL 

T3 MADD / Football 
T4 Music / Choir 

T5 National / Jr. Honor Society 
T6 Powerlifting 
T7 Project Live 
T8 SADD / Softball 
T9 Seniors 

TD Texas Discoveries 
TX Texas Future Problem Solvers 
U0 FCA 
U1 Sophomores 

U2 Spanish Club 
U3 Student Council 

U4 SWAT / New Mustangs / Pony Pals / Colts 
U5 Vending - Students 
U6 High School / Inclusion 
U7 Literary Club / UIL 
U8 Athletic Trainers 

U9 Ecology Center 
V0 Multi-Cultural Awareness Council 

V1 NJHS - Art / Sociedad Honoraria Hispanica 
V2 FHA / Physics 
V3 Pep Club / Spirit Rustlers 
V4 German Club 
V5 Industrial Tech Club 

V6 Career Investigation  
V7 Math Club / Oral Interp 
V8 Special Olympics 
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V9 Earth Teacher 
 

CAMPUS ACTIVITY FUNDS (W) 
 

BC Booster Club 
W0 School Store / Jumping Jammers 
W1 Sky Ranch 
W2 Pictures 

W3 Teaching Vending 
W4 Elementary Annual 
W5 Library 

W6 Campus Vending / Uniforms 
W7 Metroport Job Fair 
W8 Music Instrumental / Renaissance 
W9 Athletic Vending 

 
CAREER CENTER ACTIVITY (X - Z) 

 

X1 Auto Body 
X2 Auto Mechanics 

X5 Co-op Banquet       
X6 Distributive Education 
X8 HECE 
X9 Home Economics 
Y1 ICT 
Y2 Vocational Agriculture 

Y3 VOE 
Y4 Industrial Technology 
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SUBOBJECT CODE ALPHABETICAL LISTING 
 

 

H1 Academic Decathlon 
H7 Academic Quiz League 
PE Adapted PE 
AD Administration      
D9 Advanced Placement 
C5 AEP (Alternative Education Program) 

N1 Agriculture 
R1 Annual / Yearbook 
A1 Arts General 
A2 Arts Sculpture 

D2 Assistive Technology / American Studies 
C4 At Risk 
U8 Athletic Trainers 

W9 Athletic Vending 
R2 Athletics 
D3 Autism Team 

N2 Auto - Body     
N3 Auto - Mechanics 
X1 Auto Body 
X2 Auto Mechanics 

R4 Band 
K1 Baseball 

K2 Basketball - Boys 
K3 Basketball - Girls 
GB Bilingual 
FB Board 
R5 Book Club / GHS Swim Club 

BC Booster Club (High School Only) 
GD Bridges GED Program 
W6 Campus Vending / Uniforms 

P9 CAD 
P3   Career Investigation V6   
Career Investigation CL      
Career Ladder 
G5 Career & Technology 
G6 Career & Technology 
H3 Cheerleading - Junior Varsity 

R6 Cheerleading - Junior Varsity 
H2 Cheerleading - Varsity 
R7 Cheerleading - Varsity 
GX Coffee Fund 
P5 Computer Maintenance & Repair Technology 
R8 Computer Club 
C1 Computer Education 

C3 Computer Labs  
C6 Computer Literacy 
Y5 Computer Maintenance / Repair 
CN Consultants 
X5 Co-op Banquet 

CS Corporate Sponsorship 
CO Counseling Office 
K4 Cross Country 
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DS Day Placement 
HI Deaf Ed 

DB Debate / ALL Lab 
DC Debate Coaches 
R9 Debate Club 
FD Dell/Apple Computer Repair 

DF Department Fixed Cost 
D6 Diagnostician 
X6 Distributive Education 

A4 Drama 
S2 Drama 
H4 Drill Team 
S1 Drill Team 

B9 Driver's Education / Speech 
DR Drug Free Program 
F3 Dyslexia/Reading Recovery 

D4 Early Childhood 
EP Early Pay       
ER Early Retirement 
V9 Earth Teacher 
U9 Ecology Center 

