
For the best experience, open this PDF portfolio in
 
Acrobat X or Adobe Reader X, or later.
 

Get Adobe Reader Now! 

http://www.adobe.com/go/reader




 


 


 


 


 


Onalaska ISD 
 


 
 


Attendance Accounting 


Procedures Manual 


2024-2025 
 


 


 


 


 


 


 


 


 


 


 


 


Revised April 2023 







2  


 







3  


Table of Contents 


Introduction ........................................................................................................................4 


Attendance, Admission and Enrollment ..........................................................................6 


Compulsory Attendance ....................................................................................................6 


Attendance for Credit (90% Rule)....................................................................................7 


Student Admission ..............................................................................................................7 


Student Enrollment ............................................................................................................8 


Student Eligibility for Attendance ....................................................................................9 


Age Eligibility for Attendance .........................................................................................11 


Withdrawal from School .................................................................................................11 


First Day of School & No-Show Procedures ..................................................................11 


Attendance Calendar .......................................................................................................12 


TEA Attendance Audits ...................................................................................................13 


Definitions & Glossary .....................................................................................................14 


Official Attendance Time .................................................................................................18 


Attendance Accounting System .......................................................................................19 


Attendance-Taking Rules ................................................................................................20 


Requirements for a Student to be Considered Present for Funding Purposes ...........21 


Special Program Coding ..................................................................................................23 


Special Education - SAAH – Section 4 ...........................................................................24 


Career & Technology Education (CTE) – SAAH Section 5 .........................................25 


Bilingual/English as a Second Language (ESL) – SAAH Section 6 .............................26 


Prekindergarten (PK) – SAAH Section 7 .......................................................................27 


Pregnancy-Related Services (PRS) – SAAH Section 9..................................................28 


Required Documentation (Reports) ...............................................................................29 


Retention, Maintenance, and Security of Records ........................................................30 







4  


Introduction 


The Student Attendance Accounting Handbook (SAAH), published annually by the 


Texas Education Agency, is for all school district personnel involved in the student 


attendance accounting process. No school district official has the authority, either implied 


or actual, to change or alter any rules, regulations, or reporting requirements specified in 


the handbook. The SAAH is available on the TEA website at: 


http://tea.texas.gov/Finance_and_Grants/Financial_Compliance/Student Attendance_A 


ccounting_Handbook/ 


 


According to the SAAH (and state law), every Texas school district is required to adopt 


an attendance accounting system, whether manual or automated, that includes 


procedures that ensure the accurate taking, recording, and reporting of attendance 


accounting data. District staff must report attendance information through the Public 


Education Information Management System (PEIMS) to the Texas Education Agency 


(TEA). The TEA uses the attendance data to determine the allocation of Foundation 


School Program (FSP) funds to the district. 


 


Every school district is also required to maintain a procedures manual that provides 


specific, detailed information on the district’s attendance accounting system. The 


procedure manual must include the following information: 


• how and when teachers are to take official attendance 


• how attendance is entered into the attendance accounting system 


• which position(s) is/are responsible for the coding of special programs (such as 


career and technical, special education, Pregnancy Related Services, etc.) 


• how changes to special programs are to be documented 


• how student membership is to be reconciled between the teacher rosters and the 


attendance accounting database 


• how your district will maintain attendance accounting records (including 
computerized records, period absence slips, and official calendar) after the 


completion of the school year 


• what backup systems are in place to protect the attendance accounting records 


• which position is responsible for the maintenance and security of the attendance 


accounting records 


 


This procedure manual contains guidance regarding the attendance accounting processes 


at Onalaska ISD. The procedures can change at any time and shall be superceded by any 


changes in the Student Attendance Accounting Handbook. Excerpts from the SAAH are 


contained throughout this procedures manual. For more information, employees may 


refer to the Student Attendance Handbook, posted on the TEA Website at 


www.tea.texas.gov. 


Student Attendance Accounting Handbook = SAAH (produced by TEA) 


Public Education Information Management System = PEIMS 
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Overview 


 
Purpose: 


 


The purpose of this manual is to: 


• set forth data quality standards 


• establish standard enrollment, withdrawal, and PEIMS coding procedures for the 


Onalaska ISD 


• establish standard attendance accounting procedures for the School District 


• inform of the legal requirements of attendance accounting and recording leavers 
 


SIS attendance reports are highlighted in green. 


 
 


References: 


• Student Attendance Accounting Handbook (SAAH), Texas Education Agency 


• Texas Student Data System (TSDS), Texas Education Agency 


• Onalaska ISD Student 


Handbooks 


• Onalaska ISD School Board 


Policy 
 


 


 


The Onalaska ISD Board of Trustees approved a District of 


Innovation Plan on May 17, 2021. The plan's exemptions will be 


valid for five years. These procedures reflect provisions of the plan. 


Exemptions (related to attendance accounting) include: 


• School Calendar 


• Teacher Certifications 


• Probationary Contracts 


• Staff Work Days 


• Professional Development 


• Minimum Salary Schedule for certain 


Professional Staff 
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General Information 


Attendance, Admission and Enrollment 


 


Student attendance, admission and enrollment are governed by state law. Each of these 


areas is addressed within these procedures. 


 


Compulsory Attendance 


 


According to state law (TEC 25.085), those children at least 6 years of age (as of 


September 1) of the applicable school year and those who have not yet reached their 19th 


birthday are required to attend school, unless the student is exempt under state law (TEC 


25.086). This state law also applies to students below the age for compulsory attendance 


during any period that the student is voluntarily enrolled in prekindergarten or 


kindergarten. Likewise, a student who voluntarily enrolls in or attends school after the 


student’s 18th birthday is required to attend each school day for the entire period the 


program of instruction for which the student is enrolled is offered. 


 


Exemptions in the state compulsory attendance law include: 


 


• Expelled students – only applies if the school district does not participate in a 


JJAEP. 


• 16 and 17-year olds enrolled in a GED course 


• Excused absences – these absences are not counted when determining the number 


of absences that trigger a referral or complaint for failure to comply with the 
compulsory attendance requirement. 


 
Attendance Warning Notices 


Texas Education Code 25.095 requires the school district to notify a student’s parent or 


legal guardian in writing at the beginning of the school year that if the student is absent 


from school three days or parts of days in a four-week period without parental consent or 


is absent without an excuse for more than 10 or more days or parts of days in a six-month 


period. The student’s parent or legal guardian is subject to prosecution under TEC 


25.093. The student may be subject to referral to truancy court pursuant to Teas House 


Bill 2398. 


The notice must: 


• Inform the parent that it is the parent’s duty to monitor the student’s attendance, 


require the student to attend school, and the parent is subject to prosecution under 
Section 25.093; 


• For failure to require the child to attend school; and 


• Request a conference between school officials and the parent to discuss the 


absences. 
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Attendance for Credit (90% Rule) 


 


State law (TEC 25.092 and 11.158) contains a provision of law commonly referred to as 


“the 90 percent rule”, which applies to a student in any grade level from kindergarten 


through grade 12. Generally, to receive credit or a final grade for a class, a student must 


be in attendance for at least 90 percent of the days the class is offered. A student who is 


in attendance for at least 75 percent, but less than 90 percent, of the days a class is offered 


may be given credit of a final grade if the student completes a plan approved by the 


principal that provides for the student to meet the instructional requirements of the class. 


 


The Board of Trustees is required to appoint one or more attendance committees to hear 


petitions from students who do earn class credit of a final grade through a plan approved 


by the principal. An attendance committee may give class credit or a final grade due to 


extenuating circumstances. The Board of Trustees is also required to adopt policies 


establishing alternative ways for such students to make up work or regain credit or a final 


grade lost because of absences. Board Policy FEC Local includes the alternate ways for 


students to regain credit. A copy of the policy is available in the School Board Policy at 


https://pol.tasb.org/Home/Index/282. 


 
 


Student Admission 


 


According to state law (TEC 25.001), a student, who is at least five (5) years of age and 


less than 21 on September 1st of a school year is entitled to admission to a school district. 


There are some exceptions to the age of 21 rule for special education students. 


 


A student’s entitlement to be admitted to the Onalaska Independent School District is 


established if the student meets one or more of the bases for admission included in state 


law. In addition, a school district may choose to accept, as transfers, students who are 


entitled to enroll in the school district. However, all transfer agreements are limited to 


annual agreement. Onalaska ISD has chosen to admit students to the district subject 


to rules and procedures established in Board Policy FDA Local. A copy of policy 


FDA Local can be located in the district’s School Board Policy at: 


https://pol.tasb.org/Home/Index/282. 


 


The ten (10) bases for admission include: 


 


 


 


1. Student and either parent reside in the school district. 


2. Student lives in Texas and the parent resides in the district or the parent is a joint 


managing conservator, sole managing conservator, or possessory conservator of 


the student as verified by an order of the court. 


3. Student and the student’s “guardian or other person having lawful control of the 


student under a court order” reside within the school district. 
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4. Student who is under 18 years of age establishes a residence for the purpose of 


attending the public schools apart from the student’s parent, guardian or other 


person having lawful control. The exclusions for this basis should be carefully 


reviewed and evaluated by the campus principal prior to admitting a student under 


this basis. 


5. Student is “homeless” as defined by federal law. All admission requests under 


this basis shall be referred to the district’s Homeless Liaison, the Director of 


Assessment and Special Programs. 


6. Student is a foreign exchange student and the student is placed with a host family 


that resides in the school district under a nationally recognized foreign exchange 


program. 


7. Student is residing at a residential facility located in the school district. There are 


no residential facilities within the Onalaska ISD boundaries. 


8. Student is over 18 years of age and resides in the school district. 


9. Student who resides in Texas (not in school district) but a grandparent resides in 


the school district and the grandparent provides a substantial amount of after- 


school care for the student as determined by the Board of Trustees. All admission 


requests under this basis shall be referred to the Superintendent. 


10. Student is in foster care and the foster parent resides in the district. 
 


There are additional eligibility criteria for admission of students in the prekindergarten 


program for four-year olds. Specifically, students of the appropriate age are eligible for a 


prekindergarten program if the student: 


 


• Is unable to speak and comprehend the English language 


• Is educationally disadvantaged 


• Is a homeless child 


• Is the child or stepchild of an active duty member of the armed forces or reserve 
component if the duty member is ordered to active duty 


• Is the child or stepchild of a member of the armed forces, including a reserve unit, 


who was injured or killed while serving on active duty, or 


• Is or ever has been in the conservatorship of the Department of Family and 


Protective Services following an adversary hearing under the Family Code 


 


The full text of each of these bases are included in TEA’s Attendance, Admission, 


Enrollment Records, and Tuition letter posted on TEA’s website at www.tea.state.tx.us 
 


Student Enrollment 


 


Each campus shall ensure that appropriate measures are taken to verify, on enrollment, that 


a student is entitled to enroll in the district under the TEC, §25.001. The required records 


are 1) birth certificate or other proof of identify, 2) the child’s records from the school 


most recently attended, and 3) immunization records. These are the only records 


statutorily required for enrollment. 


 


The district also requires the following records for enrollment: 
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• Student Residency Questionnaire Form 


• Proof of residency such as Housing Lease 


• Social Security number for PEIMS purposes* 


 


*Note: A student shall not be denied enrollment pending receipt of these records. 


 


If the student’s entitlement is contingent on the residency of a person, examples of methods 


of verifying residency include lease information or verifying with designated district 


personnel that the applicable residence is within the boundaries of your district. Residency 


is not defined by an address on a driver’s license, a signature on a lease, or the address on 


a utility bill. These are indicators that may expedite verifying residency, but the absence of 


such indicators is not conclusive that the student is not a resident. The traditional basic 


residence criteria are living in the district and having the present intention to remain there. 


A student who does not reside in Texas is not entitled to enroll in a Texas public school 


under the TEC, §25.001, on the basis of another person’s residency, including the residency 


of the student’s parent or grandparent. 


 


On a student's enrollment in the district, each campus should make a bona fide effort to 


secure all records and required documentation pertaining to the student from the previous 


district and/or the parent or other person with legal control of the student under a court 


order, if applicable. A list of required documentation and other enrollment requirements, 


such as discrepancies in student names, failure to receive school records, homeless 


students, and immunizations, are included in Section 3 of the SAAH. 


 


Student Eligibility for Attendance 


 


The appropriate eligibility code must be recorded for each student upon enrollment in the 


district. Documentation to support the ADA Eligibility Code shall be filed retained 


for audit purposes. A summary of the eligibility codes is noted below: 


 


• Eligibility Code 0 Student is not eligible for state funding (attends less than 2 


hours of instruction each school day or the student has met 


all graduation requirements.) Note: Use of an eligibility 


code “0” must be approved by the campus principal and 


Superintendent. 


• Eligibility Code 1 Student is eligible for full-day attendance (receives at least 


4 hours of instruction each school day) 


• Eligibility Code 2 Student is eligible for half-day attendance (receives at least 


two, but less than 4 hours of instruction each school day). 


• Eligibility Code 3 Student is a non-resident of the district, is legally 


transferred into the district, and is provided instruction for 


at least 4 hours. Note. Use of this code requires that the 


nonresident student have an approved transfer on file. 


Without an approved transfer, the student is ineligible for 


state funding. 
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• Eligibility Code 4 Student is not eligible for ADA but is provided at least 4 


hours of instruction each school day (ineligible Pre-K 


students are the most common) 


• Eligibility Code 5 Student is not eligible for ADA but is provided at least 2 


but less than 4 hours of instruction each school day) 


• Eligibility Code 6 Student is a non-resident of the district, is legally 


transferred into the district, and is provided at least 2 hours, 


but not more than 4 hours of instruction each school day. 


Note. Use of this code requires that the nonresident student 


have an approved transfer on file. Without an approved 


transfer, the student is ineligible for state funding. 


• Eligibility Code 7 Student is eligible for participation, enrolled in, and 


provided instruction in an alternative attendance 


program, such as OFSDP or HSEP. Not in use at OISD. 


• Eligibility Code 8 Student is ineligible for participation, enrolled in, and 


provided instruction in an alternative attendance program, 


such as OFSDP or HSEP, but is enrolled and provided 


instruction in the program. Not in use at OISD. 
 


 
State Funding 


 


Average Daily Attendance (ADA) is primarily used to calculate Tier I funding, while 


Weighted Average Daily Attendance (WADA) is used to calculate Tier II funding and 


wealth equalization recapture. Both are defined by the state as noted below: 


 


ADA – is the number of students in average daily attendance, or the sum of attendance for 


each day of the minimum number of days of instruction as described under the TEC 


25.081(a), divided by the number of days of instruction. 


 


WADA – is the weighted average daily attendance figure used in several state funding 


formulas to calculate the amount of state and local funds a district is entitled to. 


 


Section 13 Appendix of the SAAH includes definitions and examples of ADA and State 


Funding. 


 


The Foundation School Program (FSP) has a system of weighting that delivers additional 


funding for services to students with certain characteristics. The regular program has a 


weight of 1.0 and this entitlement provides the bulk of non-categorical costs for general 


operation. Career and technology education and special education have full-time equivalent 


(FTE) replacement weights. Other programs such as Bilingual/ESL, Gifted and Talented, 


Compensatory Education and Pregnancy Related Services have add-on weights. 


Note: Although Onalaska ISD offers a full-day Pre-K program, Pre-K 
students are only eligible for half-day attendance. All PK students should be 


coded with an Eligibility Code of 2 or 4, as appropriate. 
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Age Eligibility for Attendance 


 


Student must meet the age eligibility to attend Texas public schools for FSP funding. The 


SAAH, Section 3.2.3 includes a table with the age requirements for students. 


 


If the school year starts before the student’s birthday, the student is eligible to attend 


school for the entire year as long as he or she will be required age on or before September 


1st. Documentation to support the Age Eligibility shall be filed retained for audit 


purposes. 


 


Of special note is the section related to a child of a military family. The SAAH states 


that: A child of a military family who moves to your district from another state that is a 


member state of the Interstate Compact on Educational Opportunity for Military 


Children is entitled to continue enrollment at the same grade level, including 


kindergarten, that he or she was enrolled in in that other state regardless of the child's 


age. Also, a child of a military family who moves to your district from another state that 


is a member of the compact and who has satisfactorily completed the prerequisite grade 


level in that other state is entitled to enroll in the next highest grade level, regardless of 


age. These children would meet minimum age eligibility requirements for generating 


ADA, provided applicable. 


 


Withdrawal from School 


 


Each campus shall withdraw a student from the attendance accounting system on the date 


that the campus becomes aware that the student is no longer a member of the district. With 


proof of enrollment in a different campus, retroactive withdrawals are permitted to the day 


a student enrolls in a different campus. All attendance records must be updated to reflect 


the change in withdrawal date. 


 


If a student withdraws from school before attendance is taken, the withdrawal date is that 


day. If a student withdraws from school after the attendance is taken, the withdrawal date 


is the next school day. A student is not in membership on the withdrawal date. 
 


First Day of School & No-Show Procedures 


 


Each campus shall obtain accurate first day counts by requesting each teacher to certify the 


students that are physically present in their class on the first day of school. Students that 


are not present on the first day of school shall be coded as a “no-show”. A Student No- 


Show Report (SRG2200) shall be generated by the PEIMS Coordinator and forwarded to 


the campus principal for review and signature of approval. 


Note: Every student in attendance (at the official time of attendance) earns 


regular program funding. If the student is enrolled in a special program and 


all special program requirements have been, the student will earn additional 


state funding. 
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Attendance Calendar 


 


The Attendance Calendar reflects the start and end dates for every 6-week cycle. The start 


and end dates for the current school year are: 


 
Cycle Start Date End Date  


1 08/05/2024 09/12/2024 24 days 


2 09/16/2024 10/24/2024        24 days 


3 10/28/2024 12/19/2024 28 days 


4 01/07/2025 02/20/2025 28 days 


5 02/24/2025 04/10/2025 24 days 


6 04/14/2025 05/29/2025 27 days 


   155 days 


Note. The School Calendar for every track must be maintained for audit purposes. 


 


The SIS Attendance Calendars must be maintained for each track, Each instructional 


track must meet the required minutes and days. 


 


Operational Minutes 


 


The school district must operate so that it provides for at least 75,600 minutes of 


instruction, including intermissions and recesses (school days) for students (minus any 


minutes waived by the TEA in writing). If the operational minutes at the end of the school 


year are less than 75,600 minutes, the district will lose state funding. 


 


A school day shall be at least 420 minutes each day, including intermissions and recesses. 


The district has applied, and been approved for early release days. The early release 


instructional days must be at least four (4) hours. An “instructional day” as defined by state 


law includes lunch, recess, intermissions, etc. 


 


The official start and end times for the 2024-2025 school year are noted below: 


7:40 am Start Time 4:00 pm End Time  (500 minutes) 


Note: No student is absent the first day of school/enrollment. The enrollment 


date is changed to the first day the student is physically present in school. 
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The early release days for 2024-2025 as denoted on the School Calendar and are listed 


below. An early release waiver earns up to 180 minutes. 


 


December 19th 2024 


May 29th 2025 


 


The official start and end times for early release days are noted below: 


7:40 am Start Time 12:30 pm End Time  (250 minutes) 


Other waivers such as missed days (for health and safety), professional development, and 


low attendance (if the attendance the same day in the prior school year was less than 10% 


of the current year) earn a total of 500 minutes. 
 


 


 


 
 


 
TEA Attendance Audits 


 


There are twelve (12) student attendance audit queries used by TEA to conduct the Limited 


Scope Audits. 


 


1. Duplicate Attendance 


2. Student with Perfect Attendance and No Course Completion Indicator 


3. Students Coded Ineligible Code “4” or “5”, or not in Membership Code “0”, on the 


Snapshot date but coded Eligible for Attendance on the End-of-Year Submission 


4. Students Enrolled in Kindergarten Under Five Years Old 


5. Prekindergarten Eligibility 


6. Early Education Students with No Special Education Setting or Speech Therapy 


Only 


7. Early Education Students with a Special Education Setting of Mainstream 


8. Bilingual/ESL Students Eligibility Coding on the Snapshot 


9. Homebound and Hospital Class School Students Earning Career & Technology 


Contact Hours 


10. Pregnancy Related Services (PRS) 


11. Students Expelled to a County JJAEP That Are Not Reported For Ineligible 


Attendance 


12. Campuses Reporting Less than 75600 minutes of Instruction Without a Waiver 


 


Each campus should review their respective attendance and PEIMS reports to ensure that 


any potential audit findings are identified and resolved prior to submission of the 


attendance data through the Summer PEIMS Submission. 


Note: No extra funding is earned if a district is in session for more than 


75,600 operational minutes, but a district does lose funding if the total 


operational minutes are less than the required 75,600 minutes. 
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Definitions & Glossary 


 


Several common definitions and terms used in attendance accounting are included in 


Glossary Section of the Student Attendance Accounting Handbook (pages 281-290). 


 


Attendance Accounting Personnel 


The following personnel are directly and/or indirectly responsible for the collection, 


recording and reporting of attendance accounting information, including student eligibility, 


special program participation, student class schedules and grades, and other data submitted 


to TEA through PEIMS. 


 


All attendance accounting personnel must comply with the TEA Student Attendance 


Accounting Handbook and PEIMS Data Standards. 


 
Classroom Teachers 


• Set up a username and password in the Gradebook/SIS system prior to the 1st 


day of school. 


• Take attendance each day using Gradebook/SIS. 


• Take attendance at the official attendance time 


o Elementary – 10:00 


o High School – 10:00 


• Ensure that attendance is not be taken by students, classroom aides or clerks 


(SAAH). 


• All attendance data shall be accurate and final. 


• Ensure that their security password for the automated attendance system is not 


shared with any other employee. 


• Sign and date the Teacher Membership Roster at the end of the 1st and 4th six 
weeks. 


 


 
Note: Failure to post attendance at the “official” time may result in a loss of state 


revenues. 


 


Substitute Teachers 


• Take attendance on paper at the official attendance time each day. Attendance 


must not be taken by students, classroom aides or clerks (SAAH). 


• Ensure attendance data is accurate and final. 


• Sign, date, and submit rosters to the Attendance Clerk. 


 


Counselors 


• Be responsible for student schedule changes in the student information system. 


• Notify appropriate teachers, principals, and attendance clerks of schedule 


changes. 







 


• Verify completed schedule changes. (The integrity of attendance rosters/records is 


compromised when scheduling changes are not maintained correctly and/or when 
incorrect dates are entered.) 


 


Campus Secretaries/Attendance Clerks 


• Enter and withdraw students in the SIS student information system on a daily basis. 


• Enter all attendance data changes in the student information system (SIS) on a daily 


basis. 


• Enter all special program data received from the campus principal, counselor, 


special education co-op, or special program directors/coordinators as of the effective 


dates of such changes. 


• Enter and validate all Registration, Discipline, Grade Reporting, Scheduling, and 


PEIMS data. 


• Comply with all written campus/district attendance accounting procedures. 


• Verify that all teachers have electronically posted attendance on a daily basis by 


generating an Attendance Posting Verification (SAT3800) by noon each day. Note: 


Teachers who have not posted their attendance should be contacted immediately. If 


a teacher fails to respond and/or post their attendance, the attendance clerk shall 


notify the principal or assistant principal. The SAT3800 for each school day shall 


be filed for audit purposes. 


• Document any extenuating circumstances such as fire drills, mass evacuations, etc. 


that occur during the “official attendance time” for audit purposes. 


• Override teacher absence code with corrected absence code based on verification 


and documentation such as tardy/admit slips, emails, medical notes, etc. (If no 


attendance office override, the teacher entry is final and reported to TEA.) 


• Collect and post all absences as submitted on a Homebound Log. 


• Maintain all attendance reports in chronological order. 


• File all attendance notes and admit slips for the “official attendance time” by day 


and by six-week period for audit purposes. 


• Obtain the ISS list weekly and compare to the attendance entered to verify that ISS 


are being posted correctly. 


• Obtain the OSS list weekly and compare to the attendance entered to verify that 


OSS absences are being posted correctly. 


• Generate report of student(s) who have excessive consecutive absences upon request 


(SAT1200) 


• Generate and mail attendance letters for students who have accumulated excessive 


absences, upon request. 


• Print attendance reports at the end of each six-week to verify the following: 


o Medical Absences: Documentation that the student attended a portion of the 
school day and submitted a medical note. 


o College Visit Absences: Only 11th and 12th graders should be coded as 
absent for a college visit. If coded as absent for this reason, there should be 
no more than 2 days. 


o TAPS Absences: Only 6th through 12th graders should be coded as absent for 


TAPS 15 


• Generate and reconcile the Student Detail (SAT0400), Campus Summary 


(SAT0900), Absences by Date (SAT1600), and Entry/Withdrawal Summary 


(SAT1700). Submit signed reports to the PEIMS Coordinator. 
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• At the end of the year, after final attendance has been entered, generate the 


Student Detail Report and Campus Summary report for all 6 six weeks; clerk and 
principal will sign signature pages. Reports must be stored in paper format. 


 


Special Education Coordinators (Special Education Department) 


• Forward notification of all special education coding changes, especially changes 


in student schedules to the PEIMS Coordinator and counselor 


• Review appropriate special education/ special program data and totals for 


accuracy at the end of each six weeks. 


• After reviewing/verifying special program data advise corrections to or 


acceptance of report to PEIMS Coordinator (signature of verification page 


required). 


 
Campus Principal 


• Communicate with the attendance clerk when a discipline assignment results in 


out-of-school suspension (OSS), in-school suspension (ISS) or assignment to 
DAEP. 


• Serve as the School Attendance Officer. 


• Monitor students with excessive absences by requesting an excessive absence 
report from the Campus Secretary/Attendance Clerk. 


• Monitor timely implementation of district/campus attendance procedures. 


• Oversee the campus-wide attendance accounting data collection, recording, and 


reporting. 


• Work cooperatively with the special program directors/coordinators in identifying 


students eligible for special programs and providing the coding information to the 


registrar/attendance clerk. 


• Designate and provide training for a campus alternate attendance assistant to 


support the attendance process during any temporary absence of the attendance 


clerk. 


• Monitor bell schedules and school instructional days to ensure [especially during 


early release, delayed start and testing days] that the state regulations related to 


the required instructional minutes and day are adhered to. 


• Monitor the “actual” time that attendance is taken by teachers to ensure 


compliance with state law. Note: The principal shall document any non- 


compliance issues reported by attendance clerks. 


• Document any extenuating circumstances such as fire drills, mass evacuations, 


etc. that occur during the “official attendance time” for audit purposes. 


• Review the Campus Summary Reports (SAT0500) and Student Detail Reports 


(SAT060) each six weeks for inconsistencies and/or any data totals with 


exceptionally high/low values. 


• Sign and date the reports at the end of each six weeks and the year verifying 


student data. (Principal’s Contact Hours Report – SAT0950). The principal 


affirms that he/she has checked, or caused to be checked, the accuracy and 


authenticity of the attendance data. 
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• As part of the checkout procedures for the attendance clerk, ensure that all 


attendance reports have been generated, signed and forwarded to the PEIMS 


Coordinator for audit purposes before releasing the employee for the summer 


break and/or separation from the district. 


 


Special Program Directors/Coordinators 


• Assist the Campus Principal in identifying students eligible for special programs 


and providing the coding information to the registrar. 


• Ensure that the PEIMS Coordinator is aware of any changes in a student’s 


services and effective dates of such changes. 


• Review appropriate special program data and totals for accuracy at the end of 


each six weeks. 


• After reviewing/verifying special program data advise corrections to or 
acceptance of report to PEIMS Coordinator. 


 


PEIMS Coordinator 


• Ensure that student eligibility codes are accurate. 


• Ensure that every non-resident student has an approved Transfer Application on 


file and that the appropriate eligibility code (transfer full-day 3 or transfer half-day 


6) is entered in the SIS student information system. 


• Run reports of students by special program (ESL, GT, and Special Education) and 


forward the coordinator of the program for their review and approval. 


• At the end of every 6-week cycle, run a report of all courses identified as CTE 


funded. Forward the report to the CTE contacts (CTE Coordinator and High 


School Counselor) to obtain their review and approval of the CTE courses and 


contact hours. 


• Serve as a backup to the Attendance Clerks. 


• Assist campus and department staff with student information system support 


• Generate extracts and edits of attendance accounting data for submission through 


PEIMS/TSDS 


• Work cooperatively with the campuses to ensure that all required reports are 


generated and filed for audit purposes 


• Perform random reviews of attendance data integrity and report findings to the 


Superintendent 


• Generate and retain signed copies of the Teacher Membership Roster at the end 


of the 1st and 4th six weeks. 
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• Collect and verify that all campuses have submitted Teacher Membership Rosters 


for the 1st and 4th six week cycles. After reviewing the accuracy of the reports 


(including the teacher’s signature) forward to the Superintendent for final review 


and approval (signature). 


• Sign and date the Teacher Membership Rosters at the end of the 1st and 4th six 


weeks. (as District PEIMS Coordinator) 


• At the end of the school year, prior to submission of the PEIMS Summer 


Submission collect all attendance reports that have been generated, signed and 


forwarded to the district office for audit purposes. Provide email assurance to the 


Superintendent that all attendance reports from SIS and TSDS are reconciled and 


that the supporting attendance reports are on file using a checklist. 


• Monitor the average daily attendance (ADA) rates throughout the year to adjust 


the FSP revenue estimates, as appropriate 


• Develop and maintain attendance accounting procedures, forms, and workflows 


with input from campus and department stakeholders. 


 
Superintendent 


• Oversee the district-wide attendance accounting data collection, recording, and 


reporting. 


• Sign and date the reports at the end of each six weeks and the year verifying 


student data. (Superintendent’s Contact Hours Report) 


• Approve and submit the attendance accounting data through PEIMS. 


• Ultimately responsible for accuracy and safekeeping of all attendance records and 


reports. 


 


 


 


 


 


 


 


 


 


 


Official Attendance Time 


 


The district must ensure that attendance is taken at the official attendance time. The 


official attendance times by campus are as follows: 


o Elementary – 10:00 


o Jr/Sr High - 10:00 


Note: Effective September 1, 2013, the penalty for intentionally or knowingly 


submitting false PEIMS data is a felony. 
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All teachers shall record student attendance at the official attendance time. 


According to TEA, original documentation may not be created after-the-fact. Original 
documentation that is not created at the time of attendance will not be accepted by 


agency auditors. 


 


Alternate official attendance times shall be used, as appropriate, due to the following 


situations: 


 


Activity or Event Alternate Official Attendance Time 


Delayed start of school due to health or 


safety (such as bad weather) – 11:00 am 


Elementary: 11:00 am 


 


High School: 11:00 am 


 


In the event of an emergency such as a fire drill/alarm, mass evacuation (or exercise), 


or other unexpected event, the teachers shall post the attendance at the soonest time 


possible. 


 


Attendance Accounting System 


 


The district attendance accounting system is comprised of an automated attendance 


system (SIS Teacher Portal) and a student information system (SIS). Teachers are 


required to post attendance on a daily basis at the official attendance time. All corrections 


to the teacher postings shall be entered in the student information system by the 


attendance clerk. All changes shall be supported by documentation such as office logs, 


list of students at board-approved activities, medical certifications, class admission slips, 


etc. 


 


The Technology Department shall ensure that all state requirements for automated 


attendance systems related to password access, timing out due to inactivity, audit trail for 


posting time, and daily backup of data are adhered to at all times. 
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Attendance-Taking Rules 


 


Each teacher or other school employee who records student attendance must certify, in 


writing, that all such records are true and correct to the best of his or her knowledge and 


that the records have been prepared in accordance with laws and regulations pertaining to 


student attendance accounting by signing and dating the record of attendance within one 


calendar week of the attendance recorded. 


 


General attendance-taking rules include the following: 


 


• Teachers shall post attendance data on a daily basis at the official attendance time 


• No tardies shall be posted during the official attendance period(s) 


• Attendance clerks shall post attendance data corrections upon receipt of supporting 
documentation 


• No changes to the attendance data shall be posted after 7 calendar days 


• Signature stamps or pencil signatures are not acceptable 


• Using a student sign-in sheet is not an acceptable method of taking attendance 


• Ink must be used to make all manual entries on attendance records 


• Manual entries may not be recorded using pencil, liquid correction fluid, or 
signature stamps 


• If errors are made on an official attendance document, strike through the error, enter 


corrections nearby, and initial the change. 


 


Substitute teachers shall take attendance at the official attendance time on a paper 


attendance roster provided by the attendance clerk. The clerk shall enter the attendance 


data in the student information system (SIS) and retain a copy of the paper attendance roster 


for audit purposes. 


 


The locally-defined attendance posting codes are noted below: 
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The ADA code is used to indicate that an absence is not counted for ADA purposes. 


All absences are posted as “unexcused”. The absence shall be changed to “excused” by 


the registrar/attendance clerk in the student information system if the parent provides 


documentation to verify that the absence was excused. 


 


Requirements for a Student to be Considered Present for Funding Purposes 


 


According to the Student Attendance Accounting Handbook ISAAH) for official 


attendance accounting purposes (funding), “excused” and “unexcused” absences do 


not exist. 


 


Students present at school at the official attendance time are counted present for funding. 


Therefore, teachers must post a student “absent” at the official attendance time if the 


student is not present in class at the official attendance time. The Attendance Clerk is 


authorized to change the attendance of a student if documentation (such as an admit slip, 


email, doctor’s note, etc.) exists to support that the student was present at school at the 


official attendance time. 
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The SAAH further states that, a student not on campus at the time attendance is taken 


may be considered in attendance for funding purposes if the student meets one of the 


exceptions below and the appropriate attendance documentation if filed for audit 


purposes: 


 


• Student is enrolled and attending an off-campus dual credit program 


• Student is enrolled full-time in TxVSN courses 


• Student is participating in an activity that is approved by the Board of Trustees 


and is under the direction of a professional staff member of the district or an 
adjunct staff member 


• Student is participating, with school board approval, in a short-term class that is 


provided by the TSBVI or TSD 


• Student is participating in a mentorship approved by district personnel under the 


Distinguished Achievement Program 


• Student misses school for the purpose of observing religious holy days, plus travel 
(1 day of travel to and 1 day of travel from the event) 


• Student is enrolled in grades 6 through 12 and misses school for the purpose of 


sounding “Taps” at a military honors funeral held in Texas for a deceased veteran 


• Student misses school for the purpose of attending a required court appearance, 


including travel (1 day for travel to and 1 day for travel from the court 


appearance). Note. A court appearance may be for criminal, civil, traffic, jury 


duty, subpoena, etc. 


• Student is in the conservatorship of the Department of Family and Protective 


Services and missed school related to appropriate activities, including travel (1 


day for travel to and 1 day for travel from the activity) 


• Student misses school for the purpose of serving as a student early voting clerk 


(subject to board approval of this type of absence) 


• Student misses school for the purpose of appearing at a governmental office to 


complete paperwork required in connection with the student’s application for US 


citizenship, including travel (1 day for travel to and 1 day for travel from the 


government office) 


• Student misses school for the purpose of taking part in the student’s own US 


naturalization oath ceremony, including travel (1 day for travel to and 1 day for 
travel from the event) 


• Student is temporarily absent due to a documented, face-to-face appointment for 


the student or the student’s child that is with a health care professional licensed to 


practice in the US. To be considered temporarily absent, the student must begin 


classes or return to class on the same day as the appointment and must submit a 


note from the health care professional to document the appointment. Note. There 


is no minimum amount of time that the student must be in school on that day. 


• Student is in his or her junior or senior year of high school and misses school for 


the purpose of visiting an institution of higher education, limited to no more than 


2 days during the junior year and 2 days during the senior year 


• Student is absent to visit with a parent, stepparent or legal guardian who is an 


active duty member of the uniformed services and has been called to duty for, or 
is immediately returned from continuous deployment of at least four (4) months 
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outside the locality where the parent, stepparent, or guardian regularly resides. 


This type of absence is limited to 5 days in a school year and is must be taken no 


earlier than 60 days before the date of deployment or no later than 30 days after 


the date of return from deployment. A copy of the deployment orders must be 


obtained from the parent, stepparent or guardian to verify that the absence meets 


the legal requirements. 


• Student is absent for the purpose of visiting a driver’s license office to obtain a 


driver’s license or learner permit. The student must be enrolled in high school and 


15 years of age or older. The district may not excuse the student for more than 


one day of school during the period the student is enrolled in high school for each 


purpose (obtaining a driver’s license and obtaining a learner license). The student 


must provide the district with documentation to verify the student’s visit to the 


driver’s license office 
 


 
The district may excuse the temporary absence of a student for any reason that is 


acceptable to the teacher, principal or superintendent in accordance with district 


guidelines. However, the student’s excused absence will not be counted for funding 


purposes. 


 


The attendance clerk shall ensure that the appropriate absence code is posted in SIS. 


Special Program Coding 


All students earn state funding (FSP) for each day in attendance. Students eligible, 


identified, and served in a special program, such as Special Education, Bilingual/ ESL, 


Career Technology, etc., earn additional state funding. To claim a student for special 


program funding purposes, complete documentation that proves the eligibility of the 


student must be on file. The major roles of the special program coordinators will be to: 1) 


ensure that all required documentation for entry and exit from special programs is retained 


for audit and 2) prepare and submit the special program coding sheet (form) to the PEIMS 


Coordinator. 


 


Although school districts may serve any student in a special program, the only time that a 


student may be coded as an eligible participant in a program/setting, thereby generating 


special program funding, is when the student meets all the eligibility requirements and all 


documentation is complete and on file. 


Note: Students absent for one of these qualifying event, with the proper 


documentation, must be allowed a reasonable amount of time to make up 


school work missed on these days. If the student satisfactorily completes the 


school work, the day of absence(s) is counted as a day of compulsory 


attendance. 
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For districts to receive the maximum amount of funding for all their students, the following 


personnel must be aware of their individual responsibilities and must work together to 


assemble the required documentation at the earliest possible time: central and campus 


administrators, special program staff, teachers, attendance clerks, and PEIMS Coordinator. 


 


Guidance for each special program is contained in the SAAH. Excerpts for each of the 


special programs address the unique provisions for the program. 
 


 
Special Education - SAAH – Section 4 


 


All special education coding and documentation shall be in accordance with Section 4 of 


the Student Attendance Accounting Handbook. Staff responsible for special education 


coding should be familiar with and use the SAAH to ensure that all coding is compliant 


with the laws, rules and regulations related to special education. 


 


Special education students receiving homebound services shall be coded “present” in 


accordance with the SAAH homebound requirements. Specifically, the certified special 


education teacher that provides homebound instruction shall submit a Homebound 


Attendance Roster to the registrar/attendance clerk every week that homebound services 


are provided to a student. 


 


A student who receives special education and related services in the special education 


homebound instructional arrangement/setting earns eligible days present (generates contact 


hours and thus funding) based on the number of hours the student is served at home or 


hospital bedside by a certified special education teacher each week. Use the following chart 


to calculate eligible days present: 


 


Amount of Time Served per Week Eligible Days Present Earned per Week 


1 hour 1 day present 


2 hours 2 days present 


3 hours 3 days present 


4 hours 4 days present (if the week is 4-day week) 
5 days present (if the week is 5-day week) 


More than 4 hours 4 days present (if the week is 4-day week) 
5 days present (if the week is 5-day week) 


 


A student shall be withdrawn from the special education program when one of the 


following occurs: 


Note: In no case shall an attendance clerk or PEIMS Coordinator be assigned 


the responsibility of determining a student’s special program coding. Special 


program staff, directors, and/or teachers should provide them with names and 


coding information of all students who are eligible, whose documentation is 


in order, and who are being served in the special program. 
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• Student withdraws from the campus, 


• The ARD determines that the student is no longer a child with a disability and 
therefore no longer eligible for special education, or 


• The parent(s) revoke consent in writing for their student’s receipt of special 


education services. 


 


The special education staff shall notify the PEIMS Coordinator of the dismissal from 


special education, including the effective date. The PEIMS Coordinator shall post the 


withdrawal in the student information system (SIS). 


 


Career & Technology Education (CTE) – SAAH Section 5 


 


All CTE coding and documentation shall be in accordance with Section 5 of the Student 


Attendance Accounting Handbook. Staff responsible for CTE coding should be familiar 


with and use the SAAH to ensure that all coding is compliant with the laws, rules and 


regulations related to CTE. 


 


The counselor or CTE staff shall develop the campus master schedule, to include all 


approved CTE courses. TEA-approved, Innovative courses, if any, shall be approved by 


the site-based committee and the Board to be eligible for CTE funding. All teachers 


assigned to teach CTE courses must be qualified and certified to teach the assigned CTE 


course(s). 


 


The student’s class schedule shall be the primary record that the student was enrolled and 


participating in a CTE course. Students in grades 6 through 12 are eligible to be served in 


CTE programs; however, only students in grades 9 through 12 are eligible for CTE contact 


hours (funding). The maximum number of contact hours that may be claimed for a student 


is six (6) contact hours. The CTE code for each course is determined by the average minutes 


per day in a CTE course(s). The total CTE code is calculated by adding the CTE code for 


each student course(s). Use the following chart to determine the CTE codes to use for 


coding students. 


 


CTE Code Average Minutes per Day in CTE Course 


V1 45-89 minutes 


V2 90-134 minutes 


V3 135-180+ minutes 


 


A student shall be withdrawn from the CTE program when one of the following occurs: 


 


• Student withdraws from the campus, or 


• The student changes his/her class schedule and ceases to be enrolled in a CTE 
course. 


 


The counselor or CTE staff shall notify the attendance clerk of the withdrawal from CTE 


eligibility, including the effective date. The counselor or CTE staff shall also notify the 


attendance clerk when a student schedule changes that results in a change to the CTE code. 
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attendance clerk shall post the withdrawal and/or change in CTE code in the student 


information system (SIS). 


 


 


 


English as a Second Language (ESL) – SAAH Section 6 


 


ESL coding and documentation shall be in accordance with Section 6 of the Student 


Attendance Accounting Handbook. Staff responsible for ESL coding should be familiar 


with and use the SAAH to ensure that all coding is compliant with the laws, rules and 


regulations related to ESL. 


 


To be eligible for ESL state funding, a student in the ESL education program must meet 


the following requirements: 


 


• Have a language other than English indicated on the Home Language Survey; 


• Be considered Emergent Bilingual (EB) because of the student’s test score fell 
below the cutoff scores on the TELPAS assessment. 


• Be recommended for placement in the program by a language proficiency 


assessment committee (LPAC); and 


• Have a record of parental approval to place the BE student in an ESL education 


program. (Parent must sign and date a permission form.) 
 


 
Reclassification as Non-LEP / English Proficient (EP) 


 


Once an Emergent Bilingual student meets reclassification criteria set by the State, the 


LPAC will reclassify the student as non-LEP / EP. This includes English learners who 


were served in a bilingual education or ESL program as well as English learners with 


parental denial of services. The LEP Indicator Code changes to 


• F for the first year of monitoring 


• S for the second year of monitoring 


• 3 for the third year of monitoring 


• 4 for the fourth year of monitoring 


• then code 5 (Former LEP / EL) will be used through the duration of his or her 


schooling in Texas. 


 


The LPAC is required to conduct an annual review of the placement in the Bilingual/ESL 


education program. Changes, if any, shall be recorded and submitted to the PEIMS 


Note: The district must place the student in the ESL program on the date the 


LPAC recommends placement, but may not count the student for ESL state 


funding until the written, parent approval is received. If a parent denies the 


placement, the district must discontinue serving the student in this program. 


The state funding is effective on the date the parent approval is received. 
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Coordinator. The initial parental approval remains in effect until the EB student is 


reclassified as EP. 


 


The counselor or ESL staff shall notify the PEIMS Coordinator of a student’s 


reclassification as EP, including the effective date. The PEIMS Coordinator shall record 


any changes to ESL data in the student information system ( SIS). 


 


Prekindergarten (PK) – SAAH Section 7 


 


All prekindergarten coding and documentation shall be in accordance with Section 7 of the 


Student Attendance Accounting Handbook. Staff responsible for prekindergarten coding 


should be familiar with and use the SAAH to ensure that all coding is compliant with the 


laws, rules and regulations related to special education. 


 


To be eligible for prekindergarten state funding, a student in the prekindergarten program 


must be 3 or 4 years of age on September 1st of the current school year and meet one of the 


following requirements: 


 


• Unable to speak and comprehend the English language (documentation – Home 
Language Survey or OLPT); 


• Educationally disadvantaged (eligible for NSLP free or reduced lunch program); 


• Be homeless; 


• Be the child of an active duty member of the armed forces; 


• Be the child of a member of the armed forces who was injured or killed while 


serving on active duty; or 


• Has ever been in the conservatorship of the Texas Department of Family and 


Protective Services (foster care) following an adversary hearing. 


 


Once a student is determined to be eligible for PK, the student remains eligible for the 


remainder of the current school year. 


 


PK classes must operate on a full-day basis. Students who meet the eligibility requirements 


for the PK program should be coded eligible half-day (ADA eligibility code 2). Students 


who do not meet the eligibility requirements should be coded ineligible full-day (ADA 


eligibility code 4). 
 


Note: The district provides a full-day PK program as a local option; however, 


Pre-K students are not eligible for full-day ADA funding. 
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Gifted & Talented (GT) – SAAH Section 8 


 


All Gifted & Talented program coding and documentation shall be in accordance with 


Section 8 of the Student Attendance Accounting Handbook. Staff responsible for Gifted & 


Talented program coding should be familiar with and use the SAAH to ensure that all 


coding is compliant with the laws, rules and regulations related to special education. 


 


Final selection of students to be served in the Gifted & Talented program must be made by 


a committee of at least three local district educators who have received training in the 


nature and needs of gifted students. 


 


The district written policy (EHBB Local) on student identification has been approved by 


the board of trustees and disseminated to parents. The policy is available on the district’s 


website at https://pol.tasb.org/Policy/Search/1002?filter=ehbb. 


 


To claim Gifted & Talented state funding, documentation must be complete. 


All documentation supporting student eligibility must be on file for every student with a 


Gifted & Talented indicator code of 1. The indicator code must reflect the student’s services 


in the GT program for each 6-week reporting period. The district must also keep on 


file a class roster of all students who are served in the Gifted & Talented program in each 


school year. 


A student shall be withdrawn (exited) from the Gifted & Talented program when one of 


the following occurs: 


 


• Student withdraws from the campus, 


• The district decides the student must be withdrawn from the program according to 


the local board-approved exit policy (EHBB Local), or 


• The parent requests that the student no longer be served in the program. 


Pregnancy-Related Services (PRS) – SAAH Section 9 


 


All PRS program coding and documentation shall be in accordance with Section 9 of 


the Student Attendance Accounting Handbook. Staff responsible for PRS program coding 


should be familiar with and use the SAAH to ensure that all coding is compliant with the 


laws, rules and regulations related to special education. 


 


Reconciliation of Student Membership 


 


Student membership from the teacher’s roster is to be reconciled to the attendance 


accounting records at the end of the first and fourth 6-week reporting periods. The 


reconciliation is to verify that all students are reported on attendance records and that “no 


show” students have been purged from the attendance accounting system. 
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The Teacher Membership Report (SAT0670 at Elementary and SAT0671 at Middle 


School and High School) for the official attendance period shall be used before the end 


of the first and fourth 6-week reporting periods to show the total number of students in 


membership in each teacher’s class during the official attendance period. On the date 


indicated on “Attendance Timeline” of the 1st and 4th six-week cycle, the attendance clerk 


shall print and distribute the Teacher Membership Reports. Each teacher shall sign the 


Membership Report for their attendance period class. 


 


The total number of students in membership shall be reconciled (by the attendance clerk) 


to the total number of students listed in attendance accounting records, i.e. the Campus 


Recap Report (SAT1000). The signed Teacher Membership Reports and Campus Recap 


shall be signed by each campus principal and forwarded to the PEIMS Coordinator for 


reconciliation with the District Recap Report (SAT1100). After reconciliation, the 


reports shall be forwarded to the Superintendent for final review and signature. The 


reports shall be filed for audit purposes with the 1st and 4th six-week attendance records. 


Required Documentation (Reports) 


 


The student attendance data asked for an audit must be organized into three distinct data 


sets: the Student Detail Report, the Campus Summary Report(s), and the District 


Summary Report. A List of SIS Attendance Reports is included in the Appendix. 


 


The attendance clerk shall generate Student Detail Reports and Campus Summary 


Reports for each 6-week reporting period. 


 


The data totals for all Student Detail Reports (SAT0600) must add up to respective 


totals on the Campus Summary Report (SAT0900). Likewise, data totals for all 


Campus Summary Reports must add up to respective totals on the District Summary 


Report (SAT0900). For schools offering multiple tracks, student detail must be 


summarized by individual tracks. 


 


After the attendance clerk has reconciled and signed the Student Detail and Campus 


Summary reports, the reports shall be forwarded to the campus principal for review and 


signature of approval. The campus principal shall review both reports for 


reasonableness. A copy of the signed Campus Summary report shall be forwarded to the 


PEIMS Coordinator. The reports must be retained for audit purposes for five (5) years. 


 


The PEIMS Coordinator shall reconcile the individual Campus Summary Reports with 


the District Summary Report. The District Summary Report shall be forwarded to the 


superintendent for review and signature of approval. 
 


Note: The PEIMS Coordinator shall generate and forward a District Attendance 


& Contact Hours Report (SAT0950) to Business Manager every 6-week 


period for the purposes of monitoring ADA and state funding throughout the 


school year. 
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At the end of the school year, the PEIMS Coordinator shall generate and reconcile a 


District Attendance & Contact Hours Report (SAT0950) from the student 


information system (SIS) with the PEIMS Superintendent’s Reports of Student 


Attendance (PDM3-180-001). In addition, the Comparison of Current and Prior Year 


Attendance (PDM3-130-005) must also be reviewed for reasonableness. 


 


After review and reconciliation, the superintendent will be notified that the attendance 


data is ready for submission to the TEA through the summer PEIMS submission. 
 


 


Additional required documentation includes, but is not limited to the following: 


 


• Grade books to support student’s special program service 


• For paperless attendance accounting systems (SIS), sufficient documentation to 


support any changes to posted absences such as: 


o Class admit slips or other documentation to prove that the student was on 
campus in an administrator’s or counselor’s office, clinic, or with other 
school official at the time attendance was taken. 


o Documentation to support that the student was attending a board-approved 
activity accompanied by a certified teacher, signed by the person who 
supervised the student 


o Documentation to support that the student was at a medical appointment 
o Other exceptions as listed in the SAAH, Section 2.3.5 Additional Required 


Documentation. 


• Copies of the student’s class schedule if the student had a program change, 


including the dates of entry or withdrawal from the program 


• Copies of any approved waivers that affect funding (such as early release days) 


• Copy of the “official” school calendar (including days of instruction, bad weather 


days, holidays, and each 6-week reporting period clearly identified) 


• Documentation that indicates the meaning of all locally designed codes in the 
attendance system 


 


Retention, Maintenance, and Security of Records 


 


All attendance records must be provided to the TEA Financial Audits Division within 20 


working days upon request; therefore, it is essential that all attendance records for the 


entire school year be retained and maintained in a secure environment for the entire five- 


year (5-year) retention period. 


 


Attendance will be considered undocumented if documentation of the attendance either is 


missing or is so inadequate that a reasonable person could not conclude from the 


Note: If any 6-week cycle reports have changed since the original submission 


by the campus principal to the PEIMS Coordinator, the reports must be printed, 


verified and signed by the campus principal before filing them for audit 


purposes. 
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documentation that the attendance it is intended to support actually occurred. If 


attendance is undocumented at the days of attendance level, any special program 


attendance based on those days of attendance also will be considered undocumented. The 


adjustment to the FSP allotment for any undocumented attendance will apply to the time 


period for which documentation was missing or inadequate. For example, if the 


documentation provided to support a particular campus’ daily attendance for a semester 


consisted only of period absence slips for certain students and no documentation was 


provided showing the names of students present for classes each day, the TEA would 


adjust the district’s FSP allotment to withhold 100% of the funding for all students at that 


campus for the semester. 


 


All attendance records listed as Required Documentation shall be boxed up at the end 


of each school for archival. The PEIMS Coordinator (District Records Management 


Officer) shall ensure that the records are collected, stored and archived in the Records 


Center. A checklist of all Required Documentation shall accompany the attendance 


records from each campus. 


 


The student information system (SIS) and automated attendance system will be 


maintained in working order throughout the school year and during the subsequent five- 


year retention period. The Technology Department shall backup all data from both 


systems on a daily basis. The daily backups shall be stored at an off-site facility. An 


additional backup shall be maintained through an Interlocal Agreement with the 


Education Service Center, Region 6 at their facility. On at least an annual basis, the 


Technology Department shall test the data recovery plan. In addition, backups shall also 


be performed prior to update functions such as “move-to-grade”. 


 


Data Entry Guidelines 
 


Attendance/PEIMS personnel must be trained in entering, changing, and deleting data 


from the student software. All entries, changes, and deletions require supporting 


documentation. Any changes made to original documentation must be initialed and dated 


by the person making the change. 


 


Coding decisions are NOT made by the Attendance Clerk or PEIMS 


Coordinator. Coding decisions shall be made by the counselor, special programs 


personnel, or principal. 


 


Importance of Accurate Attendance Reporting 
 


“Superintendents, principals, and teachers are responsible to their school boards and to 


the state to maintain accurate, current attendance records.” TAC §129.21(a) 


 


All students must meet the requirements for membership in the District as well as in 


special programs as defined in Section III of the Student Attendance Accounting 


Handbook, before they are eligible for Foundation School Program (FSP) funds for 


attendance and special programs. 
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The only time a student may be coded as an eligible participant in a program/setting, 


thereby generating state funding, is when that student meets all of the eligibility 


requirements and all documentation is complete and on file. This documentation is 


auditable. 


How Attendance is Monitored 


The campus Attendance Clerk shall monitor the attendance period for each teacher by 


printing the SAT 3800 TeacherPortal Attendance Posting Verification to ensure all 


teachers have submitted attendance at the official attendance time. The attendance clerk 


is responsible for making any changes to the attendance record as needed after 


submission by the teacher (i.e. students returning to school with doctor’s notes). 