S3 Ecology Club / Science Club / Boys Basketball 
DA Economically Disadvantaged 
EF Education Foundation 
W4 Elementary Annual 
P7 Engineering Lab 
ES English as Second Language 
F7 ESL 
EC Extra-Curricular 

N6 Family & Consumer Science / Career Prep. 
N7 Family & Consumer Science 
FS Facility Services 
U0 FCA 

V2 FHA / Physics 
FT Field Trip 
E8 Fifth Grade 
E4 First Grade 

FC Fixed Cost 
K5 Football 
E7 Fourth Grade 

Foreign Language - See Language Other Than English 
S4 French Club 
S5 Freshmen 

S6 FTA - Texas Association of Future Educators 
F9 GED 
V4 German Club 
F4 Gifted & Talented 

FA Girls Athletics 
K6 Golf 
GR Graduation 
M4 Gymnastics 

A6 Health 
X8 HECE 
U6 High School / Inclusion 
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X9 Home Economics 
HT Home Trainer 
S7 Homecoming / Wrestling 
P6 Hospitality 
Y1 ICT 
ID ID Badges 

N9 Industrial Cooperative Training Co-op / Hospitality 
V5 Industrial Tech Club 
N8 Industrial Technology 

Y4 Industrial Technology 
F1 Instruction 
F2 Instructional Technology 
D5 Integrated 
C9 Intercession    
M1 Intramural Sports 
J1 Japanese Club 
A7 Journalism 

H0   Junior Varsity Drill Team S0   
Junior Varsity Drill Team S8      
Juniors 
S9 Just Say No / Grapenuts 
E3 Kindergarten 
A8 Language Arts 

A5 Language Other Than English 
T1 Latin Club 
LS Leadership 

W5 Library 
T2 Library Club / Library Lit. Club / ESL 
LB Library Services 
P4 Life Management 

U7 Literary Club / UIL 
T3 MADD / Football 
M1 Maintenance 

P1 Marketing & Distributive Education Co-op 
MC Math Club 
V7 Math Club / Oral Interp 
A9 Mathematics 
MF Meadows Foundation 
N5 Media/Copier 
G3 Medicaid 

E9 Metals / Jewelry 
W7 Metroport Job Fair 
R0 Model United Nations Club 
D1 Multi-Cultural / World Studies 
V0 Multi-Cultural Awareness Council 
W8 Music Instrumental / Renaissance 
T4 Music / Choir 
B2 Music-Choral 

B1   Music / Radio / Film B3   
Music-Instrumental MT     
Music Therapy 
NA Nasa (field trips at elementary level) 
L7 Natatorium 
T5 National / Jr. Honor Society 
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N4 New Life 
T0 New Life / Spirit Sisters 

V1 NJHS - Art / Sociedad Honoraria Hispanica 
RN Nurses 
FM Occupational Therapy 
G4 Odyssey of the Mind 
EI Oral Interp 
C8 PALS 
PA Paper Only 

PL Parking Lot 
PT Pay Telephone 
DD PDI 

D8 PE Concessions / LAP 
PN Peanuts 
V3 Pep Club / Spirit Rustlers 
G2 Personnel Department 
B4 Physical Education 
GM Physical Therapy 
W2 Pictures 
M3 Powerlifting 

PK Pre-Kindergarten 
A0 Print Making 
E1 Private Band Lessons 

E2 Private Choir Lessons 
T7 Project Live 
G9 Psychologists 

PI Public Information 
B5 Reading 

RR Reading Recovery 
RB Rental of Buildings 
T8 SADD 

W0 School Store / Jumping Jammers 
B6 Science 
SC Scouting 
E5 Second Grade 

E0 Security / Saturday School 
SO Security Officer 
T9 Seniors 
W1 Sky Ranch 
K7 Soccer - Boys 

K8 Soccer - Girls 
B7 Social Studies 
SD Soft Drinks 
L6 Softball 

U1 Sophomores 
U2 Spanish Club 

SP Special Education 
SS Special Services 
SN Special Needs 

V8 Special Olympics 
B8 Speech & Debate 
D7 Speech Therapist 

H9 Spirit Rustlers / Pep Boys 
H8 Student Assistant 
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H5 Student Council 
U3 Student Council 