Data Quality Requirements 


Eight Requirements for Data Quality are Established by the Texas Education 


Agency 


1. Security 


Data is protected against unauthorized access to elements, records, or files 


2. Availability 


Data is present and ready for use 


3. Integrity 


The extent to which data rules are followed 


4. Accuracy 


The extent to which a data value is close to the real value 


5. Completeness 


Suggests having sufficient, but not more than the necessary data or information 


6. Clarity 


Data is readily understood and not open to more than one interpretation 


 
7. Consistency 


The same results are yielded at a particular time, different times, and longitudinally 


 
8. Timeliness 


Reflects a time that is appropriate for a particular activity or use 


 


Additionally, Campuses are required to have: 


 


• Regular management review of the system 


• Written quality procedures 


• Effective use of procedures 


• Verification and process or data quality 
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• Well defined roles within the system 


• Continuous improvement in data quality 


• Criteria of acceptability 


• Quality records 


• A school organizational chart 


 
COMPUTER SYSTEM SAFEGUARDS 


All users connected to the SIS Student Information System must have unique passwords 


and separate access to the database and adhere to the Acceptable Use Policies of the 


district. 


 


Teachers must ensure the security of their work station housing student attendance data. 


Under no circumstances should teacher IDs and passwords be posted or shared. Under no 


circumstances should students be allowed to view or input attendance. Teachers should 


login to Teacher Gradebook/SIS, submit attendance, and log out of the attendance 


software during each class period. 


 


Backup System and Secondary Sources 


 
The Student Attendance Accounting Handbook indicates that “it is advisable to print and 


retain paper copies for audit purposes in lieu of exercising the option to store the data 


electronically.” 


 


Onalaska ISD mandates that paper copies of attendance recordkeeping be kept in one of the 


following forms in order to maintain and verify attendance: 


• Print out submitted attendance daily 


• Maintain a hard-copy grade book with daily attendance marked 


• Homeroom Roster Report 


 


Additionally, data is backed-up on the server daily and maintained in case of technical 


failure. At the end of the school year, the databases are saved as well as maintained on the 


server. There are steps in place to ensure that historical data will continue to be able to run 


with current hardware/software. 


 


STORAGE OF RECORDS 


Records must be stored in a manner that assures they will be readily accessible in order to 


meet audit requirements. Campus staff will use the documentation standards as outlined 


in the procedure manual and in the Student Attendance Accounting Handbook (SAAH) to 


ensure that all required records are generated, maintained and forwarded to the district 


office for storage. Attendance accounting records must be maintained for a period of 5 


years after the completion of the school year. 


 


Storage During the School Year: 


Campuses shall generate and store all attendance records in a secured file cabinet and/or 
in PDF format on a network drive. The OISD Attendance Checklist and these attendance 
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procedures provide guidance related to the required attendance records and supporting 


documentation. 


 


Individual files by student, by day or by week must include the following attendance 


documentation for the official attendance time. 


• Parent notes 


• Physician and medical notes 


• Tardy slips 


• Extended absence forms 


• Office sign-in sheets with time-in and time-out (signed by a certified staff 
member such as campus administration, counselors, nurse, librarian, etc. 


• Teacher notes with corrections to attendance posting 


• Documentation from other professional staff related to the student’s presence in 
an alternate setting for speech, PT, OT, or other services. 


 


Storage After the School Year: 


In accordance with the SAAH, the superintendent of schools is responsible for the 


safekeeping of all attendance records and reports. The superintendent has determined that 


the properly certified attendance records and reports for the school year shall be filed at 


the central, secured location (OISD Records Center). The PEIMS Coordinator shall be 


responsible for collecting and verifying all attendance records at the end of each school 


year. [Note. The move-to-grade reporting process for each campus shall not be processed 


until it has been verified that all attendance reports required for audit are properly 


certified and stored at the designated facility.] 


 


After the required retention period (5 years after the end of the school year), the 


Superintendent shall arrange for the proper destruction of the records. 
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Accounts payable checks should be processed on a weekly basis for release by Friday morning, 


or earlier dependent upon work schedules or holidays. 


General Instructions: 


 All invoices shall be entered separately into the finance system by invoice number, amount, 
and date. Note: The invoice number is a “key” record. If entered correctly, the system will 
not allow a duplicate payment to a vendor.


 Payments shall not be made from statements alone.


 Upon receipt of an invoice from a vendor, it should be matched with a pending purchase 
order and proof of received shipment documentation [signed by the Shipping/Receiving 
Clerk]. Note: This constitutes a 3-way match.


 If no discrepancies exist, the check payment should be entered into the finance system.


 If a discount is offered by the vendor for early payment, the payment should be processed 
within the allotted time if the goods have been received and their receipt has been verified by 
the originating campus or department. NOTE: All payments must be paid within 30 days of 
the invoice (Govt. Code 2251).


 All invoices should be checked to ensure that appropriate discounts, bid/quote pricing, terms 
of shipment, tax exemption, and extensions are correct.


 All invoices that do not exceed the purchase order amount by more than $50 [including 
freight charges] may be entered into the finance system for payment without authorization 
from the Business Manager. If funds do not exist in the encumbered account(s), the campus 
or department shall initiate a Budget Amendment using Ascender>Finance System .


 All invoices that exceed the purchase order amount by more than $50 [including freight 
charges] should be forwarded to the Business Manager for approval. If funds do not exist in 
the encumbered account(s), the campus or department shall initiate a Budget Amendment 
using Ascender>Finance System.


 All non-purchase order payments should be paid via a payment authorization (PA).
 The Business Manager should approve all payment authorizations.


 Recurring invoices such as utilities, monthly rentals, payroll deductions, etc. should be 
entered into the finance system for payment as noted below:


 Utilities: A copy of all utility invoices shall be forwarded to the Director of Auxilary 
Services for approval. After approval, the invoice(s) shall be entered into the finance 
system.


 Cell phones: The Business Manager shall review all charges by account number and 
amount then approve for payment.


 Copiers: All charges shall be reconciled with meter readings and posted for payment.
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 All invoices or supporting documentation for payments should be stamped “paid” to ensure


that duplicate payments do not occur.


 All payments should be made from original documents to ensure that duplicate payments do


not occur. If payment is made from a copy, the copy shall be stamped “original”.


 All check payments should be posted to the general ledger at the time that the checks are


printed.


 All purchase order encumbrances should be reduced and/or liquidated when check payments


are made for the purchase order.


 Checks shall not be issued to “Cash” or “Bearer”.


 At fiscal year-end, the Administrative Assistant shall prepare a report of all Accounts


Payables as of August 31
st
 and submit the report to the Business Manager by September 1


st


for audit purposes.


 All “paid” check copies should be filed in check number order.
 The Business Manager shall pre-approve all “emergency” checks.


 Statements from vendors should be reconciled with check payments on file, discrepancies


should be researched and resolved, and reconciled statements should be filed for a period of


60 days, and then discarded after the administrative value (AV) period.


 All returned purchases should be coordinated by the Shipping/Receiving Clerk and the


Administrative Assistant:
 The S/R Clerk shall notify the vendor for authorization to return goods.


 Payment to the vendor for returned purchases should be withheld from the vendor until


replacement items are received that are acceptable to the district


 All check copies for items returned to the vendor should be kept in a pending file until


receipt of the replacement items.


 If replacement items are not received within a 60 day period, a demand for a refund


should be forwarded to the vendor. The Business Manager shall be notified if the vendor


has not complied with the 60 day time line.


 Partial shipments should be monitored to ensure that the full shipment is received within a


reasonable time period.  Partial payments should not be made unless prior arrangements have


been made with the vendor.


 Disputed invoices shall be reconciled prior to payment.


Compliance with State Law: 


 All payments shall be made in accordance with state law [Govt Code 2251] within 30 days of 
the later of the following:


 The date the District received the goods,


 The date the vendor performed the service or the contract was completed, or


 The date the District receives the invoice for the goods or services.


 Interest shall not be paid on any invoices unless the payment is “overdue” as defined by state 
law. The interest paid shall not exceed the sum of 1% and the Wall Street Prime Rate


 The interest due, if any, shall be paid from local (non-state or non-federal) funds when the 
invoice is paid. The District shall not request that the vendor waive the interest if the interest 
is in compliance with state law.
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 If an invoice is disputed, it must be disputed in writing no later than 15 day after the receipt


of the invoice (state law maximum is 21 days).


Verification of Check Transactions: 


 The Administrative Assistant shall verify that all check transactions meet the


following guidelines: 


 All required approvals are noted on the PO


 A 3-way match exists (PO, invoice & receiving)


 Proof of receiving - signature on receiving report or electronic signature through


receiving system


 All items have been received and/or cancelled


 Partial payment , if allowed, is recorded or tracked


 The “reason” or “description on the payment is appropriate for the expense


 Liquidated amount matches the amount paid


 The remaining liquidation is reversed during the final payment (if partial


payments are allowed)


 Invoices # entered correctly


 Invoice Date is after the PO approval date


 Vendor remittance address is correct


 Account code(s) matches the purchase


 Sales tax is not included on invoice


 Due date has not passed


 Discounts, if any, have been taken


 Credits, if any, have been taken


 Freight charges are allowable (refer to Bid or Co-Op purchase terms) on PO


 Bid or Co-Op prices have not been exceeded on the invoice


 Invoices are originals (if a copy is used, it should be stamped “original” once it


has been verified that the invoice has not been paid)


 Late fees, interest charges, etc. have not been charged, unless they have been


researched and are valid


 Invoices for all contracted services include details regarding the service provided


and the date(s) of service


Travel Payments: 


 All travel authorizations and reimbursements should be forwarded to the Business Manager
for approval.


 Lodging payments do not include non-allowable charges such as state taxes, entertainment,


room service, etc.


 Travel reimbursements must be supported by original receipts and approved Purchase
Order.
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 Mileage reimbursements may not exceed the federal, state, or local maximum rates,


whichever is less.


Construction Payments: 


 All construction payments to general contractors shall be approved by the Business Manager
and the Superintendent.


 All construction payment (for projects funded with federal funds) must have a Davis Bacon


Certification.


Credit Card Payments: 


 All detailed credit card transactions shall be posted to the general ledger (required for state


and federal grant fund expenditures)


 All credit card charges must be supported with original, detailed receipts


 All credit card transactions shall be net of all credits and discounts


Administrative Approval of Disbursements: 


 All invoices that exceed the purchase order amount by more than $50 [including freight


charges] should be forwarded to the Business Manager for approval. If funds do not exist in


the encumbered account(s), the campus or department shall initiate a Budget Amendment.
 The Business Manager should approve all payment authorizations.


 The Business Manager or Superintendent shall pre-approve all “emergency” checks.


 A check payments report should be forwarded to the Superintendent for review and approval.


The check payment report shall be accompanied by all payment documentation in alpha order.


 After receiving the approved check payment list, the Administrative Assistant may proceed


with generating the check payments.


 The Superintendent shall approve all check payments with an original signature on each
check. When unavailable, the Business Manager may sign checks.


Segregation of Duties: 


 The Administrative Assistant shall receive a copy of all purchase orders for the purpose of


receiving all goods received in the Receiving Area (Administration Building). Note: The


District uses a centralized receiving system, i.e. all goods must be received in the Receiving


Area and not directly at a campus or department without prior authorization.
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 All items should be “checked-off” on the receiving report.  The vendor shall be promptly 
notified of any discrepancies.


 The quantity of items received shall be notated on the shipping documents.
 All checks should be endorsed by the Executive Assistant or other staff member.  The 


signature plates shall be maintained by the Business Manager.  Encrypted signatures are 
embedded in Ascender>Finance and Payroll applications.


 The Business Manager shall verify that all checks have two (2) board signatures and (1) 
original signature prior to releasing the checks to vendors.


 The Administrative Assistant shall verify that all checks are placed in the mail.


 The Executive Assistant shall reconcile all bank accounts with the general ledger using the 
on-line banking system. The “sealed” bank statements shall be delivered to and opened by 
the Business Manager. The Business Manager shall review and approve all bank 
reconciliations.


 Endorsements on cleared checks should be checked on a periodic basis or at least for those 
items that appear suspect.


Control Environment: 


 The Administrative Assistant shall ensure that all check stock shall be maintained in a locked


cabinet or room and shall be inventoried for the purpose of restocking when less than a two


(2) month supply of checks is on hand.


 The Business Manager shall notify the depository bank when new signature cards are


necessary due to a change in authorized signers.


 The Administrative Assistant shall maintain a log of all checks.
 All vendor payment files shall be filed by check number order. “File Out” cards shall be used


when check copies are removed from the files.


 All “stop payments” shall be authorized by the Business Manager.
 All “void” checks shall be approved by the Business Manager and filed in a separate file in


check number order.


 All vendor refunds shall be deposited to the original expense account via a General Journal


Entry. The Business Manager shall approve all General Journal Entries.


 The Administrative Assistant shall generate an Aged Purchase Order report on a monthly
basis. All aged POs should be researched to determine if the goods have not been received,


not paid for, or the expense has not been liquidated.


 The Business Manager shall monitor the pending invoices and purchase orders work files to


ensure that unmatched document are resolved on a timely basis.
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Purpose: The District receives cash and checks from many sources. These procedures are 
designed to ensure that all cash received by the District and its employees is deposited and 
tracked for the benefit of the District and its students. Adherence to these procedures is essential 
to mitigate fraud. 


General Cash Management Guidelines 


No post-dated checks should be accepted.  Funds should not be kept in classrooms, personal 
wallets or purses, or at home for extended periods of time.  No cash purchases should be made 
– every dollar collected should be receipted and deposited according to the collection 
procedures.


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


Cash of different types shall not be commingled. A separate cash box shall be maintained for 
funds pending deposit (collections). All accounts must be kept in balance and are subject to audit 
at any time.


Staff is strictly prohibited from “borrowing” from district funds. Staff who borrow 
(defined as temporarily removing of funds with the intent to return the funds) or steal 
district funds shall be subject to disciplinary action, up to and including termination of 
employment. 


Receipt of Cash or Cash Equivalents 


All cash and checks received from campuses and departments should be counted, receipted, and 
prepared for bank deposit by the District Executive Assistant on a daily basis. The bank deposit 
confirmation receipt shall serve as the official documentation of all cash collected. The audit trail 
for all deposits shall include the single receipts, Athletic or Ticketed Event Form,  and/or 
Activity Account Daily Collections Report that support the deposit. 


General Receipt Issuance Guidelines 


The flow of money and the receipts must support all money collected and deposited. All receipts 
issued shall follow the following guidelines: 


 An official receipt book with pre-numbered, bound receipts in triplicate
 Both parties to the money exchange should be present when the money is counted &


receipted
 A copy of the receipt must be given to the person paying (sponsor) – Original Copy
 A copy of the receipt must remain in the receipt book
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 A copy of the receipt should be attached to the deposit documentation
 Receipts should not be altered
 Voided receipts (white original copy) must be re-attached to the receipt book
 Receipts are not to be pre-dated or pre-signed
 Receipt numbers must be used consecutively


A copy of receipts or the appropriate form shall move with the funds. 


Sample receipt to person from whom you are taking money.


At a minimum, the following items must be completed on a pre-numbered receipt. 


 Date – the date the money was received
 Received from – Payee - the full name of the person paying the money (Address is


optional – this field can be used to indicate of the payee is a student or parent.)
 Dollars – the actual amount collected in dollars and cents
 For – the reason for the payment (Note. This is essential to ensure that the correct


campus, department, student organization, etc. receives credit for the funds.)
 How Paid – the type of funds received is essential to track cash and checks on the bank


statement
 By – the signature (original – no stamps) of the person receiving the money


Sample receipt to Executive Assistant.
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Collection Procedures 


Collected by Teachers 


 Cash and checks collected by teachers for student field trips or fees shall be reported on
an Activity Account Daily Collections Report. The Activity Account Daily
Collections Report shall include the date received, amount received, student name, and
purpose of funds collected.
 If payments were received from students for items such as entry fees, tickets, etc., the


name of the student and amount collected should be reported on the form.
 For sales of items, such as candy, ice cream, or other small items, the item(s) sold and


the amount collected should be reported on the form.
 By the end of each day, teachers shall submit the funds collected with a copy of the


Activity Account Daily Collections Report to the Principal’s Secretary.
 Both the teacher and Principal’s Secretary shall count the funds to ensure that the amount


is verified prior to the issuance of a receipt from the Principal’s Secretary to the teacher.
 Teachers shall maintain a copy of the receipt received from the Principal’s Secretary for


their own records.


Collected by Activity Account Sponsors (Including Fundraising) 


 Cash and checks collected by activity account sponsors for student trips, club fees and 
fundraising shall be reported on a receipt or Activity Account Daily Collections Report. 
The Activity Account Daily Collections Report shall include the date received, amount 
received, student name, and purpose of funds collected.


 Prior to collecting cash from fundraising activities, the sponsor shall have authorization to 
conduct a fundraiser by the Campus Principal on file with the Principal’s Secretary.


 The activity account sponsor shall issue a receipt for all collections that exceed $5.00 per 
payment. Payments less than $5.00 shall be recorded on an Activity Account Daily 
Collections Report. The Activity Account Daily Collections Report shall include the 
date received, amount received, student name, and purpose of funds collected.
 When a receipt book is used, it must be a bound, pre-numbered receipt book with 


triplicate copies shall be used. The original copy shall be given to the payee, the 2nd 


copy shall move with the money, and the third copy shall remain in the receipt book for 
audit purposes.


 By the end of each day, activity account sponsors shall submit the funds collected with a 
copy of the receipt or Activity Account Daily Collections Report to the District 
Administrative Assistant. The receipts and/or Activity Account Daily Collections Report 
shall indicate the purpose of the funds, i.e. club fees, fundraising, etc.


 Both the activity account sponsor and District Executive Assistant shall count the funds to 
ensure that the amount is verified prior to the issuance of a receipt from the District 
Executive Assistant to the teacher/sponsor.


 Activity account sponsors shall maintain a copy of the receipt received from the District 
Executive Assistant for their own records.
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Collected by Athletic or Other Ticketed Events 


 Cash and checks collected for Athletic or Other Ticketed Events [plays, concerts, dances,
etc.) shall be reported on an Athletic Gate Receipts Form, Ticketed Events Form, or
individual receipts, as appropriate for the event. The forms shall include the starting and
ending ticket numbers for adults and students.


 The tickets taker shall complete the Athletic Gate Receipts Form, Ticketed Events
Form, or individual receipts, as appropriate for the event and submit to the Principal’s
Secretary with the cash collected on the same day of the event, as appropriate.


 If the event is after hours, the ticket taker may submit the cash and appropriate form or
receipts to the Principal for safe keeping until the next business day. The cash must be
secured overnight in a locked safe or cabinet.


 Both the ticket taker and Athletic Director or Principal shall count the funds to ensure
that the amount is verified at the time the funds are submitted.


 The AD/Principal or Sponsor shall forward the Athletic Gate Receipts Form, Ticketed
Events Form, or individual receipts, as appropriate for the event and cash to the District
Administrative Assistant for deposit.


 Athletics Gate and Concession Stand must submit a requisition for start-up cash on an
annual basis.  The amount remaining in the teal must be accounted for on each Athletic
Gate Receipts Form or Concession Stand Deposit.


Collected by Principal’s Secretary (Including Campus Fundraising) 


 Cash and checks collected by the Principal’s Secretary for student trips, club fees and
fundraising shall be reported on a receipt or Activity Account Daily Collections Report.
The Activity Account Daily Collections Report shall include the date received, amount
received, student name, and purpose of funds collected.


 Collections by the Principal’s Secretary may include:
 Lost textbooks
 Damage to campus supplies, equipment, facilities, etc.
 Campus fundraisers
 Parking Passes
 Lost or damage to technology devices such as i-Pads, laptops, computers, etc.
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 By the end of each day, Principal’s Secretary shall submit the funds collected with a copy
of the receipt or Activity Account Daily Collections Report to the District
Administrative Assistant. The receipts and/or Activity Account Daily Collections
Report shall indicate the purpose of the funds, i.e. club fees, fundraising, etc.


 Both the activity account sponsor/teacher and Principal’s Secretary shall count the funds
to ensure that the amount is verified prior to the issuance of a receipt from the Principal’s
Secretary to the teacher.


 Activity account sponsors/teachers shall maintain a copy of the receipt received from the
Principal’s Secretary for their own records.


 A district-issued money bag shall be used to transfer the funds from the campus to the
district office. The bag shall not be shipped to the Administration Building via Inner-
Office mail.  Only empty bags may be shipped via Inner-Office mail.


Collected by Child Nutrition - Cashiers 


 Cash and checks collected by a Child Nutrition Department cashier may include the 
following:
 Student payments for daily meals, a la carte purchases and pre-paid meal account 


funds
 Adult payments from District staff for daily meals, a la carte sales and pre-paid meal 


account funds
 Adult payments from non-employees for daily meals or a la carte purchases.


 The Child Nutrition cashier(s) post all cash collections to the automated system, 
Systems Design.


 By the end of each day, the Child Nutrition Department cashier shall count the cash 
collected in their drawer.  The totals are reconciled with the System Design Daily 
Summary Report generated by the Cafeteria Manager.  Each Campus Cafeteria 
Manager verifies the cash collections and approves the daily report for that campus. Any 
discrepancies or outages are reconciled or notated by Cafeteria Manager.  Each Campus 
Cafeteria Manager prepares the daily deposit.  The Child Nutrition Director or Assistant 
Director reviews the reconciled daily report along with the deposit and takes to the 
district's depository bank each day.  After approval, the Child Nutrition Director shall 
maintain the System Design Daily Summary Reports for auditing purposes.


 Deposits which cannot be made on the same day shall be stored in a child nutrition 
department locked safe or cabinet until such time as the deposit can be made.


 A district-issued money bag shall be used to transfer the funds from the child nutrition 
department to the bank.


 The Administrative Assistant shall maintain a copy of the deposit receipt received from 
the Director of Child Nutrition.


 The Child Nutrition Department shall have an annual starting cash till in the 
amount of $200 (combined for both schools).



Angela Foster

Highlight
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Collected by Media Center Librarian


 Cash and checks collected by the Librarian may include the following:
 Payments for library books, library fines and damages to library books.
 Payments for lost or damaged kindles.


 The Librarian shall issue a receipt for all collections that exceed $5.00 per payment.
Payments less than $5.00 shall be recorded on an Activity Account Daily Collections
Report. The Activity Account Daily Collections Report shall include the date received,
amount received, student name, and purpose of funds collected. The receipt issued may
be from the library automation software provided that the date of the payment, payment
amount, student name and purpose of the funds is included in the receipt.
 If a receipt book is used, it must be a bound, pre-numbered receipt book with


triplicate copies shall be used. The original copy shall be given to the payee, the 2nd


copy shall move with the money, and the third copy shall remain in the receipt book
for audit purposes.


 By the end of each day, the Librarian shall submit the funds collected with a copy of the
Activity Account Daily Collections Report and/or single receipts to the Administrative
Assistant.


 Deposits which cannot be made on the same day shall be stored in a campus safe until
such time as the deposit can be made.


 A district-issued money bag shall be used to transfer the funds from the campus to the
district office.


 The Librarian shall maintain a copy of the receipt received from the Administrative
Assistant with the campus records.


Collected by Business Office


 Cash and checks collected by a Business Office employee may include the following:
 Student payments (during the summer months) for lost textbooks, damages to 


property and other related collections
 Staff reimbursements of travel funds
 Employee payments for insurance or COBRA
 Donations from external sources
 Other miscellaneous checks from vendors
 Deposits from a campus, Child Nutrition department, or the media center
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 The Business Office shall issue a receipt for all collections that exceed $5.00 per 
payment. Payments less than $5.00 shall be recorded on an Activity Account Daily 
Collections Report. The Activity Account Daily Collections Report shall include the 
date received, amount received, student name, and purpose of funds collected.
 If a receipt book is used, it must be a bound, pre-numbered receipt book with 


triplicate copies shall be used. The original copy shall be given to the payee, the 2nd 


copy shall move with the money, and the third copy shall remain in the receipt book 
for audit purposes.


 All checks shall be stamped upon receipt for endorsement purposes.
 By the end of each day, the Executive Assistant shall prepare all funds for deposit to the 


District’s depository bank.
 All funds shall be sealed in a secure money bag.
 Deposits which cannot be made on the same day shall be stored in the business office 


safe until such time as the deposit can be made.
 The bank deposit supporting documentation should be posted to the general ledger for 


bank reconciliation purposes.
 All supporting documents for the bank deposits should be forwarded to and maintained 


by the Business Office for audit purposes.


Posting of Deposits, Withdrawals and Transfers – Administrative Assistant


 Notices of checks which were not deposited due to “insufficient funds” shall be received by
the Administrative Assistant who will then notify the proper Department Director, Campus
Secretary or Sponsor.  Each is responsible for the first attempt of insufficient funds.


 All cash transfers between cash and investment accounts shall be initiated by an investment
officer and posted by the Administrative Assistant or Business Manager. Deposits from
investment accounts shall be posted as cash receipts journals. Withdrawals from investment
accounts shall be posted as general journal vouchers.
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 All other cash withdrawals from a bank account such as ACHs or wire transfers shall be 
initiated by the Business Manager and posted to the general ledger by the Administrative 
Assistant.


 All electronic deposits to the bank accounts, such as state aid or impact aid payments, shall be 
coded by the Business Manager and posted to the general ledger on a monthly basis by the 
Administrative Assistant. Clarifications, if needed, on the appropriate revenue codes shall be 
forwarded to the Business Manager.


 All recurring miscellaneous revenue, such as vending commissions, shall be forwarded to the 
Executive Assistant for receipting and depositing purposes.  The Administrative Assistant 
shall post the deposits to the general ledger. Clarifications, if needed, on the appropriate 
revenue codes shall be forwarded to the Business Manager.


 Any travel reimbursements to the district shall be submitted to the Administrative Assistant 
for receipting and depositing purposes.  The Administrative Assistant shall post the deposits 
to the general ledger. Clarifications, if needed, on the appropriate revenue codes shall be 
forwarded to the Business Manager.


Monitoring Available Cash – Business Office


 The Superintendent's Executive Assistant shall maintain a High Cash Balance Report every
month. The report shall reflect the highest cash balance during each month and the cash
balance at the EOM.
 The High Cash Balance Report (spreadsheet) shall be forwarded to the Business


Manager by May 2nd and September 2nd for audit purposes.
 The Business Manager shall verify that the district’s deposited funds are fully


collateralized at all times in accordance with state law.












Onalaska ISD End of Month Procedures 


End of month procedures are processed the first week following month end.  Each person in the 
Business Office has a separate checklist of duties to be performed.  They are outlined in general 
terms as follows:


Administrative Assistant Checklist:


• Generate TEA Payment Report via https://tea4avfaulk.tea.texas.gov/psp/pmtrpt1/
EMPLOYEE/ERP/c/E_TGIF.E_TEA_PAYMENT_RPT.GBL?APP=PMTRPT


• Generate Comptroller's Payee Payment Report via   https://mycpa.cpa.state.tx.us/
securitymp1portal/displayLoginUser.do


• Post payments as Cash Receipts to the General Ledger (GL)using
Ascender>Finance System.  Cash Receipts are numbered in the following 
format: Month - Number (i.e. 03-05 March number 5)


• Download Bank Account Statements from secure online access to the district's 
depository.


• Calculate the division of interest earned on accounts based on cash balance in 
each fund.


• Record interest earned for each respective fund as a Cash Receipt to the GL.
• Enter manual General Journal Entries (GJE) as applicable.
• Enter payment to Teacher Retirement System of Texas (TEXNET) in to the GL.
• Enter semi-monthly payments for payroll taxes (EFTPS)
• Clear payroll clearing accounts from separate funds to the shared General Fund 


cash account (xxx-00-1104's to 199-00-1101)
• Generate monthly Cash Receipts Journal (FIN1000) and reconcile to bank 


statement. Make any necessary corrections or adjustments.
• Generate Batch Process Balance Error Listing (FIN1600) using all print options 


such as Current, Year to Date, and Next Month.  Review for any errors.  Report 
to Business Manager if any are listed.


• Generate review and save the following reports:
o Board Report (FIN3050)
o Check Payments List (FIN1300)
o Check Register (FIN1250)
o Detailed General Ledger (FIN1400)
o General Journal (FIN1150)


• Verify all Ascender users are out of the Finance and Purchasing Systems
• Perform End of Month Utility in Ascender which closes current accounting 


period and opens the next.
• Update TRS Extract Options in HR>Payroll.  This readies the HR System for the 


current month's TEAM reporting.
• Login to TEAL_TEASE>Grant Expenditure Reporting and file for 


reimbursement of expenditures in all applicable grants (i.e. Title I, II, VI)
• Generate and mail COBRA Insurance invoices for Dental and/or Vision.
• Interface the first payroll of the month from Payroll to Finance using the 


interface utility in Ascender.



https://tea4avfaulk.tea.texas.gov/psp/pmtrpt1/EMPLOYEE/ERP/c/E_TGIF.E_TEA_PAYMENT_RPT.GBL?APP=PMTRPT





Onalaska ISD End of Month Procedures 


Executive Assistant to Superintendent Checklist:


 Receive and open the following Bank Statements:
 General Operating (Funds 199,211,240,244,255,270,410,411)
 Interest & Sinking (Fund 599)
 Activity Account (Fund 461)
 Wildcat Scholarship (Fund 829)


 Reconcile General Ledger with Bank Statements using TxEIS>Finance>Bank Reconciliation
Tool


 Reports any errors, discrepancies, or outages to the Business Manager
 Generates and prints Bank Reconciliation Report for review and approval by the Business


Manager


Business Manager Checklist:


 Generate and submit Teacher Retirement System Reports and Signatures as follows using the 
TRAQS system
 Member Data (HRS9800
 Regular Payroll Report (HRS9820)
 Regular Payroll Adjustment Report (HR9840)
 Employment of Retired Members (HR9860)
 Payments for New Members Report (HR9865)
 Retiree Pension Surcharge (HR9870)
 Retiree TRS Care Surcharge (HRS9870)
 Statutory Minimum Report (HRS4000)*
 TRS 3 Report (HRS4050)*
 TRS 489 Report (HRS4100)*
 TRS Non-OASDI Employer Contribution (HRS4500)*


* Requires Interface Utility from HR to Finance before generating report


 Report and submit corresponding TRS Payment using the TEXNET.
 Review following reports for discrepancies, possible errors and things that look unusual:


 Cash Receipts Journal
 Check Register
 General Journal
 Detailed General Ledger
 Board Report (Budget Status)


 Review manual GJE's entered by Administrative Assistant
 Generate or approve and post Budget Amendments to the GL.  Those requiring Board of 


Trustee approval (across budget functions) must go in board book packet.  Those requiring 
Superintendent approval (within same budget function) must have the signature of the 
Superintendent.


 Review Bank Reconciliation Reports prior to the end of month close.  Make any necessary 
GJE's to balance the reconciliations.


 Review and reconcile monthly Tax Report from Polk County to the collections recorded as 
Cash Receipts in the GL. 







Onalaska ISD End of Month Procedures 


Quarter Months (March, June, September, December):


 Generate 941 Worksheet (HRS5000)
 Prepare 941 Report including Schedule B and submit to IRS via mail
 Prepare and submit TWC_Unemployment Report to TASB at https://www.tasb.org/apps/


ucw/ucw_districtinput.cfm?requesttmeout=5000
 Prepare and submit TWC_Multiple Worksite Report to Bureau of Labor & Statistics at 


https://idcf.bls.gov/authentication/login
 Prepare Quarterly Investment Report for School Board (April, July, October, January) 
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Goal: 


An up-to-date inventory of all equipment, vehicles, and buildings with a unit value greater than $5,000 


shall be maintained for audit purposes. In addition, an up-to-date inventory of all equipment with a unit 


value between $1,000 and $5,000 shall be maintained for insurance purposes by the business 


department. An inventory of other small equipment shall be tracked by the district.


Fixed Asset Functions: 


 The Shipping/Receiving Clerk shall maintain an up-to-date database of all fixed assets and inventory


items.


 The database shall include the following information, at a minimum:


 A description of the equipment


 Serial number or other ID


 Funding source


 Original acquisition date


 Original cost


 Percent of federal participation


 Location


 Use and condition


 Disposition date


 Upon receipt of a change, the Shipping/Receiving Clerk shall post the change to the database


 A list of all salvage items shall be submitted to the Superintendent or Director of Auxiliary
Services for approval prior to a public sale or auction. The signed list shall be maintained for


audit purposes.


 All items sold via a public sale, auction, or disposal shall be removed from the fixed assets


database.
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Monthly Reconciliation: 


 Fixed (Capital) Assets (C) shall be defined as: All equipment with a unit cost over $5000 (account 
codes 663X) should be tagged, posted in the Fixed Asset System and posted to the general ledger. 
These items are defined as fixed assets for audit purposes.


 Inventory (I) shall be defined as: All equipment with a unit cost over $1000 should be tagged and 
posted in the Fixed Asset System for inventory purposes.


 Other small equipment shall be defined as: All sensitive small equipment such as laptops, I-Pad, 
digital cameras, calculators, etc. regardless of unit cost shall be tagged and tracked.
 The campuses and media center have opted to use the Library Automation software


(Destiny) to track and issue the small equipment to students and/or staff.


 The technology, maintenance, food service, custodial and transportation departments have 
opted to use the FAMP to track small equipment such as tools, small equipment, etc.


 All inventory and fixed asset items shall be tagged by the Shipping/Receiving Clerk upon receipt 
before delivery to the campus or department.


 A capital outlay report shall be generated and reviewed by the Business Manager.
 The Business Manager shall prepare all Application for Vehicle, Title, and License Plate forms for 


all new vehicles purchased by the district.


 The Business Manager shall submit the forms to the Polk County Tax Office for processing.
 The Business Manager shall notify the auto insurance carrier of the new vehicles.
 The Transportation Dept. will facilitate the annual inspection and registration of all district vehicles.


 All construction expenditures should be recorded on a spreadsheet by project.


 The total 6629 expenditures should be added to the fixed asset system if applicable and the 
general ledger.


 All inventory or fixed asset items purchased with federal grants should be tagged and the appropriate 
federal grant indicated on the item.


 The disposal of assets via surplus sales, stolen, or lost assets shall be recorded in the fixed asset 
system.


 The inventory and fixed asset schedules maintained in the fixed asset system should be used to 
purchase property and casualty insurance.
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Annual Reconciliation: 


 Annually, by August 1st
, a physical inventory should be conducted by the Shipping/Receiving Clerk


in coordination with each Department and Campus.
 An "Items Not Scanned Report" shall be generated and provided to each Department and Campus for


reconciliation purposes.
 All discrepancies and/or missing items should be reconciled and accounted for by each Department


and Campus.
 A list of all fixed assets (over $5000 unit cost) should be prepared by September 5


th
 for audit


purposes.


 A list of all construction assets should be prepared by September 5
th
 for audit purposes.  The list


should include all “construction in-progress” through August 31
st
, including accounts payables and


retainage.


 The fixed asset depreciation schedules shall be prepared as part of the annual audit process.


Fixed Asset Disposal: 


 All efforts will be made to obtain the best return value to Onalaska ISD and consideration will be


made to responsible protection of our environment.


 Onalaska ISD identification will be removed from items as part of the sales process. Any items that


might contain data or any association with Onalaska ISD will be cleared or disposed of in a manner


that ensures the data is destroyed (example: hard drives will not be sold, but would be destroyed to


prevent any possible data recovery).


 The following 3 steps would be the method of disposal. [Exception for federally funded assets below]


 Public sale.


 Employees will have a preview to see what is for sale and to identify items that may


have some instructional value for re-use in their classrooms and/or offices


 Employee pre-sale sale 1 day prior to the public sale


 Public sale for a designated period of time


 Unsold items that are suitable for sale may be retained in storage for the next surplus


sale.


 Recycling. Items that are not sold during the garage sale will be disposed through recycling if


possible.


 Trash – Items that are not disposed of through recycling will be considered trash and disposed


of as trash.


 The Business Manager shall reconcile and deposit all monies collected at the surplus sale.


 All surplus revenue shall be deposited to a miscellaneous revenue account in the General


Fund (199), with the exception of surplus revenue from the sale of Food Service equipment


which shall be deposited to the Food Service Fund (240).
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Use of Federally Funded Assets: 


 All federally funded equipment shall be used, as long as needed, for the original grant project,


whether or not the project continues to be federally funded.


 Assets shall be made available for other projects as long as the use does not interfere with the project


under which it was originally acquired (it may be appropriate to split or share the costs of the


equipment with other fund sources so that each program bears its fair share).


 When no longer needed for the original grant project, equipment may be used in other federally


supported activities (if purchased with state funds, would be used in another state program).


Disposal of Federally Funded Assets: 


 When equipment is no longer needed for the original project or another federally funded


project, Onalaska ISD shall dispose of the equipment in the following manner:


o Equipment with current fair market value of less than $5,000 may be retained, sold,


or otherwise disposed of with no further obligations to TEA.


o Equipment with current fair market value of $5,000 or more may be retained or sold


but TEA shall have right to the proceeds.


 TEA reserves the right to transfer title to another grantee for noncompliance or as needed


after the project ends (regardless of how equipment is classified).


 At the conclusion of a local grant project, TEA may request a list of equipment purchased


with grant funds. The grantee must request disposition instructions from TEA. For most TEA


discretionary grants, if a local project is ending and the grantee no longer needs equipment


purchased with grant funds, and if the equipment is relatively up-to-date and in good working


order, TEA, at its discretion, may instruct the grantee to transfer the equipment to another


viable grantee.


 Disposal of all federally funded assets shall be tracked in the fixed assets database, including


a disposition date and method for audit purposes.












FEDERAL PROGRAMS GRANT LIST 


NCLB ‐  TITLE I_PART A,  Title II_Part A, and Title IV
Responsible Party:  Geoffery Bowdon, Assistant Supt. of Special Programs 


Compliance Reports:


Annual NCLB Compliance Report 


Private Non‐Profit Participation 


Gun Free Schools Report 


Highly Qualified Report 


Grant Period:  July 1  –  September 30


Carl Perkins, SSA 


Responsible Party:  Geoffery Bowdoin, Assistant Supt. of Special Programs  
Compliance Reports:


Performance Effectiveness Report


Grant Period:  September 1 –  August 31


Title V Rural and Low Income 


Responsible Party:  Geoffery Bowdoin, Assistant Supt. of Special Programs  
Compliance Reports:   


Annual Compliance Report 


Grant Period:  October 1  – September 30 


Assistant Supt of Curriculum/Special Programs is responsible for compleƟng and submiƫng each of these 
compliance report.  These reports are submiƩed via EGrants system.  Each compliance report has its own 
submission date.   The Ɵmelines provided by TEA are followed.   


IDEA - Part B, Formula
Responsible Party:  Tawnya Burch, Director of Special Education 


Compliance Reports:   


Annual LEA MOE Compliance Report 


Grant Period:  September  – August 31 


IDEA - Part B, Preschool
Responsible Party:  Tawnya Burch, Director of Special Education 


Compliance Reports:   


Annual LEA MOE Compliance Report 


Grant Period:  September  – August 31 












Teacher   Mentor   Job   Description 
 


QUALIFICATIONS: 


1. Certified   teachers   with   at   least   three   years   of   experience.  


2. Have   a   superior   record   of   promoting   student   academic   performance.  


3. Supports   a   maximum   of   two   beginning   teachers   annually. 


 


REPORTS   TO :       Director   of   Curriculum/Special   Programs 


Campus   Principal 


 


SUPERVISES:       All   first   year   teachers,   Alternative   Certification   teachers,   and   Principal   Recommended  


Teachers 


 


EVALUATION:          Director   of   Curriculum/Special   Programs 


Campus   Principal 


 


ROLES   AND   RESPONSIBILITIES: 


● Ensure   a   strong   start   to   the   new   school   year.       Mentors   can   help   beginning   teachers   launch   into   a 


productive   year   by   making   sure   they   know   where   to   obtain   all   needed   materials    and   by 


explaining   the   routines   and   schedules   that   are   pertinent   to   them. 


● Actively   participate    in   selected   Book   Study 


● Meet   regularly    with   your   intern   formally   and   informally.   This   includes,   but   is   not   limited   to:  


○ Providing   regular   opportunities   for   mentee(s)   to   observe   mentor   teaching. 


○    Participating   in   discussions   following   lessons   that   draw   upon   reflective       thinking 


techniques. 


○ Maintaining    open   communication    with   mentee   either   face   to   face   or   electronically.  


○    Supporting   teaching   and   learning   standards   of    the   state   curriculum   frameworks; 


Refining   various   teaching   strategies.  


○ Addressing   issues   such   as   classroom   management   and   communicating   effectively   with 


parents.  


○ Recognizing   and   addressing   multiple   learning   styles   and   individual   student   needs.  


● Openly   share    instructional   strategies   and   materials. 


● Demonstrate   Lessons/Arrange    for   your   new   teacher   to   observe   other   teachers’   classes. 


● Provide   professional   support.       Beginning   teachers   need    to   be   informed    of   school   policies  


and   procedures. 


● Provide   personal   support    by   introducing   new   teachers   to   other   faculty   members.  







● Maintain   a   confidential   relationship   with   the   beginning   teacher.       It   is   important that   the


beginning   teacher   is   confident   that   the   dialogue    they   have   with    their   mentor   is safe   and


secure    and   that    they   will   get   nurturing   and   supportive   feedback   from   their   mentor.


● Serve   as   a   liaison/resource    by   exposing   to   a   variety   of   perspectives   and   instructional   practices.


● Meet   regularly    with   the   campus   principal   to   discuss   progress   or   concerns.


● Complete    the   New   Teacher/Mentor   Communication   Log.


● Conduct   conferences    with   your   new   teacher   designed   to    encourage,   support,   and   guide.    (Note


documentation   on   New   Teacher/Mentor   Communication   Log)


● Guide    your   new   teacher   through   the   daily   operation   of   the   school.


● Provide    a   listening   ear   and   welcoming   shoulder.


● Model   professionalism,   a   positive   attitude,   and   a   love   for   children   and   teaching   at   all   times.


● Develop   your   skills   as   a   mentor   teacher   as   well   as   a   classroom   teacher.


● Participate   in   a   support   process   for   maintaining   mentor/mentee   relationship.       If   an    unresolvable


issue   arises   in   the   mentor/mentee   relationship,   the   mentor   will   request   to   meet   with   the   Principal


and   the   mentee   to   reach   a   resolution   to   the   issue.      If   no   resolution   is   reached,      the   mentor   will


request   to   meet   with   the   mentee,   the   Mentor   Coordinator,   and   the   Principal   for   further   discussion   to


reach   a   resolution.


DESIRED   ATTRIBUTES   AND   SKILLS: 


● Desired   Attributes   and   Skills      Optimistic   about   teaching


● Effective   communication   skills


● Reflective   practitioner   that   nurtures   the   same   ability   in   the   beginning   teacher


● Commitment   to   be   a   lifelong   learner


● Serves   all   students   in   a   fair   and   equitable   manner


● Ability   to   adapt   instruction   to   meet   the   needs   of   students


● Dedication   to   collaboration   in   professional   learning   communities


● Uses   both   formative   and   summative   assessments   and   uses   data   obtained   from   assessments   to   adapt


instruction


__________________ 


Date 


__________________ 


Date 


__________________ 


____________________________
Mentor   Signature


____________________________
Campus   Principal   Signature


____________________________ 


Assistant Supt.   of   Curr/Sp.   Prog.   Signature
Date 
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• Critical Illness plan has significant rate reductions.


• Spouse coverage is now 100% of employee election.


• Dependent children are now covered for free with 
employee election.


• Now offering $10k, $20k, & $30K lump sum values.


• $75 wellness benefit for each covered person, 
payable one per year.


• Lower rates!


• Enhanced benefits.


• NEW- Child Organized Sport Rider- 25% increase to
child benefits.


• $100 wellness benefit for each covered person,
payable one per year.


•


2024 ENROLLMENT- ONALASKA ISD


WHEN IS OPEN ENROLLMENT? 
07/18/2024—08/16/2024


WHERE CAN I FIND COMPLETE DETAILS OF ALL THE  
INSURANCE PLANS OFFERED?   


WWW.MYBENEFITSHUB.COM/ONALASKAISD


WHERE DO I GO TO ENROLL? 
CLICK THE LOGIN BUTTON TO BEGIN ENROLLMENT


 FSA Changes for 2024


• FSA $3200 Individual max contribution.  The rollover max
at the end of 24/25 plan year is $640.


• Employees with a FSA rollover balance who do not actively
enroll in 2024/25 will incur the annual card fee.


•


THE ADVANCED 
FINANCIAL GROUP 


(936) 634-3378
Monday - Friday, 


8AM - 5PM / CST 


ENROLLMENT ASSISTANCE SCHEDULE


JULY 31st-  8 -11 AM


*Representatives from The Advanced Financial
Group will be on site to answer questions & assist
employeees with enrollment support.


BENEFITS AT A GLANCE - WHAT IS CHANGING?
Hospital Indemnity and Critical Illness are now with Chubb!


Critical Illnness      Hospital Indemnity


Your Accident plan is now with Guardian


• Lower Rates!


• NEW- 3 admission benefits per year.


• NEW- $500 newborn nursery benefit.


• NEW- $500 observation unit benefit.


• $1500 & $3000 hospital admission options.


• Increases in daily confinement and ICU benefits.


• $100 wellness benefit for each covered person,
payable one per year.
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TIPS BEFORE YOU BEGIN ENROLLMENT 


FREQUENTLY ASKED QUESTIONS 
What     happens to my benefits if I don't login? 


All 2024/25 benefits except your Flexible Spending Account will 
default to what’s currently enrolled.  


What if i started my enrollment and want to go back and make a 
change?


You must complete your original enrollment and walk through 
each benefit screen to get back to the “Enrollment Page”.  Once 
you begin the walkthrough again, you can work through the 
elections until you get to the benefit you'd like to change. 


What  rates are changing this year? 


Hospital Indemnity/Critical Illness and Accident are lower 
under the new carriers and the TRS Medical rates 
are slightly higher to cover the increase of claim costs. Age 
banded plans like Voluntary Life may possibly show a rate 
increase if you reached a new age band with a birthdate this past 
year. 


When  are my benefits effective? 


All benefits are effective September 1st.  The carrier may not have 
your information in their system until the 2nd week of September. 
If Urgent Care is needed, reach out to the TRS Personal Health 
Guide at 866.355.5999  if you are having problems accessing care.  
For issues with ancillary benefits contact your HR office or The 
Advanced Financial Group at 936.634.3378.


When is the last day to make changes to my enrollment? 


August 16th, unless you have a life event during the plan year such 
as death, divorce, marriage or childbirth. 


such as birth, marriage or divorce. 


For Existing Employees 


1. All employees are required to complete their open


enrollment. If you do not log in, you will not know until you


get your first check if rates have increased.


2. Update your mailing address, phone and email


preferences. In addition, be sure to advise HR of these


changes so your records can be updated.


3. Confirm your eligible dependents. Have your dependent’s


SSNs ready, if you are adding them to coverage this plan


year.


4. To change PCP, call TRS-ActiveCare Customer Service


(866-355-5999)


5. Update your beneficiaries on all policies.


6. Make your annual FSA Contribution.


For New Employees 


1. You are required to log in THEbenefitsHUB and enroll or


decline medical coverage for yourself and/or eligible


dependents within 31 days of employment.


2. You will need your dependent’s SSN to complete


enrollment.


3. Have your PCP number ready. To find PCP Number, click


here https://prd-trs.sapphirecareselect.com/?ci=trs-active-


blueessentials-hd&network


4. Know who your beneficiaries are and their information to


finalize enrollment.


5. If you are married to a current employee, you are not


allowed to duplicate coverage.


TRS ACTIVECARE RESOURCES
For more information about plan changes and plan 
design visit bcbstx.com/trsactivecare .  


Go to: www.mybenefitshub.com/onalaskaisd
Click the login button at top right to begin enrollment. 
Follow 2 factor authentication instructions. 


LOGIN TIPS
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mybenefits@e 
Powered by MGM Benefits Group 


Ever!:Jone can relate to the stress that comes with a trip to the doctor: And during open enrollment. And 
tr!:Jing to find our insurance cards, or remembering our famil!:J's allergies ... it can be a lot to handle! 


That's wh!:J we created MyBenefitsAide - !:JOur solution to all things insurance and emplo!:Jee benefits. 


MyBenefitsAide is an all-in-one opp that !:JOU now have access to as a part of !:JOUr benefits, giving !:JOU 
an extra hand when !:JOU need it. It doesn't matter if it's during open enrollment, in the waiting room at 
the doctor's office, or when !:Jou're just looking to kill a couple of minutes! It's alwa!:JS a great time to call 
in backup in the form of MyBenefitsAide: 


Qp 
When you're at the doctor ...
It's easy to get stressed at the doctor's office. 
Having to pull up your blood type, your family's
allergies, or your insurance card at a moment's
notice is nerve-racking!
MyBenefitsAide packs features that keep all
that information, and more, in one opp. This 
way, you don't have to worry about the stress
affecting your blood pressure!


Benefit Guide 


Qp f;J 
Medical Dental Visio 


� � �8 
Cancer Accident Identity The 


� � �
Voluntary Group Life AD&D Financial Planning 
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Reimbursement Plans Basic Life 


0 a 
HSA Hospital Indemnity 


Plan 


�
Emergency Transportation 


�
Individual Life 


�
EAP 
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Telehealth 
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When you have a question ... 
Have you ever had a question about your benefits or
insurance policy but you're not sure who to reach
out to?
MyBenefitsAide keeps all your important contact 
information in one place! Reach out to your broker,
plan administrator, carrier, and more! It's like a
Contact List inside your app.


When you've got some free time ... 
Let's face it Employees don't spend enough time
learning about their benefits offering. There's a
reason why so many people enroll in the same 
benefits year after year without thinking twice - it's
stressful learning about these benefits!
MyBenefitsAide makes learning about your 
offering fast and easy with animated videos that
you can watch in five minutes or less.
Employees typically spend just 33 minutes on their
enrollment1. The thing is, life happens year­
round, not just during open enrollment. 


Download from your device's app 
store and get started today! 


TAFG24
lilllliii..... GETITON 


,...... Google Play 
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Learn the Terms.


• �Premium: The monthly amount you pay for health care coverage.


• �Deductible: The annual amount for medical expenses you’re responsible to pay before your plan begins to pay.


• �Copay: The set amount you pay for a covered service at the time you receive it. The amount can vary based on the 
service.


• �Coinsurance: The portion you’re required to pay for services after you meet your deductible. It’s often a specified
percentage of the costs; e.g., you pay 20% while the health care plan pays 80%.


• �Out-of-Pocket Maximum: The maximum amount you pay each year for medical costs. After reaching the out-of-pocket
maximum, the plan pays 100% of allowable charges for covered services.


765387.0424


Pine trees aren’t the only things covering Region 6,  
TRS-ActiveCare has the largest network of doctors in Texas.


TRS-ActiveCare Plan Highlights 2024-25 
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This plan is closed and not accepting new enrollees. If you’re 
currently enrolled in TRS-ActiveCare 2, you can remain in this plan.


2024-25 TRS-ActiveCare Plan Highlights Sept. 1, 2024 – Aug. 31, 2025


Primary Plans & 
Mental Health


• Both Primary and Primary+ offer $0
virtual mental health visits with any
in-network provider.


How to Calculate Your 
Monthly Premium


Total Monthly Premium


Your Employer Contribution


Your Premium
Ask your Benefits Administrator for your district’s 
specific premiums. 


All TRS-ActiveCare participants have three plan options. Each includes a wide range of wellness benefits.


TRS-ActiveCare 2


• Closed to new enrollees
• Current enrollees can choose to stay in plan
• Lower deductible
• Copays for many services and drugs
• Nationwide network with out-of-network coverage
• No requirement for Primary Care Providers or referrals


TRS-ActiveCare Primary TRS-ActiveCare Primary+ TRS-ActiveCare HD


Plan Summary


• Lowest premium of all three plans
• Copays for doctor visits before you meet your deductible 
• Statewide network 
• Primary Care Provider referrals required to see specialists
• �Not compatible with a Health Savings Account
• �No out-of-network coverage


• Lower deductible than the HD and Primary plans
• Copays for many services and drugs 
• Higher premium
• Statewide network 
• �Primary Care Provider referrals required to see specialists
• �Not compatible with a Health Savings Account
• No out-of-network coverage


• �Compatible with a Health Savings Account
• �Nationwide network with out-of-network coverage 
• No requirement for Primary Care Providers or referrals
• �Must meet your deductible before plan pays for non-preventive care


Wellness Benefits at 
No Extra Cost* 


Being healthy is easy with: 


• $0 preventive care


• 24/7 customer service


• One-on-one health coaches


• Weight loss programs


• Nutrition programs


• OviaTM pregnancy support


• TRS Virtual Health


• Mental health benefits


• And much more!


*�Available for all plans.
See the benefits guide for more details.