F5 Summer School 
U4 SWAT / New Mustangs / Pony Pals / Colts 
K9 Swimming 
F6 TAKS 

TF Tax Increment Financing 
W3 Teaching Vending 
C2 Teaming 

C7 Technology Support 
L1 Tennis 
TD Texas Discoveries 

TX Texas Future Problem Solvers 
E6 Third Grade 
TI TIE Grant 
L2 Track - Boys 

L3 Track - Girls 
L4 Training 
H6 U.I.L. 
G1 Vandalism 

U5 Vending – Students 
VZ Verizon 
VI Vision Services 

EE VISTA Uniforms 
VL Vital Link 
P0 Vocational 

Y2 Vocational Agriculture 
P2 Vocational Office Education Co-op 
Y3 VOE 
L5 Volleyball 

WG Women’s Club Grant 
M2 Wrestling 
M5 Wrestling - Girls 
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ORGANIZATION CODES/OWNER CODES 
 
Organization codes are mandatory and are the twelfth through fourteenth digits in the code 
structure. TEA mandates that all costs related to a campus as designated in the Texas School 
Directory be allocated by such campus. The Texas School Directory lists appropriate assignments 
for campus organization codes. The following is a listing of these codes. All expenditures in 
function 11 (instruction) must carry a CAMPUS organization code. Budgets in those function 
areas which will be controlled by an administration location must ultimately be assigned to a 
specific campus as used. 

 
These same three digit codes are used as owner codes, the last three numbers in the account 
code structure. Owner codes denote which campus or department controls that specific 
account. 

 
Campus Location Codes: 

 

Grapevine High School 001 
Cross Timbers Middle 044 
Charter Hospital 003 
Colleyville-Heritage High School 004 

Vista School 005 
Bridges School 006 
iUniversity Prep (Virtual Academy) 007 
GCISD Collegiate Academy at Tarrant County College Northeast 008 
Swim Center 039 
Grapevine Middle School 041 
Colleyville Middle School 042 
Heritage Middle School 043 
Cannon Elementary School 101 
Colleyville Elementary School 102 

Dove Elementary School 103 
Timberline Elementary School 104 
O.C. Taylor Elementary School 105 

Bear Creek Elementary School 106 
Heritage Elementary School 107 
Bransford Elementary School 108 
Grapevine Elementary School 109 

Silver Lake Elementary School 110 
Glenhope Elementary School 111 
Summer School 699 

 

Department Location Codes: 

Superintendent 701 

Board of Trustees 702 
Public Information 726 
Development & Community Relations 746 
Kidz U 804 

Deputy Superintendent 910 
Counselors 911 
Health / PE 912 

Director of Planning & Review 913 
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Department Location Codes: 

 
Math 

 
 
 

914 
Director of Curriculum & Assessment 915 
Career & Technology 916 

Social Studies 917 
Language Arts - Foreign Language 918 
Community Education 919 

Instructional Technology 920 
Gifted & Talented 921 
Science 922 
At – Risk 924 

ESL/Bilingual 925 
Special Services 926 
Reading Recovery 927 

Nurses 928 
Psychologists 929 
Human Resources 728 
Staff Development 931 

Auxiliary Specialists 731 
Athletic Department 936 
Administration 740 

Construction 951 
Financial Services 735 
Tax Office 703 
Information Systems Services 733 

Transportation 961 
Fleet Maintenance 962 
Child Nutrition 963 

Facility Services 964 
Operational Services 738 
Payroll 736 

Purchasing Department 737 
PEIMS  Coordinator 739 
Distribution 969 
Energy Management 970 

 
 
 
 
 

Activity Codes: 
 

 
301 Advanced Placement 302 Alternative Education 

303 Art 305 At – Risk 

306 Campus Admin Elem 307 Campus Admin High 

308 Campus Admin Middle 309 Counseling 

310 Custodial Staff 311 Drivers Ed 

312 Safe & Drug free Program 313 Ecology Center 

314 Elem Spanish 315 ESOL / Bilingual 

316 Foreign Language 318 Gifted & Talented 

319 Health Services 320 Instruction Elem 

321 Instruction High 322 Instruction Middle 
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323 Journalism 324 Library 
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326 Reading Recovery 327 Security 