Monthly Premiums Total Premium  Employer  
Contribution Your Premium Total Premium Employer  


Contribution Your Premium Total Premium Employer  
Contribution Your Premium


Employee Only


Employee and Spouse


Employee and Children


Employee and Family


Total Premium Employer  
Contribution Your Premium


Plan Features
Type of Coverage


Individual/Family Deductible


Coinsurance


Individual/Family Maximum Out of Pocket


Network


PCP Required


Doctor Visits
Primary Care


Specialist


Immediate Care
Urgent Care


Emergency Care


TRS Virtual Health‑RediMDTM


TRS Virtual Health‑Teladoc®


Prescription Drugs
Drug Deductible


Generics (31-Day Supply/90-Day Supply)


Preferred


Non-preferred


Specialty (31-Day Max)


Insulin Out-of-Pocket Costs


$452 - - $530 - - $465 - -


$1,221 - - $1,378 - - $1,256 - -


$769 - - $901 - - $791 - -


$1,537 - - $1,749 - - $1,581 - -


$1,013 - -


$2,402 - -


$1,507 - -


$2,841 - -


In-Network Coverage Only In-Network Coverage Only In-Network Out-of-Network


$2,500/$5,000 $1,200/$2,400 $3,200/$6,400 $6,400/$12,800


You pay 30% after deductible You pay 20% after deductible You pay 30% after deductible You pay 50% after deductible


$8,050/$16,100 $6,900/$13,800 $8,050/$16,100 $20,250/$40,500


Statewide Network Statewide Network Nationwide Network


Yes Yes No


In-Network Out-of-Network


$1,000/$3,000 $2,000/$6,000


You pay 20% after deductible You pay 40% after deductible


$7,900/$15,800 $23,700/$47,400


Nationwide Network


No


$30 copay $15 copay You pay 30% after deductible You pay 50% after deductible


$70 copay $70 copay You pay 30% after deductible You pay 50% after deductible


$30 copay You pay 40% after deductible


$70 copay You pay 40% after deductible


$50 copay $50 copay You pay 30% after deductible You pay 50% after deductible


You pay 30% after deductible You pay 20% after deductible You pay 30% after deductible


$0 per medical consultation $0 per medical consultation $30 per medical consultation


$12 per medical consultation $12 per medical consultation $42 per medical consultation


$50 copay You pay 40% after deductible


You pay a $250 copay plus 20% after deductible


$0 per medical consultation


$12 per medical consultation


Integrated with medical $200 deductible per participant (brand drugs only) Integrated with medical


$15/$45 copay; $0 copay for certain generics $15/$45 copay You pay 20% after deductible; $0 coinsurance for certain generics


You pay 30% after deductible You pay 25% after deductible You pay 25% after deductible


You pay 50% after deductible You pay 50% after deductible You pay 50% after deductible


$0 if SaveOnSP eligible; 
You pay 30% after deductible


$0 if SaveOnSP eligible; 
You pay 30% after deductible You pay 20% after deductible


$25 copay for 31-day supply; $75 for 61-90 day supply $25 copay for 31-day supply; $75 for 61-90 day supply You pay 25% after deductible


$200 brand deductible


$20/$45 copay


You pay 25% after deductible ($40 min/$80 max)/ 
You pay 25% after deductible ($105 min/$210 max)


You pay 50% after deductible ($100 min/$200 max)/ 
You pay 50% after deductible ($215 min/$430 max)


$0 if SaveOnSP eligible;  
You pay 30% after deductible ($200 min/$900 max)/ 


No 90-day supply of specialty medications


$25 copay for 31-day supply; $75 for 61-90 day supply


The district contributes $305 to all plans. "Your Premium" will be the total premium minus the Employer Contribution.
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**Pre-certification for genetic and specialty testing may apply. Contact a PHG at 1-866-355-5999 with questions.


Compare Prices for Common Medical Services 


www.trs.texas.gov


Call a Personal Health Guide 24/7 to help you find the best price for a medical service. 
Reach them at 1-866-355-5999.REMEMBER:


Revised 04/30/24


Benefit
TRS-ActiveCare 


Primary
TRS-ActiveCare 


Primary+
TRS-ActiveCare HD TRS-ActiveCare 2


Diagnostic Labs**


High-Tech Radiology


Outpatient Costs


Inpatient Hospital Costs


Freestanding 
Emergency Room


Bariatric Surgery


Annual Vision Exam 
(one per plan year; 
performed by an 


ophthalmologist or 
optometrist)


Annual Hearing Exam 
(one per plan year)


In-Network Only In-Network Only In-Network Out-of-Network In-Network Out-of-Network


Office/Indpendent  
Lab: You pay $0


Office/Indpendent  
Lab: You pay $0


You pay 30% 
after deductible


You pay 50% 
after deductible


Office/Indpendent 
Lab: You pay $0


You pay 40%  
after deductible


Outpatient: You pay  
30% after deductible


Outpatient: You pay  
20% after deductible


Outpatient: You pay 
20% after deductible


You pay 30%  
after deductible


You pay 20%  
after deductible


You pay 30% after 
deductible


You pay 50% 
after deductible


You pay 20% after 
deductible + $100 


copay per procedure


You pay 40% after 
deductible + $100 


copay per procedure


You pay 30%  
after deductible


You pay 20%  
after deductible


You pay 30% after 
deductible


You pay 50% 
after deductible


You pay 20% after 
deductible ($150 
facility copay per 


incident)


You pay 40% after 
deductible ($150 
facility copay per 


incident)


You pay 30%  
after deductible


You pay 20%  
after deductible


You pay 30% 
after deductible


You pay 50% after 
deductible ($500 
facility per day 


maximum)


You pay 20% after 
deductible ($150 


facility copay per day)


You pay 40% after 
deductible ($500 
facility copay per 


incident)


You pay $500 
copay + 30% after 


deductible


You pay $500 
copay + 20% after 


deductible


You pay $500 
copay + 30% after 


deductible


You pay $500 
copay + 50% after 


deductible


You pay $500 
copay + 20% after 


deductible


You pay $500 
copay + 40% after 


deductible


Facility: You pay 30% 
after deductible


Facility: You pay 20% 
after deductible


Not Covered Not Covered


Facility: You pay 20% 
after deductible ($150 
facility copay per day)


Not Covered


Professional Services: 
You pay $5,000 


copay + 30% after 
deductible


Professional Services: 
You pay $5,000 


copay + 20% after 
deductible


Professional Services: 
You pay $5,000 


copay + 20% after 
deductible


Only covered if 
rendered at a BDC+ 


facility


Only covered if 
rendered at a BDC+ 


facility


Only covered if 
rendered at a BDC+ 


facility


You pay $70 copay You pay $70 copay You pay 30% 
after deductible


You pay 50% 
after deductible You pay $70 copay You pay 40%  


after deductible


$30 PCP copay  
$70 specialist copay 


$30 PCP copay  
$70 specialist copay 


You pay 30% 
after deductible


You pay 50% 
after deductible


$30 PCP copay  
$70 specialist copay 


You pay 40% 
after deductible


8



https://www.trs.texas.gov/Pages/Homepage.aspx





9







10







11







• 


• 


• 


• 


• 


How would cancer impact you and your family?


THE INSURANCE POLICY UNDER WHICH THIS CERTIFICATE IS ISSUED IS NOT A POLICY OF WORKERS’ COMPENSATION INSURANCE. YOU SHOULD
CONSULT YOUR EMPLOYER TO DETERMINE WHETHER YOUR EMPLOYER IS A SUBSCRIBER TO THE WORKERS’ COMPENSATION SYSTEM.


Summary of Benefits for The Advanced Financial Group Block
Plan 1


Insured Benefit


Spouse Coverage Available


Dependent Child(ren) Coverage Available


Pre-Existing Condition Period/Pre-Existing Condition
Exclusion Period


12 months/12 months


Cancer Plan Benefits Level 3


Radiation Therapy, Chemotherapy, Immunotherapy
Maximum per 12-month period


$15,000


Hormone Therapy
Maximum of 12 treatments per calendar year


$50 per treatment


Experimental Treatment paid in same manner and under the same maximums as any other
benefit


Mastectomy


Confinement $50 per day of hospital confinement


Surgery $25 per surgery


Prosthesis
surgical or non-surgical; 1 device per site, per lifetime


$25


Ovarian/Cervical Cancer Screening
1 test per calendar year


$10


Prosthesis and Orthotic Device
surgical or non-surgical


$25


If you or a family member are diagnosed with cancer, APL’s Cancer Insurance may help
cover the costs associated with the detection and treatment of cancer and help you be
more financially prepared.


How it works


CHOOSE  the benefit options that best protect
you and your family.


RECEIVE  treatment for a covered benefit.


FILE your claim online or mail it in.


Key features


Radiation Therapy, Chemotherapy, Immunotherapy


Experimental Treatments


Surgical and Anesthesia Benefits


Prescriptions, Transportation Benefits and more


Plus, multiple plan options to cover you, your spouse or your 


child(ren) with convenient payroll deduction


Group Cancer Insurance
Limited Benefit Policy


APSB-22585(TXd)-1022 Page 1 of 8
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Optional Benefit Riders


Cancer Screening Benefit Rider Level 1


Diagnostic Testing
1 test per calendar year


$50 per test


Follow-Up Diagnostic Testing
1 test per calendar year


$100 per test


Medical Imaging $500 per test; 1 test(s) per calendar year


Surgical Benefit Rider Level 1


Surgical Operation $30 unit dollar amount; Max $3,000 per operation


Anesthesia 25% of amount paid for covered surgery


Bone Marrow Transplant
Maximum per lifetime


$6,000


Stem Cell Transplant
Maximum per lifetime


$600


Prosthesis
Surgical implantation
Non-surgical (not hair piece) 1 device per site, per lifetime


$1,000 per device 
$100 per device


Miscellaneous Benefit Rider Level 4


Cancer Treatment Center Evaluation or Consultation - 1 per lifetime $750


Evaluation or Consultation Travel and Lodging - 1 per lifetime $350


Second / Third Surgical Opinion
Per diagnosis of cancer


$300 / $300


Drugs and Medicine $150 per inpatient confinement; $50 per outpatient prescription,
maximum $150 per month


Hair Piece (Wig) - 1 per lifetime $150


Transportation and Lodging
Transportation - maximum 12 trips per calendar year for all modes
of transportation combined
Lodging - up to a maximum of 100 days per calendar year


actual coach fare or $0.75 per mile for travel by bus, plane or train;
$0.75 per mile for travel by car; $100 per day for lodging


Family Member Transportation and Lodging
Transportation - maximum 12 trips per calendar year for all modes
of transportation combined
Lodging - up to a maximum of 100 days per calendar year


actual coach fare or $0.75 per mile for travel by bus, plane or train;
$0.75 per mile for travel by car; $100 per day for lodging


Blood, Plasma and Platelets $300 per day


Ambulance
Maximum of 2 trips per hospital confinement for all modes of
transportation combined


Ground: $200 per trip
Air: $2,000 per trip


Inpatient Special Nursing Services $150 per day of hospital confinement


Outpatient Special Nursing Services $150 per day


Medical Equipment
Maximum of 1 benefit per calendar year


$150


Physical, Occupational, Speech, Audio Therapy and Psychotherapy $25 per visit; maximum of $1,000 per calendar year


Waiver of Premium Included


Internal Cancer First Occurrence Benefit Rider Level 2


Lump Sum Benefit
Maximum 1 per lifetime


Insured or Spouse: $5,000
Eligible Dependent Child(ren): $7,500


Plan 1
Insured Benefit


Group Cancer Insurance


APSB-22585(TXd)-1022 Page 2 of 8
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Heart Attack/Stroke First Occurrence Benefit Rider Level 1


Lump Sum Benefit
Maximum 1 per lifetime


Insured or Spouse: $2,500
Eligible Dependent Child(ren): $3,750


Hospital Intensive Care Unit Benefit Rider


Intensive Care Unit 
Maximum of 45 days per confinement for any combination of
intensive care unit or step down unit


$600 per day


Step Down Unit
Maximum of 45 days per confinement for any combination of
intensive care unit or step down unit


$300 per day


Increase in Coverage Only available at annual renewal. Must be approved by APL and
premium rates will be based upon the insured’s attained age.
Subject to the Time Limit on Certain Defenses and Pre-Existing
Condition provisions, as defined in the policy.


Additional Rider(s)


Portability Amendment Rider Included


Plan 1
Insured Benefit


Group Cancer Insurance


APSB-22585(TXd)-1022 Page 3 of 8
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Plan 1


Covered Conditions Payable Benefit as a Percentage of Face Amount
ALS 100%
Alzheimer's disease 100%
Aneurysm 100%
Benign brain tumor 100%
Coma 100%
Coronary artery obstruction 25%
End stage renal failure 100%
Heart attack 100%
Loss of sight, speech, or hearing 100%
Major organ failure 100%
Multiple sclerosis 100%
Paralysis or dismemberment 100%
Parkinson’s disease 100%


Heart attacks and strokes happen 
every day and often unexpectedly. 
They don’t give you time to prepare 
and can take a serious toll on both 
your physical and financial well-
being. Chubb Critical Illness pays 
cash benefits directly to you that 
you can use to help with your bills, 
your mortgage, your rent, your 
childcare—you name it—so you can 
focus on recovery.


someone has a heart attack.¹


Americans don’t have enough 
money readily available to cover 
an unexpected $400 expense.²


Critical Illness


1 in 3


Every 40 
seconds


¹ Centers for Disease Control and Prevention, Jan. 2023     ² The Federal Reserve, June 2022


   |   Workplace Benefits The Advanced Financial Group Block


Employee $10,000, $20,000, or $30,000 face amounts


Spouse $10,000, $20,000, or $30,000 face amounts


Child coverage Included in the employee rate


No benefits will be paid for a date of diagnosis that occurs prior to the coverage effective date. There is no pre-existing conditions limitation. 
All amounts are Guaranteed Issue — no medical questions are required for coverage to be issued. 


Benefits


Available Coverage Choices
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Plan 1


Covered Conditions Payable Benefit as a Percentage of Face Amount
Severe burns 100%
Stroke 100%
Sudden cardiac arrest 100%
Transient ischemic attacks 10%
Occupational Package 
Pays 100% of the face amount; benefits payable for HIV or 
Hepatitis B, C, or D, MRSA, Rabies, Tetanus, or Tuberculosis 
contracted on the job.       


Included


Childhood Conditions 


Pays 100% of the dependent child face amount;


Provides benefits for childhood conditions (Autism Spectrum 
Disorder; Cerebral Palsy; Congenital Birth Defects; Heart, Lung, Cleft 
Lip, Palate, etc; Cystic Fibrosis; Down Syndrome; Gaucher Disease; 
Muscular Dystrophy; and Type 1 Diabetes).      


Included


Miscellaneous Diseases Rider + COVID-19


The Miscellaneous Disease Rider is payable once per covered condition.


Covered conditions include: Addison’s disease; cerebrospinal 
meningitis; COVID-19; diphtheria; Huntington’s chorea; Legionnaire’s 
disease; malaria; myasthenia gravis; meningitis; necrotizing fasciitis; 
osteomyelitis; polio; rabies; scleroderma; systematic lupus; tetanus; 
tuberculosis.


COVID-19 means a disease resulting in a positive COVID-19 
diagnostic screening and 5 consecutive days of hospital confinement.


50%


Recurrence Benefit


Benefits are payable for a subsequent diagnosis of Aneurysm – 
Cerebral or Aortic, Benign Brain Tumor, Coma, Coronary Artery 
Obstruction, Heart Attack, Major Organ Failure, Severe Burns,  
Stroke, or Sudden Cardiac Arrest      


100%


Advocacy Package
Best Doctors
Physician Referrals 
Ask the Expert Hotline provides 24 hour advice from experts  
about a particular medical condition.  
In-Depth Medical Review offers a full review of diagnosis and 
treatment plan.


Yes


Health Champion Resources
Provides Claims Navigation, Medical Travel Assistance and Financial 
Advice to insureds following a critical illness diagnosis.


Yes


Diabetes Benefit


Diabetes diagnosis benefit 
Pays a benefit once for covered person’s diabetes diagnosis.


$500


Additional Benefits


Wellness benefit – payable once per insured per year. $75
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Rates
Riders are included in all the rates listed below:  
Best Doctors, Health Champion Resources, Diabetes Benefit, Wellness Benefit


Face Amount: Plan 1
Employee	$10,000 
Spouse	 $10,000 
Children	 $5,000 Employee Employee + Spouse Employee + Children Family


Attained Age Monthly Premiums
<25 $2.20 $4.40 $2.20 $4.40 
25–29 $2.20 $4.40 $2.20 $4.40 
30–34 $3.70 $7.40 $3.70 $7.40 
35–39 $4.00 $8.00 $4.00 $8.00 
40–44 $6.30 $12.60 $6.30 $12.60 
45–49 $8.60 $17.20 $8.60 $17.20 
50–54 $13.90 $27.80 $13.90 $27.80 
55–59 $19.70 $39.40 $19.70 $39.40 
60–64 $26.30 $52.60 $26.30 $52.60 
65-69 $35.50 $71.00 $35.50 $71.00 
70+ $45.90 $91.80 $45.90 $91.80 


Face Amount: Plan 1
Employee	$20,000 
Spouse	 $20,000 
Children	 $10,000 Employee Employee + Spouse Employee + Children Family


Attained Age Monthly Premiums
<25 $4.40 $8.80 $4.40 $8.80 
25–29 $4.40 $8.80 $4.40 $8.80 
30–34 $7.40 $14.80 $7.40 $14.80 
35–39 $8.00 $16.00 $8.00 $16.00 
40–44 $12.60 $25.20 $12.60 $25.20 
45–49 $17.20 $34.40 $17.20 $34.40 
50–54 $27.80 $55.60 $27.80 $55.60 
55–59 $39.40 $78.80 $39.40 $78.80 
60–64 $52.60 $105.20 $52.60 $105.20 
65-69 $71.00 $142.00 $71.00 $142.00 
70+ $91.80 $183.60 $91.80 $183.60 


Exclusions and Limitations*
No benefits will be paid for losses that are caused by, contributed, or occur as a result of a Covered Person’s: 1) injuring oneself 
intentionally or committing or attempting to commit suicide; 2) committing or attempting to commit a felony or engaging in an 
illegal occupation or activity.


A Physician cannot be You or a member of Your Immediate Family, Your business or professional partner, or any person who has 
a financial affiliation or business with you.
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*Please refer to your Certificate of Insurance for a complete listing of available benefits, limitations and exclusions.
Underwritten by ACE Property & Casualty Company, a Chubb company.
This information is a brief description of the important benefits and features of the insurance plan. It is not an insurance
contract. This policy does not constitute comprehensive health insurance coverage (often referred to as “major medical
coverage”) and does not satisfy a person’s individual obligation to secure the requirement of minimum essential coverage under
the Affordable Care Act (ACA). For more information about the ACA, please refer to http://www.HealthCare.gov.


Face Amount: Plan 1
Employee	$30,000 
Spouse	 $30,000 
Children	 $15,000 Employee Employee + Spouse Employee + Children Family


Attained Age Monthly Premiums
<25 $6.60 $13.20 $6.60 $13.20 
25–29 $6.60 $13.20 $6.60 $13.20 
30–34 $11.10 $22.20 $11.10 $22.20 
35–39 $12.00 $24.00 $12.00 $24.00 
40–44 $18.90 $37.80 $18.90 $37.80 
45–49 $25.80 $51.60 $25.80 $51.60 
50–54 $41.70 $83.40 $41.70 $83.40 
55–59 $59.10 $118.20 $59.10 $118.20 
60–64 $78.90 $157.80 $78.90 $157.80 
65-69 $106.50 $213.00 $106.50 $213.00 
70+ $137.70 $275.40 $137.70 $275.40 


Rates
Riders are included in all the rates listed below:  
Best Doctors, Health Champion Resources, Diabetes Benefit, Wellness Benefit
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GUARDIAN® is a registered trademark of TheGuardian Life Insurance Company of America


THEADVANCEDFINANCIALGROUPSCHOOLBLOCK Kit created 06/02/2023


ALL ELIGIBLE EMPLOYEES Groupnumber: 00052550


Your dental coverage


Option 1 or 2: PPO plan, you'll have access to one of the largest networks of dentists with two reimbursement levels that give you
more control over savings. You will always save money with any dentist in Guardian's network and when they belong to a tier in the
Tier 1 reimbursement level you will maximize your savings. Reimbursement for covered services received from a non-contracted
dentist will be based on a percentile of the prevailing fee data for the dentist's zip code.


Your Dental Plan Option 1: PPO


Tier 1 Tier 2


Option 2: PPO


Tier 1 Tier 2


Your Network is DentalGuard Preferred Network In-Network Out-of-Network In-Network Out-of-Network


Your Monthly premium $23.28 $34.32


You and Spouse $53.86 $79.38


You and Child(ren) $48.56 $78.56


You, Spouse and Child(ren) $75.08 $119.32


Calendar year deductible Tier 1 Tier 2 Tier 1 Tier 2


Individual $50 $50 $50 $50


Family limit 3 per family (applies to all levels) 3 per family (applies to all levels)


Waived for Preventive Preventive Preventive Preventive


Charges covered for you (co-insurance) Tier 1 Tier 2 Tier 1 Tier 2


Preventive Care 100% 100% 100% 100%


Basic Care 70% 70% 80% 80%


Major Care 40% 40% 50% 50%


Orthodontia Not Covered (applies to all levels) 50% 50%


Annual Maximum Benefit $500 (applies to all levels) $1250 (applies to all levels)


Maximum Rollover Yes (applies to all levels) Yes (applies to all levels)


Rollover Threshold $200 $600


Rollover Amount $100 $300


Rollover Account Limit $500 $1250


Lifetime Orthodontia Maximum Not Applicable (applies to all levels) $1500 (applies to all levels)


Dependent Age Limits 26 (applies to all levels) 26 (applies to all levels)


4
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A Sample of Services Covered by Your Plan:


Your dental coverage


GUARDIAN® is a registered trademark of TheGuardian Life Insurance Company of America


THEADVANCEDFINANCIALGROUPSCHOOLBLOCK Kit created 06/02/23


ALL ELIGIBLE EMPLOYEES Groupnumber: 00052550


Option 1: PPO Option 2: PPO


Plan pays (on average) Plan pays (on average)


Tier 1 Tier 2 Tier 1 Tier 2


Preventive Care Cleaning (prophylaxis) 100% 100% 100% 100%


Frequency: 2 in 12 Months (applies to all levels) 2 in 12 Months (applies to all levels)


Fluoride Treatments 100% 100% 100% 100%


Limits: Under Age 19 (applies to all levels) Under Age 19 (applies to all levels)


Oral Exams 100% 100% 100% 100%


Sealants (per tooth) 100% 100% 100% 100%


X-rays 100% 100% 100% 100%


Basic Care Fillings‡ 70% 70% 80% 80%


Repair & Maintenance of
Crowns, Bridges & Dentures 70% 70% 80% 80%


Simple Extractions 70% 70% 80% 80%


Major Care Anesthesia* 40% 40% 50% 50%


Bridges and Dentures 40% 40% 50% 50%


Dental Implants 40% 40% 50% 50%


Inlays, Onlays, Veneers** 40% 40% 50% 50%


Perio Surgery 40% 40% 50% 50%


Periodontal Maintenance 40% 40% 50% 50%


Frequency:


Root Canal 40% 40% 50% 50%


Scaling & Root Planing (per quadrant) 40% 40% 50% 50%


Single Crowns 40% 40% 50% 50%


Surgical Extractions 40% 40% 50% 50%


Orthodontia Orthodontia Not Covered 50% 50%


Limits: (applies to all levels) Child(ren) (applies to all levels)


Guardian’s Preferred Provider Organization consists of Dentists in the DentalGuard Preferred (“DGP”) network. These tiers represent specific
benefit levels as described in Your Schedule of Benefits. Network access varies by geographic location and zip code. Please visit
www.Guardianlife.com to confirm your Dentist’s tiered participation.


This is only a partial list of dental services. Your certificate of benefits will show exactly what is covered and excluded. **For PPO and or Indemnity
members, Crowns, Inlays, Onlays and Labial Veneers are covered only when needed because of decay or injury or other pathology when the tooth
cannot be restored with amalgam or composite filing material. When Orthodontia coverage is for "Child(ren)" only, the orthodontic appliance must
be placed prior to the age limit set by your plan; If full-time status is required by your plan in order to remain insured after a certain age; then
orthodontic maintenance may continue as long as full-time student status is maintained. If Orthodontia coverage is for "Adults and Child(ren)" this
limitation does not apply. *General Anesthesia – restrictions apply. ‡For PPO and or Indemnity members, Fillings – restrictions may apply to
composite fillings.


5


2 in 12 Months (applies to all levels) 2 in 12 Months (applies to all levels)
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Dental Insurance
In-Network only


Early Smiles™ 
Helping kids get an early start with their dental care


From the time that first tooth comes in, dental care can critically 
impact a child’s overall health and well-being. In fact, it’s 
recommended that kids go in for their first oral health checkup 
when their baby teeth first begin to emerge or by the time of their 
first birthday.1 That’s why Guardian includes the Early Smiles 
benefit to help you save on dental care for your children while 
taking care of their health. This benefit provides 100% in-network 
coverage for kids 12 years or younger. Now that’s a reason to smile.


How does Early Smiles work?


•	 All Preventive, Basic and Major dental services are covered 
at 100% for children ages 12 and under if the child sees an 
in-network dentist. If an out-of-network dentist is seen, the 
standard dental plan benefits will apply.


•	 If orthodontic coverage is included on your plan, the 
orthodontic services will be covered at the orthodontic 
coinsurance amount.


•	 No deductible will apply — benefits can be used right away. 


•	 No waiting periods. 


•	 Access to a large network of providers, including pediatric 
specialists.


Did you know? 


The most common chronic childhood disease is tooth decay. It 
can occur as early as six months of age and goes beyond pain 
and infection. It can affect speech and communication, eating, 
nutrition, sleeping, learning, playing and quality of life, even into 
adulthood.2 That’s why Guardian is committed to helping our 
youngest members take care of their smiles.


Find an in-network dentist


Guardian has one of the largest dental networks in the nation 
so it’s easy to find a network dentist near you! Simply visit 
guardianlife.com or download the Guardian Providers app. 


Early Smiles


100% in-network coverage for kids  
12 years of age and younger.


The Guardian Life Insurance 
Company of America


guardianlife.com 


New York, NY


2022-137374 (Exp. 05/24) 


1 2021 American Academy of Pediatric Dentistry,  https://www.aapd.org/resources/parent/faq/. 
2 AAPD Pediatric Oral Health Research & Policy Center, Treating Tooth Decay, 2020, https://
www.aapd.org/globalassets/media/policy-center/treatingtoothdecay.pdf. Guardian’s Dental 
Insurance is underwritten and issued by The Guardian Life Insurance Company of America, New 
York, NY. Products are not available in all states. Policy limitations and exclusions apply. Optional 
riders and/or features may incur additional costs. Dental Policy Form No. DG7-P. GUARDIAN® is a 
registered service mark of The Guardian Life Insurance Company of America® ©Copyright 2022  
The Guardian Life Insurance Company of America. 


Learn more about your Guardian dental plan 
from your employer.
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Guardian members can straighten and 
brighten their teeth from home!


Guardian Dental


Look and feel better about your smile today!


Guardian dental members can save with exclusive discounts on 
byte® doctor-directed, custom clear orthodontic aligners and 
BrightByte Pro teeth whitening kits!


Invisible aligners with a lifetime guarantee


Fast results: Exclusive HyperByte® using High Frequency 
Vibration (HFV) reduces discomfort and speeds up  
results of treatment.


Doctor directed: Licensed dental professionals will customize 
personalized treatment, and provide remote monitoring.


Lifetime guarantee: If your teeth ever move, shift, turn,  
rotate, byte will help get it fixed at no cost. For life.


BrightByte Pro LED teeth whitening kits


Safe and easy: Cutting-edge cold light technology removes deep 
stains, safely and efficiently.


Results in days: By using just 10 minutes a day, you can see 
whiter teeth in as few as three days. Perfect for regular whitening 
maintenance or as prep for a special event.


Learn more about byte and how  
Guardian members can save on  
innovative treatments from home at  
http://go.byte.com/ins/guardian


The Guardian Life Insurance 
Company of America


guardianlife.com 


New York, NY


2021-126334 (09/23


     DentalGuard is underwritten and issued by The Guardian Life Insurance Company of America, New 
York, NY. Products are not available in all states. Policy limitations and exclusions apply. Optional 
riders and/or features may incur additional costs. Plan documents are the final arbiter of coverage. 
Policy Form # GP-1-DG2000, et al., GP-1-DEN-16, GUARDIAN® is a registered trademark of The 
Guardian Life Insurance Company of America, New York, NY. © Copyright 2021 The Guardian Life 
Insurance Company of America. All rights reserved. The Guardian Life Insurance Company does 
not own or operate byte®. Products and services are provided through a third party arrangement 
between Guardian and byte®. Guardian assumes no responsibility for non- Guardian products or 
services offered by byte.


+


Learn more here!
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GUARDIAN® is a registered trademark of TheGuardian Life Insurance Company of America


guardianlife.com


©Copyright 2020 TheGuardian Life Insurance Company of America


Plan annual


maximum**


Threshold Maximum


rollover amount


Maximum rollover


account limit


$500


Maximumclaims


reimburs ment


$200


Claims amount that


determines rollover eligibility


$100


Additional dollars added to


a plan’s annualmaximum


for future years


$500


The limit that cannot


be exceededwithin the


maximum rollover account


* This example has been created for illustrative purposes only.
** If a plan has a different annualmaximum for PPO benefits vs. non-PPObenefits, ($1500 PPO/$1000 non-PPO for example) the non-PPOmaximum


determines theMaximumRollover plan. May not be available in all states.
Guardian’s Dental Insurance is underwritten and issued by TheGuardian Life Insurance Company of America, NewYork, NY. Products are not available in all
states. Policy limitations and exclusions apply. Optional riders and/or featuresmay incur additional costs. Plan documents are the final arbiter of coverage.
Information provided in this communication is for informational purposes only. Dental Policy FormNo. GP-1-DEN-16. GUARDIAN® is a registered servicemark
of TheGuardian Life Insurance Company of America ®©Copyright 2019 TheGuardian Life Insurance Company of America.


Depending on a plan’s annualmaximum, if claimsmade for a
certain year don’t reach a specified threshold, then the set
maximum rollover amount can be rolled over.


Howmaximum rolloverworks*


Oral Health
Rewards
Program
Regular visits to the dentist can help prevent
and detect the early signs of serious diseases.


That’s whyGuardian’sMaximumRolloverOral Health Rewards
Program encourages and rewardsmembers who visit the
dentist, by rolling over part of your unused annualmaximum
into aMaximumRollover Account (MRA). This can be used in
future years if your plan’s annualmaximum is reached.


Submit a claim (without


exceeding thepaid claims


threshold of a benefit year),


andGuardianwill roll over


a portion of your unused


annual dentalmaximum.


Automatic rollover


2020-105050 (07/22)


7
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GUARDIAN® is a registered trademark of TheGuardian Life Insurance Company of America


guardianlife.com


©Copyright 2020 TheGuardian Life Insurance Company of America


Plan annual


maximum**


Threshold Maximum


rollover amount


Maximum rollover


account limit


$1,250


Maximumclaims


reimburs ment


$600


Claims amount that


determines rollover eligibility


$300


Additional dollars added to


a plan’s annualmaximum


for future years


$1,250


The limit that cannot


be exceededwithin the


maximum rollover account


* This example has been created for illustrative purposes only.
** If a plan has a different annualmaximum for PPO benefits vs. non-PPObenefits, ($1500 PPO/$1000 non-PPO for example) the non-PPOmaximum


determines theMaximumRollover plan. May not be available in all states.
Guardian’s Dental Insurance is underwritten and issued by TheGuardian Life Insurance Company of America, NewYork, NY. Products are not available in all
states. Policy limitations and exclusions apply. Optional riders and/or featuresmay incur additional costs. Plan documents are the final arbiter of coverage.
Information provided in this communication is for informational purposes only. Dental Policy FormNo. GP-1-DEN-16. GUARDIAN® is a registered servicemark
of TheGuardian Life Insurance Company of America ®©Copyright 2019 TheGuardian Life Insurance Company of America.


Depending on a plan’s annualmaximum, if claimsmade for a
certain year don’t reach a specified threshold, then the set
maximum rollover amount can be rolled over.


Howmaximum rolloverworks*


Submit a claim (without


exceeding thepaid claims


threshold of a benefit year),


andGuardianwill roll over


a portion of your unused


annual dentalmaximum.


Oral Health
Rewards
Program
Regular visits to the dentist can help prevent
and detect the early signs of serious diseases.


That’s whyGuardian’sMaximumRolloverOral Health Rewards
Program encourages and rewardsmembers who visit the
dentist, by rolling over part of your unused annualmaximum
into aMaximumRollover Account (MRA). This can be used in
future years if your plan’s annualmaximum is reached.


Submit a claim (without


exceeding thepaid claims


threshold of a benefit year),


andGuardianwill roll over


a portion of your unused


annual dentalmaximum.


Automatic rollover


2020-105050 (07/22)


8
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Disabilities may occur more often than you think. If you can’t earn a 
paycheck due to disability, your savings might not be enough to cover 
household expenses plus healthcare and recovery costs that can 
continue for months.


The Educator Income Protection Plan from Chubb is coverage that  
pays you cash benefits if you cannot work. The plan gives you the  
flexibility to choose the right level of coverage to suit your needs and 
provides a robust set of benefits to help you through a difficult time.  


Eligibility Employees actively at work for at least 15 hours per week


Monthly Benefit Amount $200 to $8,000 available in $100 increments up to a maximum of 66 2/3% of the 
employee’s monthly earnings


Guaranteed Minimum Benefit The greater of 10% of the employee’s monthly earnings or $100


Elimination Period – Injury/Sickness You can elect one of the following elimination periods under this plan:


*1st day hospital included


Duration of Benefits Social Security Normal Retirement Age/3 Year ADEA


Pre-Existing Condition Waiver* 4 weeks


Annual Increases
Pre-existing condition limitation applies for increases greater than $300 after 12 
months of coverage


Employee Assistance Program Includes up to 6 face-to-face counseling visits


Travel Assistance Services Provides assistance to you and your dependents who travel 100 miles from their home


Benefits and Features Summary


   |   Workplace Benefits 


7/7* 14/14* 30/30* 60/60


Educator Income 
Protection Plan


Onalaska ISD


* Benefits are subject to a 3/12 pre-existing condition limitation (see below for additional information)
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Definitions and Provisions


Actively at Work
You must be at work with your employer on your regularly scheduled workday. On that day, you must be performing all of your 
regular duties in the usual way and for your usual number of hours. If school is not in session due to normal vacation or school 
break(s), actively at work shall mean you are able to report for work with your employer, performing all of the regular duties of 
your occupation in the usual way for your usual number of hours as if school was in session.


Enrollment - Current Employees
Coverage is available to you without answering any medical questions or providing evidence of insurability. You may enroll on 
or before the enrollment deadline. After the initial enrollment period, you can apply only during an annual enrollment period. 
New Hires: Coverage is available to you without answering any medical questions or providing evidence of insurability. You may 
apply for coverage within 60 days after your eligibility date. If you do not apply within 60 days after your eligibility date, you can 
apply only during an annual enrollment period. Benefits may be subject to the pre-existing condition limitation.


Elimination Period 
The elimination period is the length of time you must be continuously disabled before you can receive benefits. If you elect an 
elimination period of 30 days or less, if you are confined to a hospital due to a disability, the elimination period will be waived, and 
benefits will be payable from the first day of hospitalization.   


Continuity of Coverage


Pre-Existing Condition Waiver


If you were insured under your district’s prior plan and not receiving benefits the day before this policy is effective, there will not 
be a loss in coverage and you will get credit for your prior carrier’s coverage.


Benefits under this provision are payable for no more than 4 weeks of benefit from the date of disability. After 4 weeks, benefits are 
subject to a 3/12 pre-existing condition limitation. This applies to new hires and/or newly eligible employees only. 


Benefit Duration


Age at Disability Maximum Period of Payment


Less than age 62 To Social Security Normal Retirement Age


62 60 months


63 48 months


64 42 months


65 36 months


66 30 months


67 24 months


68 18 months


69 or above 12 months


Age at Disability Maximum Period of Payment


Less than age 67 3 years


Age 67 through 68 To age 70, but not less than 1 year


Age 69 and over 1 year


For Disabilities Due to Injury


For Disabilities Due to Sickness
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Additional Plan Benefits


Employee Assistance Program 


Travel Assistance Services 


Survivor Benefit2  
Employee assistance services are included as a part of this 
disability insurance program. You have access to services 
both prior to a disability and after you are receiving benefits. 
Services include assistance with child/elder care, substance 
abuse, family relationships and more. In addition, insured 
and their immediate family members receive confidential 
services to assist them with the unique emotional, financial, 
and legal issues that may result from a disability. Our employee 
assistance program is provided through ComPsych®, a leading 
provider of employee assistance and work/life services.


Available 24/7, this program provides assistance to  
you and your dependents who travel 100 miles from  
their home for 90 days or less. Services include pre-trip 
information, emergency medical assistance and emergency 
personal services.


In the event of your death, your beneficiary will receive a 
lump sum death benefit equal to three months of your gross 
disability payment.


Child/Family Member Care Expense Benefit1  


Education Expense Benefit1  


If you are disabled and participating in a vocational 
rehabilitation plan, you will be eligible for an additional  
expense benefit payment of $350 per child/family  
member not to exceed $1,000 per month.


In addition to your monthly disability payment, you will receive 
a monthly education expense benefit in the amount of $200 for 
each eligible student.


¹ 90 day waiting period


² 180 day waiting period


Pre-existing Condition Limitation – You have a pre-existing condition if you received medical treatment, consultation, care or 
services including diagnostic measures, or took prescribed drugs or medicines in the 3 months just prior to your effective date 
of coverage and the disability begins in the first 12 months after your effective date of coverage. Late entrants and participants 
increasing coverage will be subject to a 3/12 pre-existing condition limitation.


Benefits will not be paid for disabilities caused by, contributed to by, or resulting from: 1) occupational sickness or injury; 2) 
commission or attempt to commit a felony; 3) intentionally self-inflicted harm; 4) active participation in a riot, insurrection or 
terrorist activity; 5) war; 6) incarceration; 7) loss of professional or occupational license, or certification. 


Maximum Period of Payment for all disabilities due to mental illness is 12 months for each disability. Maximum Period of Payment for 
all disabilities due to alcoholism or drug abuse is 12 months for each disability.


Exclusions and Limitations‡
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Rates


CWB-DI-ONISD-0623


‡ Please refer to your Certificate of Insurance at www.mybenefitshub.com/onalaskaisd for a complete listing of available benefits, 
limitations and exclusions. Underwritten by ACE Property & Casualty Company, a Chubb company.


Duration of Benefit Social Security Normal Retirement Age/3 Year ADEA


Elimination Period 7/7* 14/14* 30/30* 60/60


Rate Per $100 of Monthly Benefit


Age Quote Rate


<29 $2.96 $2.45 $1.43 $0.63


30-34 $2.96 $2.45 $1.55 $0.73


35-39 $2.96 $2.45 $1.59 $0.84


40-44 $2.96 $2.45 $1.75 $1.03


45-49 $3.40 $2.82 $2.11 $1.40


50-54 $4.11 $3.39 $2.63 $1.86


55-59 $4.64 $3.84 $3.37 $2.37


60+ $5.28 $4.44 $3.56 $2.60


*If you are confined to a hospital due to a disability, the elimination period will be waived, and benefits will be payable from the first day of hospitalization.
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Many American employers and employees
believe that their health insurance policies
cover most, if notall ambulance expenses.


The truth is, they DONOT!


Even after insurance payments for  
emergency transportation, you couldreceive  
a bill up to $5,000 for ground ambulance and 
as high as $70,000 for air ambulance. The  


financial burdens for medical transportation  
costs are very real.


EMERGENCY TRANSPORTATION COSTS


MASA MTS is here to protect its members  
and their families from the shortcomings of  
health insurance coverage by providing them  
with comprehensive financial protection for  


lifesaving emergency transportation services,  
both at home and away fromhome.


HOW MASA IS DIFFERENT
Across the US there are thousands of ground 


ambulance providers and hundreds of air  
ambulance carriers. ONLY MASA offers  


comprehensive coverage since MASA is a  
PAYER and not a PROVIDER!


ONLY MASA provides over 1.6 million  
members with coverage for BOTH ground 


ambulance and air ambulance  
transport, REGARDLESS of which


provider transports them.
Members are covered ANYWHERE in all 50 


states and Canada!


Worldwide coverage is also availablewith 
our Platinum Membership.


Additionally, MASA provides a repatriation  
benefit: if a member is hospitalized more than  
100 miles from home, MASA can arrangeand 


pay to have them transported to a hospital  
closer to their place ofresidence.


Emergent Ground  
Transportation


Emergent Air 
Transportation


Non-Emergent Air 
Transportation


Repatriation


U.S./Canada


U.S./Canada


U.S./Canada


U.S./Canada


Emergent 
Plus$14/Month


A MASA Membership prepares you for the  
unexpected and gives you the peace of  
mind to access vital emergency medical  


transportation no matter where you live, for 
a minimal monthly fee.


• One low fee for the entire family
• NO deductibles
• NO health questions
• Easy claimprocess


EVERY FAMILY DESERVES A MASA MEMBERSHIP


OUR BENEFITS


Benefit


Any Ground. Any Air.
Anywhere.™
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And then,  
the Bills came!


As a MASA Member If a Non-MASA Member


Sara would pay* If In-Network** If Out-of-Network**


911 Ground Ambulance
Cost: $1,800 $0 $300 $1,600
Emergent Air Ambulance 
Cost: $45,000 $0 $4,000 $30,000
Non-Emergent Air Transport† 
Cost: $20,000 $0 $20,000 $20,000


Total Out-of-Pocket Cost $0 $24,300 $51,600
*Benefit is dependent on Membership Enrolled.
**Out-of-pocket dollars vary dependent on provider, distance, health plan design, current status of deductible and out-of pocket max. These figures are an example of the costs one may incur.
†More and more health plans are not covering interfacility transports on a non-emergent basis.


Any Ground. Any Air. Anywhere.TM


No matter how comprehensive your local in-network coverage may be, you still have significant exposure to out-of-network 
emergency transportation. Moreover, when you and your family travel outside your area, there is an 80% chance of being 
picked up by an out-of-network provider. 
A MASA Membership prepares you for the unexpected. ONLY MASA MTS provides you with:
•	  Coverage ANYWHERE in all 50 states and Canada whether at home or away
•	  Coverage for BOTH emergent ground ambulance and air ambulance transport REGARDLESS of the provider
•	  Non-emergent transport services, which are frequently covered inadequately by your insurance, if at all


For more information, please contact your local MASA MTS representative or visit www.masamts.com


The Harrison’s Story
•	 Jim and his family were at a local festival when his  


daughter, Sara, suddenly began experiencing horrible  
abdominal and back pain, after a fall from earlier  
in the day.


•	 His wife, Heather, called 911 and Sara was transported  
to a local hospital, when it was decided that she needed  
to be flown to another hospital.


•	 Upon arrival, Sara underwent multiple procedures and  
her condition was stabilized.


•	 After further testing, it was discovered that Sara needed  
additional specialized treatment at another hospital requiring  
transport on a non-emergent basis.


Based on a true story. Names were changed to protect identities in compliance with HIPAA.


FLYER_COMP_B2B


The Ultimate Peace of Mind for Employees and Their Families


30







Consider this example: 
(For illustration only)


Richard has:
• �Gross monthly pay


of $3,500
• �$600 per month in


eligible expenses


Without FSA
($600 spent using 
post-tax dollars)


$1,932


With FSA
($600 spent using 


pretax dollars)


 


Save money with FSA  
pretax benefit accounts.
A Flexible Spending Account (FSA) puts more money 
in your pocket by reducing your taxable income when 
you contribute pretax dollars to pay for common 
expenses like these:


EMPLOYEE EDUCATION FSA Participant Benefits


See how easy it is to start saving with a TASC Benefit Account. See details on reverse.


Increase your take-home pay by 
reducing your taxable income.
Each $1 you contribute to your FSA reduces your taxable income by $1.  
With less tax taken, your take-home pay increases!


To estimate potential savings based on your income and expenses, use the Tax Savings Calculator 
at  www.tasconline.com/tasc-calculators/tasc-fsa-calculator/


HEALTHCARE 
Medical/dental office visit co-pays


Dental/orthodontic care services


	Prescriptions and vaccinations


	Eye exams; prescription glasses/lenses


DEPENDENT CARE 
	 Daycare expenses


 Before & after school care


	 Nanny/nursery school 


  Elder care


• FSA plans may now include Unlimited Carryover for plan years ending in 2021
• Your employer may offer other types of Benefit Accounts too; ask for details
• For a complete list of eligible expenses, see IRS Publications 502 & 503 at irs.gov 


$2,098


That’s a net 
increase in 
take-home 
pay of $166 
every month!


Here is his net monthly take-home pay:
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Choose from 1 of 2 plans


It’s not easy to pay hospital  
bills, especially if you have a  
high-deductible medical plan.  
Chubb Hospital Cash pays  
money directly to you if you  
are hospitalized so you can  
focus on your recovery. And  
since the cash goes directly to 
you, there are no restrictions  
on how you use your money.


average three-day 
hospitalization cost.¹


average hospital stay.²


Hospital Cash


5.4 days


$30,000


¹ www.healthcare.gov; accessed Jan. 2023
² data.oecd.org; accessed Jan. 2023


   |   Workplace Benefits The Advanced Financial Group Block


Plan 1 Plan 2


Hospitalization Benefits Payable Benefit Payable Benefit


Hospital Admission Benefit 
This benefit is for admission to a hospital or 
hospital sub-acute intensive care unit.


•	$1,500
•	Maximum benefit per calendar year: 3


•	$3,000
•	Maximum benefit per calendar year: 3


Hospital Confinement Benefit 
This benefit is for confinement in hospital or 
hospital sub-acute intensive care unit. 


•$150 per day
•Maximum days per calendar year: 30


• $150 per day
• Maximum days per calendar year: 30


Hospital Confinement ICU Benefit 
This benefit is for confinement in a hospital 
intensive care unit.


•	$300 per day
•	Maximum days per calendar year: 30


•	$300 per day
•	Maximum days per calendar year: 30


Newborn Nursery Benefit 
This benefit is payable for an insured newborn 
baby receiving newborn nursery care and who is 
not confined for treatment of a physical illness, 
infirmity, disease, or injury. 


•	$500 per day
•	Maximum days per confinement -


normal delivery: 2
•	Maximum days per confinement -


Caesarean section: 2


•	$500 per day
•	Maximum days per confinement -


normal delivery: 2
•	Maximum days per confinement -


Caesarean section: 2


Observation Unit Benefit 
This benefit is for treatment in a hospital 
observation unit for a period of less than 20 hours.


•	$500
•	Maximum benefit per calendar year: 2


•	$500
•	Maximum benefit per calendar year: 2


Diagnostic Benefits Payable Benefit Payable Benefit


Wellness Benefit •	$100
•	Maximum benefit per calendar year: 1


•	$100
•	Maximum benefit per calendar year: 1
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Plan 1 Plan 2


Monthly Premiums


Employee $16.90 $31.72


Employee + Spouse $35.00 $70.72


Employee + Children $31.78 $58.76


Family $52.14 $97.76


Rates


*Please refer to your Certificate of Insurance for a complete listing of available benefits, limitations and exclusions.
Underwritten by ACE Property & Casualty Company, a Chubb company. This information is a brief description of the important
benefits and features of the insurance plan. It is not an insurance contract. This is a supplement to health insurance and is not
a substitute for Major Medical or other minimal essential coverage. Hospital indemnity coverage provides a benefit for covered
loss; neither the product name nor benefits payable are intended to provide reimbursement for medical expenses incurred by a
covered person or to result in any payment in excess of loss.


Exclusions and Limitations*
We will not pay for any Covered Accident or Covered Sickness that is caused by, or occurs as a result of 1) committing or 
attempting to commit suicide or intentionally injuring oneself; 2) war or serving in any of the armed forces or units auxiliary; 
3) participating in an illegal occupation or attempting to commit or actually committing a felony; 4) sky diving, hang gliding,
parachuting, bungee jumping, parasailing, or scuba diving; 5) being intoxicated or being under the influence or any narcotic or
other prescription drug unless taken in accordance with Physician’s instructions 6) alcoholism; 7) cosmetic surgery, except for
reconstructive surgery needed as the result of an Injury or Sickness or is related to or results from a congenital disease or anomaly
of a covered Dependent Child; 8) services related to sterilization, reversal of a vasectomy or tubal ligation, in vitro fertilization, and
diagnostic treatment of infertility or other related problems.
A Physician cannot be You or a member of Your Immediate Family, Your business or professional partner, or any person who has a 
financial affiliation or business interest with You. 
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Get the all-in-one protection for 
your identity and devices. 


Help safeguard your 
personal information 
– it’s everywhere.


No one can prevent all identity theft or cybercrime.
† �The LifeLock alert network includes a variety of product features and data sources. Although it is very extensive, our network does not cover all transactions at all businesses, 


so you might not receive a LifeLock alert in every single case.
1 Norton Parental Control features are not supported on Mac.
§ These features are not enabled upon enrollment. Member must take action to get their protection.


Copyright © 2020 NortonLifeLock Inc. All rights reserved. NortonLifeLock, the NortonLifeLock Logo, the Checkmark Logo, Norton, LifeLock, and the LockMan Logo are trademarks 
or registered trademarks of NortonLifeLock Inc. or its affiliates in the United States and other countries. Other names may be trademarks of their respective owners.


LifeLock Identity Theft Protection We 
look for uses of your personal 
information, and with proprietary 
technology alert† you to a wide range of 
potential threats to your identity. 


Norton Device Security protects 
against existing and emerging threats, 
including ransomware, viruses, spyware, 
malware, and other online threats. 


Parental Control1§ helps keep your kids 
safer online. Help your kids explore the 
Web more safely by keeping you informed of 
sites they are visiting, and blocking 
harmful or inappropriate ones.


Privacy Monitor scans common public 
people-search websites for your personal 
information and help you opt-out, giving 
you peace of mind and greater control 
over your online privacy.


GPPM11869FL


Screen modified for demonstration purposes.
Features may differ depending on plan.


ENROLL TODAY 
Take advantage of the special benefit plans and pricing 


by signing up through your benefit  program and 
providing your name, Social Security Number, date of 
birth, address, phone number and email address for 


yourself and any dependents you wish to enroll. 


HAVE AN EXISTING LIFELOCK MEMBERSHIP? 
Don't forget to cancel your existing membership just prior 


to your benefit effective date by calling 800-607-9174. 


TAFG SCHOOL BLOCK
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Home Title Monitoring  


LifeLock Skill for Amazon Alexa**    


Credit, Bank & Utility Account Freezes**  


LifeLock Identity Alert™ System†


• Identity Verification Monitoring†,**  


• Telecom & Cable Applications for New Service


• Payday - Online Lending Alerts†


• Credit Alerts & Social Security Alerts† 


LifeLock Identity mobile app (Android™ & iOS)**  


Downloading the app does not provide protection until enrollment has been completed.


Dark Web Monitoring** 


• Dark Web Monitoring – Gamer Tags**


• Dark Web Monitoring – Password Combo List**


USPS Address Change Verification


Stolen Wallet Protection


Reduced Pre-Approved Credit Card Offers


Fictitious Identity Monitoring


Data Breach Notifications


Bank & Credit Card Activity Alerts† **


• Recurring Charge Alert†§


Checking & Savings Account Application Alerts† **


Bank Account Takeover Alerts† **


401k & Investment Account Activity Alerts† **


File Sharing Network Searches


Sex Offender Registry Reports


Prior Identity Theft Remediation∂


This feature is separate from our Million Dollar Protection™ Package and does not provide coverage for lawyers and experts, reimbursement of stolen funds or 
compensation for personal expenses for events occurring during the 12 months prior to enrollment. See disclaimer for details.


U.S.-based Identity Restoration Specialists


24/7 Live Member Support


Million Dollar Protection™ Package†††


• Stolen Funds Reimbursement
• Personal Expense Compensation
• Coverage for Lawyers and Experts


Up to  
$1 Million each


Up to  
$1 Million each


Credit Application Alerts2 **   One-Bureau1 One-Bureau1


Credit Monitoring1 ** One-Bureau1 Three-Bureau1


Annual Credit Reports & Credit Scores1 **


The credit scores provided are VantageScore 3.0 credit scores based on data from Equifax, Experian and TransUnion respectively. Third parties use many different 
types of credit scores and are likely to use a different type of credit score to assess your creditworthiness.


On Demand – Three-Bureau1


• Identity Lock 1, 5  


Monthly Credit Score Tracking1 **


The credit score provided is a VantageScore 3.0 credit score based on Equifax data. Third parties use many different types of credit scores and are likely to use a 
different type of credit score to assess your creditworthiness.


One-Bureau1
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TY Secures PCs, Mac & mobile devices** Up to 3 devices 
(Family gets 6 devices)


Up to 5 devices 
(Family gets 10 devices)


Online Threat Protection**


Password Manager **


Parental Control4 **


Smart Firewall**


Cloud Backup3 ** 10 GB 50 GB


O
N
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E 
PR
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Y Privacy Monitor


SafeCam3 **


GPPM11567


Employee Only (18+ Years Old)


Employee + Family∆


with Benefit Premierwith Benefit Essential


∆  �The LifeLock Benefit Junior plan is for minors under the age of 18. LifeLock enrollment is limited to employees and their eligible dependents. Eligible dependents must live within the employee’s household, or be financially dependent on employee. LifeLock services will only be provided after receipt and applicable 
verification of certain information about you and each family member. Please refer to employer group for the required information under your plan. In the event you do not complete the enrollment process for any family member, those individuals will not receive LifeLock services, but you will continue to be charged 
the full amount of the monthly membership selected until you cancel or modify your plan at your employer’s next open enrollment period, which may be annually. Please note that we will NOT refund or credit you for any period of time during which we are unable to provide LifeLock services to any family member on 
your plan after your benefit effective date due to your failure to submit the information necessary to complete enrollment. If you do not complete the enrollment process for each family member, you may continue to pay more for LifeLock services than you otherwise would if you had selected a lower tier plan.


1 	� If your plan includes credit reports, scores, and/or credit monitoring features (“Credit Features”), two requirements must be met to receive said features: 
(i) your identity must be successfully verified with Equifax; and (ii) Equifax must be able to locate your credit file and it must contain sufficient credit 
history information. IF EITHER OF THE FOREGOING REQUIREMENTS ARE NOT MET YOU WILL NOT RECEIVE CREDIT FEATURES FROM ANY BUREAU.
If your plan also includes Credit Features from Experian and/or TransUnion, the above verification process must also be successfully completed with
Experian and/or TransUnion, as applicable. If verification is successfully completed with Equifax, but not with Experian and/or TransUnion, as
applicable, you will not receive Credit Features from such bureau(s) until the verification process is successfully completed and until then you will only 
receive Credit Features from Equifax. Any credit monitoring from Experian and TransUnion will take several days to begin after your successful plan
enrollment. Please note that in order to enjoy all features in your chosen plan, such as bank account alerts, credit monitoring, and credit reports, it may 
require additional action from you and may not be available until completion.


2 	� If your plan includes One Bureau Credit Application Alerts, two requirements must be met to receive said features: (i) your identity must be successfully 
verified with TransUnion; and (ii) TransUnion must be able to locate your credit file and it must contain sufficient credit history information. IF EITHER 
OF THE FOREGOING REQUIREMENTS ARE NOT MET YOU WILL NOT RECEIVE ONE BUREAU CREDIT APPLICATION ALERTS. One Bureau Credit 
Application Alerts will take several days to begin after your successful LifeLock plan enrollment.