328 Speech/Debate/Drama/Oral 329 Staff Development 

330 Summer School Enrichment Elem 1st
 331 Summer School Remediation Elem 1st

 

332 Summer School Remediation Secondary 1st
 333 Target Program 

334 Technologists 335 Technology – Instruction 

336 Vocational Education 337 Graduation 

338 Dyslexia 339 Summer School Enrichment 2nd
 

340 Summer School Remediation 2nd
 361 Diagnosticians 

362 Occupational / Physical Therapist 363 Psychologists 

364 Special Education 365 Speech Therapists 

401 Athletics 402 Band 

403 Cheerleading 404 Choir 

405 Drama 406 Drill Team 

407 Swim Center 408 UIL Academic 

411 Student Council 501 Administration 

501 Administration 502 Board of Trustees 

503 Chapter 41 Payment 504 Community & Development 

505 Compliance 506 Custodial 

507 Distribution 508 Elections 

509 Financial Services 510 Fleet Maintenance 

511 Grounds 512 Human Resources 

513 HVAC 514 Instruction – Central Admin 

515 Insurance 516 JJAEP 

517 Legal Fees 518 Maintenance 

519 Operational Services 520 Payroll 

521 Peims 522 Public Information 

523 Purchasing 524 Security 

525 Special Projects 526 Special Services 

527 Staff Development 528 Superintendent 

529 Tax Increment Fin Payment 530 Tax Office 

531 Tech Maintenance 532 Technology 

533 Utilities 534 Testing 

535 Athletics 536 Curriculum Development 

537 Transportation 538 Child Nutrition 

539 Facility Service 540 Leasing 

541 KidzU / ECDC 542 District Assessment 

546 Attendance Intervention 547 Management Information Services 

600 Bond Enhancement 3rd Approval 601 Bond Enhancement 3rd Approval 

603 Interest Earnings Approved by Board 605 Interest Earnings ’05 Bond Funds 

699 Undesignated ’05 Bond Funds 800 Kindergarten 

801 First 802 Second 

803 Third 804 Fourth 

805 Fifth 999 Undesignated 
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Looking up account code – Chart of Accounts 
 
 
 

 
 

 

Select Chart of Accounts 
 

 
 

 

Enter the account code you would like to review 
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Or Click Browse to see multiple accounts 
 
 
 

 

Tab 1 – displays the fiscal year to date information for the selected account 



10
0 

 

 

 

 
Tab 2 – Displays the activity for the selected account by month 

 

 

Tab 3 – Displays activity that has posted to your account – for details select the VIEW 
button 
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Tab 4 – this displays all open purchase orders against this account.  Click the “show all” 
button to see all Pos regardless if the PO is open or closed 

 

 
 

 

Tab 5 – Displays all invoices paid from this account. You can Click “show all” to see all 
invoices to this account regardless of status.  For invoice detail click “view” 
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Tab 6 displays the setup information – you won’t use this tab 

 
 
 

 

Tab 7 displays all Encumbrance (purchase order) activity 
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Tab 8 displays all budget information for the account code 
 

 

Tab 9 Displays account detail – you can click “detail” for more 
 

 

This tab displays a detail view of your account code activity. Click batch to review 
activity in batch. 
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Journal Voucher (JV) Request Instructions: 
A journal voucher, aka JV, is to correct an amount and/or account charged that was 
inadvertently charged.  (NOTE: A budget change is to allocate funds in an account code 
before payment is issued, typically at the time or purchase order entry) 

 

 

 
 

 

From Your Email Screen Select: 
Message 
New Message Special 
Journal Voucher Request 

 

 

The Journal Voucher Request Form will appear (see above) 
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Journal Voucher request are sent to Niki Taylor 

Enter your campus code 

Enter your extension 

 
Enter the account in which you want charged (the account that should pay for the 
expenditure) “Account to be Charged/Debited” 
Enter the amount 