3� 	 Cloud Backup and Norton SafeCam features are only available on Windows.
4� 	 Norton Parental Control features are not supported on Mac.
5	� Locking or unlocking your credit file does not affect your credit score and does not stop all companies and agencies from pulling your credit file. The 


credit lock on your TransUnion file will be unlocked if your subscription is downgraded or cancelled.


†�	 The LifeLock alert network includes a variety of product features and data sources. Although it is very extensive, our network does not cover all  
	 transactions at all businesses, so you might not receive a LifeLock alert in every single case.


†††	�Reimbursement and Expense Compensation, each with limits of up to $1 million for LifeLock with Norton Benefit Essential and LifeLock with Norton 
Benefit Premier and up to $1 million for coverage for lawyers and experts if needed, for all plans. Benefits under the Master Policy are issued and 
covered by United Specialty Insurance Company (State National Insurance Company, Inc. for NY State members). Policy terms, conditions and 
exclusions at: LifeLock.com/legal.


** 	 These features are not enabled upon enrollment. Member must take action to activate this protection.
∂ 	 Subject to eligibility requirements defined in Terms & Conditions. NortonLifeLock reserves  


the right to change and/or cease services at any time.
No one can prevent all identity theft or cybercrime.
Not all products, services and features are available on all devices or operating systems. System requirement information on Norton.com.
Copyright © 2020 NortonLifeLock Inc. All rights reserved. NortonLifeLock, the NortonLifeLock Logo, the Checkmark Logo, Norton, LifeLock, and the 
LockMan Logo are trademarks or registered trademarks of NortonLifeLock Inc. or its affiliates in the United States and other countries. Alexa and all 
related logos are trademarks of Amazon.com, Inc. or its affiliates. Other names may be trademarks of their respective owners.
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life insurance 
you can keep!


purelife-plus


Life insurance can be an ideal way to provide money for your family when they need it most. purelife-plus 
offers permanent insurance with a high death benefit and long guarantees1 that can provide financial 
peace of mind for you and your loved ones.  purelife-plus is an ideal complement to any group term and 
optional term life insurance your employer might provide and has the following features:


1.	 After the guarantee period, premiums may go down, stay the same or go up.
2.	 Coverage not available on children in WA or on grandchildren in WA or MD.  


In MD, children must reside with the applicant to be eligible for coverage.
3.	 Conditions apply. 


DURING THE LAST SIX MONTHS, HAS THE PROPOSED INSURED:


Been actively at work on a full time 
basis, performing usual duties?


Been absent from work due to illness or 
medical treatment for a period of more 
than 5 consecutive working days?


Been disabled or received tests, treatment 
or care of any kind in a hospital or 
nursing home or received chemotherapy, 
hormonal therapy for cancer, radiation, 
dialysis treatment, or treatment for 
alcohol or drug abuse?


QUICK
QUESTIONS3 You can qualify by answering just 


3 questions – no exams or needles.


1


2


3


Flexible Premium Adjustable Life Insurance to age 121. Policy Form ICC18-
PRFNG-NI-18 or Form Series PRFNG-NI-18. Some limitations apply. See the 
PureLife-plus brochure for details. Texas Life is licensed to do business in the 
District of Columbia and every state but New York. 


19M016-C 1092 (exp0321)


You own it
You can take it 
with you when you 
change jobs or retire


You pay for it 
through convenient 
payroll deductions


You can cover your 
spouse, children and 
grandchildren, too2


You can get a living 
benefit if you become 
terminally ill3


It’s Affordable
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Since 1901 900 washington ave post office box 830 waco, texas 76703-0830 800-283-9233 254-752-6521 www.texaslife.com


c a s e o v e r v i ew


Overview for ONALASKA ISD
April 12, 2022


employee and spouse express issue


Lifetime Maximum Amounts for Issue Ages Shown(1)(2)


Proposed Express(2)


Insured Ages Minimum Maximum


17 to 34 $25,000 $150,000


35 to 39 15,000 150,000


Employee 40 to 49 10,000 150,000


50 to 65 10,000 75,000


66 to 70(5) 10,000 10,000


17 to 34 25,000 50,000


35 to 39 15,000 50,000


Spouse 40 to 49 10,000 50,000


50 to 60 10,000 25,000


61 to 70(5) N/A N/A


Child Policy 15 days - 26(4) 25,000 25,000


Grandchild(ren) 15 days - 18(4) 25,000 25,000


1. One policy and one risk classification available per insured at each enrollment.


2. At the insured’s current issue age, Maximum shown is the cumulative maximum available, inclu-


sive of all in-force plus currently applied for face amounts.


3. Minimum Employee participation for Express Issue is the greater of five lives or 10% of eligible


Employees.


4. The Dependent’s signature is required for 19 and older in some states. Coverage is not available


on children in Washington or on grandchildren in Washington or Maryland. In Maryland, child


must reside with the applicant to be eligible for coverage.


5. In the state of Washington, no coverage available for employees & spouses over age of 65.


riders


Proposed Accidental Death Disability Waiver Prem


Insured (Ages 17-59) (Ages 17-59)


Employee No No


Spouse No No


Child(ren) No No


Grandchild(ren) No No


implementation and enrollment target dates


Enrollment Start Date: July 1, 2022 End of Enrollment Date: August 31, 2022


First Deduction Date: September 20, 2022 Policy Issue Date: October 1, 2022


Payroll Frequency: Weekly Bi-weekly X Semi-monthly Monthly Other


Form: 18M065 PureLifePlus2018-C4AAB5ND9DS R06/21
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semi-monthly p r em i um s


PureLife-plus — Standard Risk Table Premiums — Non-Tobacco — Express Issue
GUARANTEED


Semi-Monthly Premiums for Life Insurance Face Amounts Shown PERIOD


Age to Which


Issue Coverage is


Age Guaranteed at


Issue $10,000 $15,000 $25,000 $40,000 $50,000 $75,000 $100,000 $125,000 $150,000 Table Premium


15D-1 4.63 81


2-4 4.75 80


5-8 4.88 79


9-10 5.00 79


11-16 5.13 77


17-20 5.13 7.53 9.13 13.13 17.13 21.13 25.13 75


21-22 5.25 7.73 9.38 13.50 17.63 21.75 25.88 74


23 5.38 7.93 9.63 13.88 18.13 22.38 26.63 75


24-25 5.50 8.13 9.88 14.25 18.63 23.00 27.38 74


26 5.75 8.53 10.38 15.00 19.63 24.25 28.88 75


27-28 5.88 8.73 10.63 15.38 20.13 24.88 29.63 74


29 6.00 8.93 10.88 15.75 20.63 25.50 30.38 74


30-31 6.13 9.13 11.13 16.13 21.13 26.13 31.13 73


32 6.50 9.73 11.88 17.25 22.63 28.00 33.38 74


33 6.75 10.13 12.38 18.00 23.63 29.25 34.88 74


34 7.13 10.73 13.13 19.13 25.13 31.13 37.13 75


35 5.03 7.63 11.53 14.13 20.63 27.13 33.63 40.13 76


36 5.18 7.88 11.93 14.63 21.38 28.13 34.88 41.63 76


37 5.40 8.25 12.53 15.38 22.50 29.63 36.75 43.88 77


38 5.63 8.63 13.13 16.13 23.63 31.13 38.63 46.13 77


39 6.00 9.25 14.13 17.38 25.50 33.63 41.75 49.88 78


40 4.63 6.38 9.88 15.13 18.63 27.38 36.13 44.88 53.63 79


41 4.98 6.90 10.75 16.53 20.38 30.00 39.63 49.25 58.88 80


42 5.38 7.50 11.75 18.13 22.38 33.00 43.63 54.25 64.88 81


43 5.73 8.03 12.63 19.53 24.13 35.63 47.13 58.63 70.13 82


44 6.08 8.55 13.50 20.93 25.88 38.25 50.63 63.00 75.38 83


45 6.43 9.08 14.38 22.33 27.63 40.88 54.13 67.38 80.63 83


46 6.83 9.68 15.38 23.93 29.63 43.88 58.13 72.38 86.63 84


47 7.18 10.20 16.25 25.33 31.38 46.50 61.63 76.75 91.88 84


48 7.53 10.73 17.13 26.73 33.13 49.13 65.13 81.13 97.13 85


49 7.98 11.40 18.25 28.53 35.38 52.50 69.63 86.75 103.88 85


50 8.48 12.15 19.50 30.53 37.88 56.25 86


51 9.08 13.05 21.00 32.93 40.88 60.75 87


52 9.73 14.03 22.63 35.53 44.13 65.63 88


53 10.23 14.78 23.88 37.53 46.63 69.38 88


54 10.73 15.53 25.13 39.53 49.13 73.13 88


55 11.28 16.35 26.50 41.73 51.88 77.25 89


56 11.78 17.10 27.75 43.73 54.38 81.00 89


57 12.38 18.00 29.25 46.13 57.38 85.50 89


58 12.93 18.83 30.63 48.33 60.13 89.63 89


59 13.53 19.73 32.13 50.73 63.13 94.13 89


60 14.28 20.85 34.00 53.73 66.88 99.75 90


61 14.93 21.83 35.63 56.33 70.13 104.63 90


62 15.73 23.03 37.63 59.53 74.13 110.63 90


63 16.53 24.23 39.63 62.73 78.13 116.63 90


64 17.38 25.50 41.75 66.13 82.38 123.00 90


65 18.33 26.93 44.13 69.93 87.13 130.13 90


66 19.38 90


67 20.53 91


68 21.78 91


69 23.03 91


70 24.33 91


PureLife-plus is permanent life insurance to Attained Age 121 that can never be cancelled as long as you pay the necessary premiums. After the


Guaranteed Period, the premiums can be lower, the same, or higher than the Table Premium. See the brochure under ”Permanent Coverage”.


PureLifePlus2018-C4AAB5ND9DS
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semi-monthly p r em i um s


PureLife-plus — Standard Risk Table Premiums — Tobacco — Express Issue
GUARANTEED


Semi-Monthly Premiums for Life Insurance Face Amounts Shown PERIOD


Age to Which


Issue Coverage is


Age Guaranteed at


Issue $10,000 $15,000 $25,000 $40,000 $50,000 $75,000 $100,000 $125,000 $150,000 Table Premium


15D-1 81


2-4 80


5-8 79


9-10 79


11-16 77


17-20 7.63 11.53 14.13 20.63 27.13 33.63 40.13 71


21-22 8.00 12.13 14.88 21.75 28.63 35.50 42.38 71


23 8.38 12.73 15.63 22.88 30.13 37.38 44.63 72


24-25 8.63 13.13 16.13 23.63 31.13 38.63 46.13 71


26 8.88 13.53 16.63 24.38 32.13 39.88 47.63 72


27-28 9.13 13.93 17.13 25.13 33.13 41.13 49.13 71


29 9.25 14.13 17.38 25.50 33.63 41.75 49.88 71


30-31 10.50 16.13 19.88 29.25 38.63 48.00 57.38 72


32 10.88 16.73 20.63 30.38 40.13 49.88 59.63 72


33 11.00 16.93 20.88 30.75 40.63 50.50 60.38 72


34 11.13 17.13 21.13 31.13 41.13 51.13 61.13 71


35 7.65 12.00 18.53 22.88 33.75 44.63 55.50 66.38 72


36 7.88 12.38 19.13 23.63 34.88 46.13 57.38 68.63 72


37 8.40 13.25 20.53 25.38 37.50 49.63 61.75 73.88 73


38 8.63 13.63 21.13 26.13 38.63 51.13 63.63 76.13 73


39 9.23 14.63 22.73 28.13 41.63 55.13 68.63 82.13 74


40 7.08 10.05 16.00 24.93 30.88 45.75 60.63 75.50 90.38 76


41 7.53 10.73 17.13 26.73 33.13 49.13 65.13 81.13 97.13 77


42 8.08 11.55 18.50 28.93 35.88 53.25 70.63 88.00 105.38 78


43 8.78 12.60 20.25 31.73 39.38 58.50 77.63 96.75 115.88 80


44 9.13 13.13 21.13 33.13 41.13 61.13 81.13 101.13 121.13 80


45 9.63 13.88 22.38 35.13 43.63 64.88 86.13 107.38 128.63 81


46 10.03 14.48 23.38 36.73 45.63 67.88 90.13 112.38 134.63 81


47 10.53 15.23 24.63 38.73 48.13 71.63 95.13 118.63 142.13 82


48 10.98 15.90 25.75 40.53 50.38 75.00 99.63 124.25 148.88 82


49 11.63 16.88 27.38 43.13 53.63 79.88 106.13 132.38 158.63 83


50 12.18 17.70 28.75 45.33 56.38 84.00 83


51 12.73 18.53 30.13 47.53 59.13 88.13 83


52 13.53 19.73 32.13 50.73 63.13 94.13 84


53 14.23 20.78 33.88 53.53 66.63 99.38 85


54 14.88 21.75 35.50 56.13 69.88 104.25 85


55 15.58 22.80 37.25 58.93 73.38 109.50 85


56 16.38 24.00 39.25 62.13 77.38 115.50 85


57 17.18 25.20 41.25 65.33 81.38 121.50 86


58 18.03 26.48 43.38 68.73 85.63 127.88 86


59 18.88 27.75 45.50 72.13 89.88 134.25 86


60 19.78 29.10 47.75 75.73 94.38 141.00 86


61 20.93 30.83 50.63 80.33 100.13 149.63 86


62 22.03 32.48 53.38 84.73 105.63 157.88 87


63 23.13 34.13 56.13 89.13 111.13 166.13 87


64 24.23 35.78 58.88 93.53 116.63 174.38 87


65 25.43 37.58 61.88 98.33 122.63 183.38 87


66 26.73 88


67 28.13 88


68 29.58 88


69 31.13 88


70 32.78 89


PureLife-plus is permanent life insurance to Attained Age 121 that can never be cancelled as long as you pay the necessary premiums. After the


Guaranteed Period, the premiums can be lower, the same, or higher than the Table Premium. See the brochure under ”Permanent Coverage”.


PureLifePlus2018-C4AAB5ND9DS
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ONALASKA ISD - SCHOOL MEC PLAN 
This is a benefit guide only.  Please refer to your Plan Document or Summary Plan Description (SPD) for further details on the 


benefits offered and any exclusions or limitations. This Plan is not subject to pre-existing limitations or exclusions. 


COVERED SERVICES ALL PROVIDERS 
Deductible Not Applicable 


Coinsurance 100% 


Maximum Out-of-Pocket 
(Includes Deductible, Coinsurance & Copays) 
Individual 
Family 


 
 


$6,850 
$13,700 


Lifetime Maximum Benefit (All Medical Benefits) Unlimited 


COVERED SERVICES ALL PROVIDERS 


Subject to Plan exclusions & limitations, the Allowable Amount for Providers is based on a limited fee schedule. 


Medical Home – MyMD Select 
Multiple Co-pays may apply 
In-Office/Worksite/Facility Visit 
At Home Visit 
In Office Testing/surgery/routine bloodwork 
Injections/General Screenings 
In Office Imaging (excludes MRI’s, CT Scans & PET Scans 
Preventive Screening & Testing 
 


 
$20 Copay 
$50 Copay 
$35 Copay 
$10 Copay 


Covered at 100% 
Covered at 100% 


To access Medical Home benefits, contact MyMDSelect at (936)-205-9922.  
For patient assistance prior to a surgical procedure, testing, or inpatient stay contact MyMDSelect.  


You may also refer to our website at www.mymdselect.com 


Physician’s Office Visit 
Includes all related services performed plus allergy testing and treatment, 
x-rays and laboratory tests. 
Excludes in-office Surgery 


$50 Copay, then covered at 100% 
(Subject to the Plan Allowable Amount) 


Preventive Care 
(Includes screenings, counseling, immunizations, birth control and other 
preventive care services) 
For additional information, see the Preventive Care Services section of the 
Plan Document or https://www.healthcare.gov/coverage/preventive-care-
benefits/ 


Covered at 100% 
(Subject to the Plan Allowable Amount) 


Specialist’s Office Visit 
Includes all related services performed plus allergy testing and treatment, 
x-rays and laboratory tests. 
Excludes in-office Surgery 


$50 Copay, then covered at 100% 
(Subject to the Plan Allowable Amount) 


Convenience Care Clinic 
Charges must be on the same bill as the visit charges and incurred at the 
same time as the visit 


$50 Copay, then covered at 100% 
(Subject to the Plan Allowable Amount) 


Urgent Care Clinic & Physician Services 
Hospital and Freestanding Facility 


$75 Copay, then covered at 100% 
(Subject to the Plan Allowable Amount) 


Laboratory and/or Radiology 
Freestanding Facility Only 
Excludes Emergency Room 
Excludes MRIs, CT & PET Scans 


$50 Copay, then covered at 100% 
(Subject to the Plan Allowable Amount) 


All Other Services 
Unless otherwise specified in the Plan Document 


Not Covered 


PRESCRIPTION DRUG SERVICES 


Generic Drugs $20 Copay for a 30-Day Supply 


Brand Name Drugs / Specialty Drugs 
Not Covered 


(Discounted Pricing applies) 


Preventive Drugs and Contraceptives $0 Copay 
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ELIGIBILITY REQUIREMENTS FOR ENROLLMENT IN MEDICAL PLAN OPTION: 


 
ELIGIBLE EMPLOYEES 
All Employees that work at least 10 hours per week are eligible for coverage on the 1st day of the month following or coinciding with 
date of hire. 


 


 
WHO TO CALL FOR QUESTIONS 
90 Degree Benefits - Houston Our benefit program will be fully administered by Entrust, a professional contract administration firm.  
To assure quality service and communications, 90 Degree Benefits - Houston will be handling all claims and benefit questions.  Claim 
forms, envelopes and instructions for filing claims will be made available in our office; however, you will be responsible for filing your 
own claims directly with 90 Degree Benefits – Houston.  Most providers will send claims directly to 90 Degree Benefits - Houston; 
however, this depends entirely on the physician you choose.  Please make sure you keep a photocopy of your bills before mailing them 
to 90 Degree Benefits – Houston in the unlikely event they are lost in the mail.  You may contact 90 Degree Benefits - Houston at: 


 


 


  


MONTHLY COST TO PARTICIPATE 
MEDICAL PLAN A 


1 Adult: $164.00 


2 Adults: $316.00 


(Child)ren Only: $134.00 


(Child)ren & 1 Adult: $296.00 


(Child)ren & 2 Adults: $423.00 


ONALASKA ISD 


Plan A - SCHOOL MEC  


Minimum Essential Coverage 
 


22322 Grand Corner Dr., Ste. 200 
Katy, TX  77494 
In Corpus Christi: (361) 814-7878 
In Houston: (281) 368-7878 
Toll Free: (800) 436-8787 
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Go to: 
www.90DegreeBenefits.com 


 


• Click on “Member Login” 


• Register an account  


• Download the Mobile App 


• View ID Cards 


• Check your Claims 


• See your Plan Document 


• View your coverage and Benefits 


• Extra Plan Services 


• Ask a Question 
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Your health benefits plan is going paperless with 
electronic EOBs in 2022!


Each time you visit a physician or facility for care and file a claim, 
an Explanation of Benefits (EOB) is created. The EOB describes 
how your claim was processed to show how much your health 
insurance paid and how much you may be responsible for. 


Paperless EOBs


In the past, you would receive a paper EOB each time you 
filed a claim. As your health plan administrator, we care deeply 
about the environmental impact we’re making that could 
affect your overall health. Beginning March1, 2022, we are 
transitioning to fully electronic EOBs.


As a member, you are already enrolled in paperless EOBs 
and can access your electronic EOBs after filing a claim by 
logging into your 90 Degree Benefits member portal at 
https://www.90degreebenefits.com/members.php.


90DegreeBenefits.com


1. From the portal
home page, click
“Claims” in the
navigation menu to
expand your claims
options.


2. Then click
“Claims”
from the drop
down menu.


3. Your electronic
EOBs can be
found in the
“Processed
Claims”
section of
the screen.


4. To download your
EOB, simply locate
the corresponding
claim and select
the blue “EOB”
button.


5. A copy of your
EOB will be
downloaded for
you to view.


<STREET ADDRESS>
<CITY, STATE ZIP>
<PHONE>


FORWARDING SERVICE REQUESTED


<000 STREET ADDRESS>
<CITY NAME, STATE 00000>


2020072B07
J3D6


1084 8434


PAGE 1 OF 3 J3D6 [15,820] 10F3


CUSTOMER SERVICE


Group Number:
Group:


Date: 


Claim#: <N1234>
Patient: <Name>


If you have any questions please 
call customer service at


XXX-XXX-XXXX


<XXXX>
<Information>
<07/20/20>


<EF> <EF Description> <AB> <AB Description> 
<CD> <CD Description>


$0.00


Explanation Of Benefits


Payment  
Amount


Column Totals


Patient’s Responsibility: Other Credits or Adjustments 
 


Total Net Payment


Provider: <Name>
Patient#: <N1234>


Service Code Description Reason Code Description


Paid  
At


Balance  
Amount


Co-pay 
Amount


Deductible 
Amount


Covered by 
Plan


Plan Allowable 
Adjustment


Reason 
Code


Ineligible 
Amount


Total 
Charge


$0.00 $0.00 $0.00


$0.00


$0.00


$0.00


$0.00 $0.00 $0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


80%


80%


80%


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00 $0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


$0.00


Service 
Code


<EF> CD


CD


CD


<EF>


<EF>


Procedure 
 Code


<12345>


<12345>


<12345>


Dates of Service


<Date>


<Date>


<Date>


This document may serve as notice of an adverse benefit determination. We may have declined to provide benefits, in whole or in part, for the treatment or service de-
scribed below. If you think this determination was made in error, you have the right to appeal (see information about your appeal rights)


Viewing an Electronic EOB


Viewing your paperless EOB is 
quick and easy! After logging into 
your 90 Degree Benefits member 
portal, follow the steps below to 
access your EOB.


Going Green
with Electronic EOBs


If you wish to continue receiving paper EOBs in the mail in 2022, 
you will have to opt-out of paperless EOBs in your member portal 
by clicking “Go Paperless EOB” from the navigation menu.


If you have any questions about paperless EOBs starting in March 
2022, please contact your Account Manager.
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90DegreeBenefits.com


Member Portal 
Quick Start Guide


Member Portal Instructions
Registration
1.	 Visit your Member Portal at  


https://portal.90degreebenefits.com


2.	 In the upper right corner of the Member Portal home 
screen, click the Register Now button. 
 


	      
Register Now


3.	 Fill out the Registration Form and click Submit. Your 
ID Number is printed on your Health Insurance 
Member ID Card. 


Logging In
Once you have registered for the Member Portal, you may 
use your user name and password to log in. Log in to your 
Member Portal at https://portal.90degreebenefits.com


Stay Connected On the Go
Use your mobile device to access the 
same great health plan and wellness 
features of your Member Portal!


Look for the hciactive.my90db 
mobile app in the Apple App Store 


and Google Play Store.


90 Degree Benefits would like to welcome you to your new 
member portal. Effective 2/28/22 your benefits information 
will no longer be available in the Enformed Member Portal 
and will transition to your new 90 Degree Benefits Member 
Portal on 3/1/2022.


Welcome to your new member portal!
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1.800.530.8666
www.1800MD.com


SAVES MONEY


Looking for care that fits your schedule? 1.800MD offers reliable, quality health care at your fingertips with a  
remarkable reputation.


1.800MD is a fast, convenient alternative to waiting days for an appointment or spending hours sitting in the 
doctor’s office, urgent care or ER. Whether it is 2 a.m. from your toddler’s room or 7 p.m. from your business 
trip destination, our telehealth solutions save you time and money while providing peace of mind.  


Visits to the emergency room 
or urgent care are costly prices 
to pay when many visits can be 
handled by calling 1.800MD. As 
a low-cost alternative 1.800MD  
physicians treat many common  
conditions via phone or video 
consultations, reducing un-
necessary doctor’s visits and 
saving you money.


OVERVIEW 


CONVENIENCE AND 
QUALITY CARE


With more than a decade of 
experience, 1.800MD provides 
individuals, families, employers 
and groups with best of class 
medical care 24/7/365.  
Available any time day or night, 
our board-certified physicians 
are equipped to diagnose, 
recommend treatment and 
prescribe medications while in 
the comfort of your home, office 
or business trip destination.  


SUPPORT


Independently owned,  
1.800MD focuses on customer  
satisfaction. Our member 
service representatives are 
available any time to assist you 
or answer any questions you 
may have.


CUTTING EDGE 
TECHNOLOGY


1.800MD’s website and mobile 
app are extensions of our 
customer service commitment. 
They provide consumers with 
access to fast, convenient  
access to health care. Individual 
secure member portals contain 
information and tools to help 
make informed health  
care decisions.


WHY CHOOSE 1.800MD?


QUALITY CARE WHEN YOU NEED IT MOST


1. ACTIVATE ACCOUNT
Activate your account online at www.1800md.com or by calling 1.800.530.8666. Once activated, you will 
need to setup your member profile and complete your electronic health record.


HOW DOES 
IT WORK?


2. REQUEST A CONSULT
Login to your account online or call member services at 1.800.530.8666 to request a consult anytime 24/7.


3. RECEIVE CARE
Receive diagnosis and treatment, giving you quality care and peace of mind where ever you are.


Call 1.800.530.8666 or visit www.1800MD.com 
to secure convenient care anywhere. 


ONALASKA ISD GROUP #- 1800MD239 Member #- is the employees social 
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 Eyetopia 180/300H (Gold)                                     
TAFG Block Summary of Benefits  


                    For more information, please contact customer service at (830) 964-6444 or toll free 800-662-8264              


Support@Eyetopia.org or www.Eyetopia.org  


 


Eyetopia Benefits  


Eyetopia provides two vision benefits each eligibility period. You may have the opportunity to maximize your Eyetopia benefits by coordinating 
benefits with your Health Insurance coverage. 


BENEFIT ONE 2 (choose either one of the following 2 options every 12 months): Allowance Co-pay1 


1. Refractive Exam. One routine vision exam. N/A $5.00 


2. Coverage toward medical eye exam co-pay or other services or materials. 2  $65.00 None 


BENEFIT TWO (choose only 1 of the following Vision Correction Options) Eyetopia provides you with 3 options for correcting your vision 
every 12 months. 3 


1. Prescription Lenses 3,4 
Single Vision, Bi-focal or Tri-focal lenses 


Allowance 


Covered 
Co-pay1 


None 


 Progressive (no line multifocal) lenses that retail for up to $219. Covered None 


 Progressive (no line multifocal) lenses that retail for more than $219. $200.00 None 


 Lens Materials: polycarbonate, Trivex, 1.60 or 1.67 index plastic.    Covered None 


 Basic Coating (ultraviolet protection and scratch resistant coating)  Covered None 


 Mid-Level Anti-Reflective Coatings that retail up to $99. Covered None 


 Premium Anti-Reflective Coatings that retail for $100 or more. $60.00 None 


 Premium blue light blocking lenses or premium blue light blocking anti-reflective coating. N/A $50.00 


 Tint (Solid and Gradient) N/A $12.00 


 Photochromic or polarized lens upgrade  N/A $90.00 


 Medically necessary spectacles for Aniseikonia or Amblyopia.5 $400.00 None 


 Non-Prescription Gaming/Computer (Anti-Fatigue) lenses (limited materials). Covered None 


 Frame: The member may select any frame on display and is responsible for any amount exceeding the allowance. $180.00 None 


2. Contact Lens Option in lieu of spectacles. Allowance to be applied toward prescription contact lenses. 
    ♦ This allowance can be applied toward the contact lens fitting fee and all other charges including follow-up visits 


and contact lenses.6 


 
$300.00 


 
None 


 


       ♦ Medically necessary contact lenses - $300.00 evaluation allowance and $400.00 contact lens allowance.7 $700.00 None 


3. Refractive Surgery Option8 in lieu of spectacles or contact lenses.  A $500.00 per eye allowance with contracted 
surgeons or a $150.00 per eye allowance with non-contracted surgeons toward the fees for refractive surgery care 
for the following procedures: LASIK, PRK, ICL or RLE. The member pays any amount exceeding the per eye 
allowance. 