 
Enter the account that was incorrectly charged (the account that should get their 
money back-charged incorrectly) “Account to Receive Credit” 
Enter the Amount 

 

 
 
 
 
 
Then enter the Reason for the Journal Voucher. i.e. The wrong account was accidentally 
charged or two teachers at different schools shared hotel to reimburse other campus 
for our teachers portion etc. You MUST include the vendor and direct pay or purchase 
order number. Auditors require supporting documentation for all journal vouchers so 
this information must be included. 
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Funds are to promote club or class activities and good morale to student groups. 
The money in these funds belong specifically to student groups. However, a student organization 

must have a sponsor. 

Purchases are conducted under the guidance and general requirements of the district but for the 

times the students choose under sponsor supervision. 
*Texas law PROHIBITS schools from conducting raffles. 

 

Guidelines 
 

The funds in these accounts belong specifically to student groups. The individual sponsors 

are responsible for managing their respective activity funds. 

One student group may not borrow from another student group without written consent from the 

student group. 
Funds should not be used for general campus or teacher expenses without written consent from 

the student group. 
These funds are not required to comply with bid law. Using bid vendors is encouraged due to the 

discounts and promotions. 

 

Operations 
 

 

Purchases should be for items in which the students choose. 
Funds for these accounts do not require budgeting & operate in flow-thru capacity. 

These funds should NOT be overspent. The only time these accounts are overspent is when 
items are purchased up front for a fund-raiser. 
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Funds are to promote club or class activities and good morale to student groups. 
The money in these funds belong specifically to student groups. However, a student organization 
must have a sponsor. 

Purchases are conducted under the guidance and general requirements of the district but for the 

times the students choose under sponsor supervision. 
*Texas law PROHIBITS schools from conducting raffles. 

 

Guidelines 
 

The funds in these accounts belong specifically to student groups. The individual sponsors 

are responsible for managing their respective activity funds. 
One student group may not borrow from another student group without written consent from the 

student group. 

Funds should not be used for general campus or teacher expenses without written consent from 

the student group. 

These funds are not required to comply with bid law. Using bid vendors is encouraged due to the 

discounts and promotions. 

 

Operations 
 

 

Purchases should be for items in which the students choose. 

Funds for these accounts do not require budgeting & operate in flow-thru capacity. 
These funds should NOT be overspent. The only time these accounts are overspent is when 
items are purchased up front for a fund-raiser. 
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SECTION K 
Budget 
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SKYWARD BUDGET TRAINING- 
HOW TO ENTER YOUR BUDGET INTO SKYWARD 

 

 

CAMPUS/DEPARTMENT   TUTORIAL 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any questions, please contact Christi Drilling in Financial Services 

817-251-5582 

Christi.drilling@gcisd.net 

mailto:Christi.drilling@gcisd.net
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Click: 

Financial Mngmnt, 

Account Mngmt, 

Bdgt. Mngmt, and 

Bdgt. Ent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For NEW Secretaries: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click View All 

Budget Processes. 

A checkmark will 

appear when selected. 
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Select ***General 

Operating Budget 

Entry by clicking 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Then click Clone. 



111 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click in the New 

Description box. Delete 

the ***.  You may change 

your description too. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click in the New 

Fiscal Year box. 
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Select the 2014-2015 

year by clicking on it. 

Then, click Select. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Ok. 
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Repeat pages 2-4 and 

clone the ***Activity 

Funds Budget Entry, if 

you are a campus. 
 
 
 
 
 
 
 
 

Existing Secretaries: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on General 

Operating 

Budget Entry. 
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Click on Params. 
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Click on Budget 

Year and select 

2014-2015. 
 
 
 
 
 
 
 

Budget to Process 

should remain 

DRAFT 1. 



 

 

 

 
 
 
 

Click OK. 
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Repeat pages 5-8 and change 

the year for the Activity Funds 

Budget Entry. 
 
 
 
 
 
 
 
 
 
 
 
Everyone’s Fiscal Year should be 2014-2015.  Also, the Budget Type should be DRAFT 1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Process to 

start entering 

budget amounts. 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To print a summarized 

report of all account codes 

by clicking Options and 

select View Break Totals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Here is an example 

of a View Break 

Totals report. 
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Click 

Close. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To print a report of the 

budget information, click 

Options and select Print 

Accounts. 
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Print to Screen to view 

your report. You may 

print the report later. 

Click OK. 
 

 
 
 
 
 
 
 
 
 
 
 
 

To exit, 

click Close. 
 

 

Click here for 

Greenbar. 
 

 
 
 
 

To print, click the 

printer button 

here. 
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To view the detail of the account 

code that is selected by going to 

Chart of Accounts, click on the 

account code and click Acct. 
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In Chart of Accounts, 

you can look up any 

information you need. 
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Click Close to get 

out of Chart of 

Accounts. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click View Budget Detail to 

see the line item descriptions 

below that were entered for 

the prior year. 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the Add, Edit or 

Delete options to enter 

a detailed budget 

description item. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To enter the budget that has no 

description or amount from prior 

year, click in the last column 

under 2014-2015 DRAFT 1. 
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Use the Add, Edit or Delete 

options to enter a detailed 

budget description item. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

When you click Add, 

it will prompt you to 

enter a detailed 

description of an item 

and the amount. 
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Please enter a detailed 

description of an item. 
 

 
 
 

Then, enter the 

dollar amount in 

whole dollars. 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

If you have completed entering the line 

item, click OK. 

 
If you have several line items, click 

Create to move to the next line 

description and amount. 
 
 
 
 
 
 
**The detailed descriptions that are entered by the Campus or Department will be rolled into the 

15-16 DRAFT 1 column next year. 
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Click on the Bud’s 

tab to see the 

descriptions for the 

13-14 year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on Detail Budget 

Entry to see the 

descriptions that were 

entered in prior year. 
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Close to exit. 
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BUDGET AMENDMENT ENTRY 
 

 

 
 

 
 
Select Financial Mgmt. 
Select Budget Mgmt. 

Select Budget Transfers 
 

 
 
 
Select A for Add 
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Tab to Description – type your description OR if you are not crossing functions you may put your initials. 

If you are crossing functions this requires Board approval so you must enter a detailed description 
Click OK 

 

 
 
Click Add and enter the account you either want to add funds or take funds from – it does NOT matter 

which account you enter first. 
 
Once you have selected your account click OK 
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Type a detailed description if you are crossing funds (to purchase supplies is not sufficient – to increase 
supplies due to the increase in postage is good) 

 
If you are not crossing functions you may enter you initials but please not when you review the account 

this is the description you will see so a brief description to yourself of why or where you moved the funds 

to would be more beneficial 
Name field can be left blank 

Tab to either debit and/or credit blank depending on what you need to do 

NOTE:  Debit adds money to 
Credit takes money away 

BUDGET CHANGES ARE IN WHOLE DOLLARS ONLY!! 
Once you are finished click OK 
You can then add (select add) the account you are adding to (or taking away from) and repeat 

the steps above 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can then review your budget change. You should have equal $ in the debit and credit columns. 
Note: you may enter multiple lines on one budget change 

Cross function budget changes should be on an entry by itself due to the fact it must go to the Board for 

approval. 
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Contacts 
 
 

 

Financial Services 
 

 
DaiAnn Mooney, CFO 

 

 
 
 

817-251-5580 
Barbara Eakins, Administrative Assistant to CFO 817-251-5581 
Christi Drilling, Director of Budget & Accounting 817-251-5582 

Niki Taylor, Assistant to the Director of Budget & Accounting 817-251-5583 

Debbie Spurlock, Office Manager 817-251-5584 
Sue Figueroa, Accounts Payable (A-L) 817-251-5585 

Cathy Cruz, Accounts Payable (M-Z) 817-251-5586 
Sharlotte Chamberlain, Accounts Payable 817-251-5566 

 
 
 
 

Purchasing Services 
 

Gary D. Kerbow, Director of Purchasing Services 
Buyer (Open), Purchasing Services 

817-251-5562 

817-251-5565 

Michel Kolling, Clerk, Purchasing Services 817-251-5563 