 


$500/eye 
$150/eye 


 
None 


4. Hearing Aid Option. 9 If you do not use any of the other Materials options you can elect to apply your benefit 
toward hearing aids. Current year is a maximum benefit of $750.00 toward one or both hearing aids. If not used in 
year 1, the benefit increases to $1,600.00 in year 2.  If not used in Year 2 or Year 1, the benefit increases to 
$2,550.00 for Year 3. 


 
See full 


summary 


 
None 


 


1 The co-pay must be paid to the Participating Provider at the time of service. 
2 When Health Insurance Carriers offer a comprehensive medical eye exam it creates an overlap in benefits for Eyetopia Members. If this occurs, the Member may 


choose another option under Benefit One as described, no co-pay is required to exercise these other options. 
3 If your prescription has changed at least ½ diopter or your eye doctor recommends a change of lenses, you may select one of three vision correction options every 


12 months. 


4 Special Lens Materials and Non-covered Items: Ultra-light, premium PALs, rush service, service agreements, other special lens materials, oversize, other 
extras and any items not specifically mentioned above may be substituted provided the Member pays any amount exceeding the price of the covered benefit 
and the Participating Provider’s usual and customary fees for the upgrade at the time of service. 


5 The Shaw Lens coverage includes a premium anti-reflective coating and an upgraded lens material.    
6 If the contact lens evaluation, fitting or dispensing service is performed and the Member decides to use their benefit toward an alternative vision correction 


option, the Member must pay the cost of the contact lens evaluation, fitting or dispensing service before another vision correction benefit option can be 


used. 
7 Total maximum benefit allowance is $700.00. The Participating Provider must pre-authorize medical necessity. 
8 Non-covered Items and Exclusions – Facility fees, surgical procedures, medications and enhancements or treatments related to medical procedures. 
9 To access your hearing aid benefit, you must call Your Hearing Network at 888-284-8133 for an initial consult. You have access to five levels of hearing aid 


technology: Standard, Value, Mid-Level, Advanced and Premium. Your out-of-pocket costs will vary based on your choice of hearing aid and your total available 
allowance.      


Exclusions & Limitations 
Included Services and/or Eye Wear.  Only those 
professional vision care services and/or vision correction 
options specifically referenced herein are included in the 
Eyetopia plan.  In-Network coverage is available through 
Participating Providers. Out of network services are not 
covered. 


Additional Professional Services and/or Vision Corrections.  The member 
may select professional services and/or vision correction items not 
specifically referenced as included in Eyetopia. However, these services 
and/or items are the member’s responsibility at the Participating Provider’s 
(U&C) charge, payable at the time of service or of ordering. 


Emp - $20 
E+1 - $37 


E+Ch - $44 


Fam - $52 
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 Eyetopia 120/145 Standard 
TAFG Block Summary of Benefits  


                    For more information please contact customer service at (830) 964-6444 or toll free 800-662-8264              


Support@Eyetopia.org or www.Eyetopia.org  


 Find us on Facebook.com/eyetopiavision 


 


Eyetopia Benefits  


Eyetopia provides two vision benefits each eligibility period. You may have the opportunity to maximize your Eyetopia benefits 
by coordinating benefits with your Health Insurance coverage. 


BENEFIT ONE 2 (choose either one of the following 2 options every 12 months):  Allowance Co-pay1 


1. Refractive Exam. One routine Vision Exam. N/A $10.00 


2. Coverage towards a medical eye exam copay or other services or materials. 2 $45.00 None 


BENEFIT TWO (choose only 1 of the following Vision Correction Options):  Eyetopia provides you with 3 options for correcting your vision 
every 12 months.3 


1. Prescription Lenses 4 
CR-39 plastic single vision, bifocal, trifocal lenses. 


Allowance 


N/A 
Co-pay1 


$20.00 


 CR-39 plastic Progressive (no-line multi-focal) lenses that retail for up to $199.   N/A $20.00 


 CR-39 plastic Progressive (no-line multi-focal) lenses that retail for more than $199.       $200.00 $20.00 


 Polycarbonate material upgrade N/A $25.00 


 Polycarbonate material upgrade for child dependents (under age 26) Covered None 


 Basic Coating (Ultraviolet Protection & Scratch Resistant Coating) Covered None 


 Mid-Level Anti-Reflective Coatings that retail up to $99.  Covered None 


 Premium Anti-Reflective Coatings that retail for $100 or more copay not to exceed:  N/A $130.00 


 Premium blue light blocking lenses or premium blue light blocking anti-reflective coating. N/A $105.00 


 Tint (Solid or Gradient) N/A $12.00 


 Photochromatic or Polarized Lenses N/A $90.00 


 Medically necessary spectacles for Aniseikonia or Amblyopia.5 $400.00 None 


 Non-Prescription Gaming/Computer (Anti-Fatigue) lenses (limited materials). Covered None 


♦ Frame: The member may select any frame on display and is responsible for any amount exceeding the allowance. $120 None 


2. Contact Lens Option: In lieu of spectacles. Allowance to be applied toward prescription contact lenses.    
♦ This allowance can be applied toward the contact lens fitting fee and all other charges including follow-up visits 
and contact lenses.6 


 
$145.00 


 
$20.00 


♦ Medically necessary contact lenses - $145.00 evaluation allowance and $400.00 contact lens allowance.7  $545.00 None 


3. Refractive Surgery Option. 8 In lieu of spectacles or contact lenses. A $350.00 per eye allowance with 
contracted surgeons or a $75.00 per eye allowance with non-contracted surgeons toward the fees for refractive 
surgery care for the following procedures: LASIK, PRK, ICL or RLE. The member pays any amount exceeding the 


per eye allowance. 


 
$350/eye 
$75/eye 


 
 


None 


 


1   The co-pay must be paid to the Participating Provider at the time of service. 


2    When Health Insurance Carriers offer a comprehensive medical eye exam it creates an overlap in benefits for Eyetopia Members. If this occurs, the Member may 


choose another option under Benefit One as described, no co-pay is required to exercise these other options.  
3    If your prescription has changed at least ½ diopter or your eye doctor recommends a change of lenses, you may select one of three vision correction options 


every 12 months. 


4     Special Lens Materials and Non-covered Items: Ultra-light, premium PALs, rush service, service agreements, other special lens materials, oversize, other extras 


and any items not specifically mentioned above may be substituted provided the Member pays any amount exceeding the price of the covered benefit and the 
Participating Provider’s usual and customary fees for the upgrade at the time of service. 


5    The Shaw Lens coverage includes a premium anti-reflective coating and an upgraded lens material.  
6    If the contact lens evaluation, fitting or dispensing service is performed and the Member decides to use their benefit toward an alternative vision correction 


option, the Member must pay the cost of the contact lens evaluation, fitting or dispensing service before another vision correction benefit option can be used. 
7   Total maximum benefit allowance is $545.00. The Participating Provider must pre-authorize medical necessity. 
8    Non-covered Items and Exclusions – Facility fees, surgical procedures, medications and enhancements or treatments related to medical procedures.  
 


 


Exclusions & Limitations 
Included Services and/or Eye Wear.  Only those 
professional vision care services and/or vision correction 
options specifically referenced herein are included in the 
Eyetopia. 
 


In-Network coverage is available through Participating 
Providers. Out of network services are not covered. 


Additional Professional Services and/or Vision Corrections.  The 
member may select professional services and/or vision correction items not 
specifically referenced as included in Eyetopia. However, these services 
and/or items are the member’s responsibility at the Participating Provider’s 
(U&C) charge, payable at the time of service or of ordering. 


 


Emp - $10 
E+1 - $17 


E+Ch - $20 


Fam - $24 
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Life insurance is an important part of your employee benefits  
package. Chubb Term Life and Accidental Death and Dismemberment 
(AD&D) insurance provides the protection your family needs if 
something were to happen to you. Your family can receive cash  
benefits paid directly to them that they can use to help cover  
expenses like mortgage payments, credit card debt, childcare,  
college tuition and other household expenses.


Benefit Summary


Additional Plan Benefits


   |   Workplace Benefits 


Voluntary Term Life and AD&D Insurance is made available for purchase by you and your family. Employees must be actively at work 
for at least 15 hours per week. 


Life Insurance/AD&D


For You


Life/AD&D: Up to 5x your salary to a maximum of $500,000  
in $10,000 increments


For Your Spouse


Life/AD&D: Up to $500,000 in increments of $5,000


For Your Dependent Children


Life/AD&D: Live birth to 6 months –  $5,000; 6 months to  
age 26 – the lesser of 100% of your amount or $10,000 in  
increments of $5,000 


Reduction Schedule


None


Guaranteed Issue


Employee: $250,000


Spouse: $50,000


Child: $10,000


Newly eligible employees and dependents: You and your eligible 
dependents may elect coverage up to the guaranteed issue amounts 
without answering health questions. Elections over the guaranteed 
issue amounts will require medical underwriting.


Current employees: At subsequent annual enrollments if you or 
your eligible dependents are currently enrolled in the plan, you may 
increase your coverage up to the guaranteed issue amounts without 
answering health questions. All amounts over the guaranteed issue 
will require medical underwriting.


*�Please note that if you or your dependents did not elect coverage when 
first eligible, then you are considered a late entrant. Late entrants will be 
medically underwritten and will have to answer health questions for any 
amount of coverage elected.


Educator 
Group Term 
Life Insurance


Onalaska ISD


AD&D Covered Losses and Benefits The AD&D plan provides additional protection for you and your dependents in the 
event of an accidental bodily injury resulting in death or dismemberment. In addition 
to standard dismemberment coverage, the following benefit provisions are included:


•	Child Care Expense Benefit –  5% of AD&D Benefit up to $3,000 per year for 4 
consecutive years; maximum lifetime benefit: $12,000


•	Child Education Expense Benefit – 6% of AD&D Benefit up to $6,000 per year  
for a maximum of 4 payments across 6 years; maximum lifetime benefit: $24,000


•	Coma Benefit – 1% of AD&D Benefit per month for up to 100 months


•	Common Carrier Benefit
•	Exposure and Disappearance Benefit 
•	Repatriation Expense Benefit – up to $5,000


•	Seatbelt Benefit – 10% of AD&D benefit up to $25,000


•	Air Bag Benefit – 5% of AD&D benefit up to $5,000


Accelerated Death Benefit for Terminal Illness 50% of Death Benefit up to $500,000   
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Definitions and Provisions


Portability You can elect portable coverage, at group rates, if you terminate employment, reduce hours or retire from the employer.  


Conversion When your group coverage ends, you may convert your coverage to an individual life policy without providing evidence 
of insurability. 


Monthly Costs for Voluntary Term Life/AD&D Insurance
You have the option to purchase Supplemental Term life Insurance. Listed below are the monthly rates.


Age Band
Employee Monthly Life/AD&D 
Rate per $10,000


Spouse Monthly Life/AD&D  
Rate per $5,000


Child Life/AD&D monthly rate  
is $0.91 for $5,000 and $1.82  
for $10,000. One premium covers 
all children.


<25 $0.80 $0.40


25-29 $0.80 $0.40


30-34 $0.90 $0.45


35-39 $1.00 $0.50


40-44 $1.50 $0.75


45-49 $2.00 $1.00


50-54 $3.30 $1.65


55-59 $5.40 $2.70


60-64 $8.20 $4.10


65-69 $13.60 $6.80


70-74 $21.49 $10.75


75-79 $21.49 $10.75


80+ $21.49 $10.75


*�Please refer to your Certificate of Insurance at https://www.mybenefitshub.com/onalaskaisd for  
a complete listing of available benefits, limitations and exclusions. Underwritten by ACE Property  
& Casualty Company, a Chubb company. CWB-VL-OKISD-24


Term Life Exclusions* AD&D Exclusions*
No benefits will be paid for losses that are caused by, 
contributed to, or result from: 1) suicide, while sane or  
insane, occurring within 24 months after a Covered Person’s 
initial effective date of coverage; and 2) suicide, while sane  
or insane, occurring within two years after the date any 
increases in or additional coverage applied for becomes  
effective for a Covered Person. 


No benefits will be paid for any loss caused or contributed  
to by: 1) attempted suicide; 2) intentionally self-inflicted  
harm; 3) war; 4) active participation in a riot, insurrection,  
or terrorist activity; 5) committing or attempting to commit  
a felony; 6) voluntary intake or use by any means of any  
drug, unless taken in accordance with instructions; 7) any  
poison, gas or fumes, unless a direct result of an occupational 
accident; 8) being intoxicated; 9) participation in an illegal 
occupation/activity.
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Upon retirement of termination of employment, you may be eligible to continue some of your insurance coverages through 
COBRA, Portability and/or Conversion.  Here is a brief definition of each:  


COBRA 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) is a federal law that allows eligible employees to continue health 
insurance coverage for a period of time after termination of employment.  COBRA allows former employees, retirees, spouses, and 
dependent children to retain the same health insurance coverage at group rates that otherwise would be lost with the job. 


While these individuals will likely pay more for health insurance coverage through COBRA than they would have as an employee, 
COBRA coverage is typically less expensive than an individual health insurance plan would be.  You should receive information 
about your COBRA rights within 14 days of your end of employment.  You have up to 60 days to elect or decline COBRA coverage. 


The following chart shows the maximum period for which continuation coverage must be offered for the specific qualifying event 
reasons: 


PORTABILITY 
Portability allows eligible insured employees to “port” or continue the group insurance coverage that was in force when 
employment ends. Depending on the policy, ported coverage may continue at the same rates or your premiums may change to a 
ported class.  With portability, you continue to have group policy at the same level of coverage that was in force prior to your 
employment termination.  Some restrictions or limitations may apply, please refer to your policy.   


Please note that you must complete an application for Portability within 30 days of your employment end date. 


CONVERSION 
Conversion transitions your group coverage into an individual policy. You can keep the same level of coverage as you had in force 
prior to employment ending or you may choose to reduce your level of coverage.  Depending on the product, the conversion 
coverage may be a different form of insurance, especially with life insurance.  Conversion premiums are typically higher than your 
group coverage, but conversion gives you ownership of the policy. Some restrictions or limitations may apply, please refer to your 
policy. 


Please note that you must complete an application for Conversion within 30 days of your employment end date. 


Qualifying Event Qualified Beneficiaries Maximum Period of Coverage 
Continuation 


Termination (except gross misconduct) or 
reduction in hours of employment 


Employee, Spouse, Dependent 
Child 


18 months 


Divorce or legal separation Spouse, Dependent Child 36 months 


Death of employee Spouse, Dependent Child 36 months 


Loss of dependent child status under the plan Spouse, Dependent Child 36 months 


Employee enrollment in Medicare Spouse, Dependent Child 36 months 
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COBRA ELIGIBLE BENEFITS: 


Medical -  (TRS Medical) 
Continue medical coverage under the group policy for up to 18 months or longer. After termination with your employer, you will 
receive a COBRA enrollment packet in the mail 2-3 weeks after the termination date. You have 60 days to enroll in this option.  


For eligibility questions with TRS-ActiveCare Medical plans, bSwift by calling 833.682.8972. 
For eligibility questions with Scott and White Medical plans, contact Conexis at 877.722.2667. 


Dental - (GUARDIAN) 
Continue dental coverage under the group policy for up to 18 months or longer. After termination with your employer, you will 
receive a COBRA enrollment packet in the mail 2-3 weeks after the termination date. You have 60 days to enroll in this option. 
For more information, please contact The Advanced Financial Group at 936.634.3378. 


Vision --  (EYETOPIA/ SUPERIOR/GUARDIAN)
Continue vision coverage under the group policy for up to 18 months or longer. After termination with your employer, you will 
receive a COBRA enrollment packet in the mail 2-3 weeks after the termination date. You have 60 days to enroll in this option. 
For more information, please contact The Advanced Financial Group at 936.634.3378. 


BENEFIT PLANS OFFERING PORTABILITY AND/OR CONVERSION: 


Basic Life Insurance - (CHUBB) 
Basic or Employer paid life insurance is available for conversion only. A conversion application and initial premium payment must 
be submitted to the insurance carrier within 30 days of your employment end date.  Conversion forms are located on the districts 
benefit website. For more information, please contact CHUBB at 1.888.499.0425 or call The Advanced Financial Group at 
936.634.3378.   


Voluntary  Group  Term   Life Insurance -- (CHUBB) 
Voluntary Employee, Spouse and Dependent Life insurance are eligible for conversion or portability. A conversion or portability 
application and initial premium payment must be submitted to the insurance carrier within 30 days of your employment end 
date.  Some restrictions may apply, please refer to your policy.  Conversion and Portability information is mailed to each 
employee at termination directly from Chubb. For more information, please contact CHUBB at 1.888.499.0425 or contact The 
Advanced Financial Group at 936.634.3378. 


Accident-- (GUARDIAN) 
The accident coverage for you and your covered dependents are eligible for portability when you leave active employment.  An 
application and initial premium payment must be submitted to the insurance carrier within 30 days of your employment end 
date.  Some restrictions may apply, please refer to your policy. Portability information and forms are located on the districts 
benefit website.  For more information, please contact Guardian at 877.320.0484 or call The Advanced Financial Group at 
936.634.3378. 


Critical Illness/ Hospital Indemnity Insurance -- (CHUBB) 
Your Critical Illness and Hospital Indemnity coverage is eligible for portability when you leave active employment.  A portability 
application and initial premium payment must be submitted to the insurance carrier within 30 days of your employment end date.  
Some restrictions may apply, please refer to your policy.Portability information is mailed to each employee at termination directly 
from Chubb. For more information, please contact CHUBB at 1.888.499.0425 or contact The Advanced Financial Group at 
936.634.3378. 
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Cancer Insurance -- (APL) 
The cancer coverage for you and your covered dependents are eligible for portability when you leave active employment if the 
policy has been in place for more than 12 months.  APL sends notification to the employee with the portability application upon 
your termination of employment. Initial premium payment must be submitted to the insurance carrier within 30 days of your 
employment end date.  Some restrictions may apply, please refer to your policy.  For more information, please contact APL at 
1.800.256.8606. 


Individual/Permanent Life Insurance -- (TEXAS LIFE) 
Since this coverage is an individual policy, you can simply contact the insurance carrier and set up direct premium payment. 
Please contact Texas Life at 1.800.283.9233 or go online to https://www.texaslife.com/PolicyOwner.html .  


Identity Theft Protection – (NORTON LIFELOCK) 
Identity Theft coverage may be continued through a direct billing basis.  A portability flyer is included on the districts benefit site. 
For detailed information, please contact Norton LifeLock at 1.800.607.9174. 


OTHER BENEFIT PLANS AND CONTINUATION OF COVERAGE: 


Health Savings Account – (HSA BANK or NBS) 
Funds with your Health Savings Account will continue to be available after separation from your employer.  Please contact HSA 
BANK at 1.800.357.6246 or National Benefit Services (NBS) at 1.800.274.0503 for details about future HSA deposit options. 


Emergency Medical Transportation -- (MASA) 
Eligible for continuation through direct billing basis by moving to the MASA Platinum Membership.  For detailed information, 
please contact MASA Medical Transport Services at 1.954.334.8261. 


The Advanced Financial Group 
936-634-3378
info@tafgonline.com
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 Copyright © 2022 ComPsych Corporation. All rights reserved. To view the ComPsych HIPAA privacy notice, please go to www.guidanceresources.com/privacy. 
 ComPsych complies with applicable federal civil rights laws and does not discriminate on the basis of race, color, national origin, age, disability or sex.


24/7 Live Assistance:
Call:     844-266-0712
TRS: Dial 711


Online: guidanceresources.com
App: GuidanceNowSM


Web ID:      CHUBB


ComPsych® GuidanceResources® provides you with the tools, resources or expert advice you need.  
See below for the different programs available to you today.


   |   Workplace Benefits 


The program is staffed by ComPsych® highly trained, caring clinicians who are available by phone or online  
24 hours a day, seven days a week.


Call Any Time With Personal Concerns, Including:


Call Any Time for Assistance With Topics, Including:


ComPsych® Attorneys Can Help You With:


Go Online For:


ComPsych® Work-Life Specialists will research your question, and, send you a complete packet of practical  
information, including prescreened referrals, articles on your topic and much more. 


You’ll be connected to a GuidanceConsultantsm who will talk with you about your situation and schedule  
a phone appointment for you with a ComPsych® staff attorney. 


Access your ComPsych® GuidanceResources® services anytime, anywhere from your computer, tablet or smartphone. 


Stress, Anxiety 
and Depression


Marital and  
Family Conflicts


Alcohol or Drug Use Job Pressures Dealing with Change


Finding Child or 
Elder Care


Housing  
Searches


Seeking Financial 
Assistance


Finding  
Pet Care


Sending a Child  
Off to School


  
The Support you Need


Grief and Loss


Planning a Major  
Project or Event


•	 Family law matters, including divorce, custody, child 
	 support and adoption
•	 Bankruptcy and credit issues
•	 Landlord/tenant issues, including eviction and 
	 lease questions


•	 Real estate and foreclosure questions
•	 Immigration concerns
•	 Wills and living wills


•	 Articles, podcasts, videos, slideshows
•	 On-demand trainings, online communities and chat


•	 “Ask a GuidanceConsultantSM”  
	 personal responses to your questions
 


Emotional Support I Your ComPsych® GuidanceResources®  Program Can Help


Work-Life Solutions I Get the Everyday Help You Need


Legal Guidance I Get the Legal Help You Need


Online Support I What you want. When you want it.


Chubb is the marketing name used to refer to subsidiaries of Chubb Limited providing supplemental insurance and related services. Supplemental insurance provided by the following  
U.S. based Chubb underwriting companies: Combined Insurance Company of America (Chicago, IL); in New York, Combined Life Insurance Company of New York (Latham, NY); and  
ACE Property & Casualty Insurance Company. May not be available in all states. ComPsych® is not an affiliate of Chubb, and Chubb does not make any representations or warranties  
concerning the content, accuracy, completeness, or timeliness of ComPsych® services. Chubb does not provide financial or legal advice and advises all users of services to consult their  
own counsel. ComPsych and GuidanceResources are registered trademarks of ComPsych Corporation.
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     ONALASKA I.S.D. WAGE PLAN


DISTRICT STIPENDS


Description:   Amount:


Academic:  Math, Science, & Foreign Language $1,500 **


Athletic Director $5,500


Girls Coordinator $2,500


Band Director $3,000


Baseball_Varsity $5,000


Baseball_JV/Assistant $3,000


Baseball Assist $2,000


Baseball_JH $2,000


Basketball_Varsity $5,000


Basketball_JV/Assistant $3,000


Basketball_JH $2,000


Bookkeeper $1,250


Cheerleading HS $2,250


Cheerleading JH $2,250


Class Sponsor (JR/SR Only) $1,000


Clock Keeper $1,250


Cross Country $3,500


Gate Keeper (for both JH/HS) $1,250


Homebound Services $30/hour


JROTC $2,750


Mentor Teacher $1,500


NHS_HS $1,250


NHS_JH $750


One Act Play $2,250


Softball_Varsity $5,000


Softball_JV or Assistant $3,000


Softball Assist $2,000


Softball_JH $2,000


Student Council_HS $1,250


Student Council_JH $750


Summer Professional Development


Full Day $200


Half Day $100


Summer School_Teacher $200/day


Summer School_Para $100/day


Summer School_Bus Driver $50/day


Team Leader Pay $750


Track $2,500


Track Assist $1,500


Tutorial_Teacher $50/day


Tutorial_Para $25/day


Tutorial_Bus Driver $37.50/day


UIL Coordinator $2,250


UIL ELEM $400


UIL JSHS $400


Vollebyall_Varsity $5,000


Volleyball_JV/Assistant $3,000


Volleyball_JH $2,000


Yearbook_JSHS $3,000


Yearbook_Elem $1,750


**Pro Rated based on % of Day Worked


All supplemental duties are subject to being prorated when duties are not performed in full.


Last Updated: 9/2024








Compensation Laws 


Fair Labor Standards Act (FLSA) 


There are four (4) major provisions of the FLSA: Minimum Wage, Overtime Pay, Child Labor 


and Recordkeeping.  Unless exempt, covered employees must be paid at least the minimum wage 


and not less than one and one-half times their regular rates of pay for overtime hours worked. 


Positions considered exempt for FLSA purposes must meet one of the following exemptions: 


 Executive


 Administrative


 Professional*


 Computer Employees


 Highly Compensated Employees


*The Department of Labor has determined that substitute teachers whose primary responsibility


is teaching the same subjects as the everyday teacher for whom they substitute are exempt under


the FLSA.


Positions typically considered non-exempt for the purposes of the FLSA are noted below: 


 Paraprofessional staff (clerical, aides and technical staff)


 Auxiliary (custodial, maintenance, food service, transportation, security/police, etc.


 Substitute staff for paraprofessionals and auxiliary staff


The district has determined the exempt status of each position and recorded the status on a Job 


Description. Every employee is required to sign a job description each school year. The job 


description serves the function of notifying the employee of their respective job duties and 


responsibilities, but also their status under the FLSA. 


The FLSA requires employers to: 


 pay all covered nonexempt employees, for all hours worked, at least the Federal


Minimum Wage of $7.25 per hour effective July 24, 2009;


 pay at least one and one-half times the employees’ regular rates of pay for all hours


worked over 40 in the workweek;


 comply with the youth employment standards; and


 comply with the recordkeeping requirements


The district has established a minimum hourly rate of $13.48 for all non-exempt regular 
employees and a minimum hourly rate of $10.25 for all non-exempt substitute, temporary 


and seasonal staff. 


Hours Worked 







Covered employees must be paid for all hours worked in a workweek. In general, compensable 


hours worked include all time an employee is on duty or at a prescribed place of work and any 


time that an employee is suffered or permitted to work. This would generally include work 


performed at home, travel time, waiting time, training, and probationary periods. 


The district has established the following workweek for all non-exempt staff (DEAB Local):


Starts Sunday 12:00 am and ends 11:59 pm Saturday


Specific FLSA guidelines include the following [excerpts from FLSA Fact Sheet #22 are denoted 


in italics]: 


Suffered or Permitted to Work: Work not requested but suffered or permitted to be performed 


is work time that must be paid by the district. For example, an employee may voluntarily 


continue to work at the end of a shift to finish an assigned task or to correct errors. The reason is 


immaterial. The hours are work time and are compensable.  


If the supervisor allows or permits the employee to perform the work, the hours are 


compensable. If the employee is not authorized to work, but performs the work anyway, the 


employee shall be paid for compensable work hours, but shall be subject to disciplinary action 


for failure to follow an administrative directive. 


Waiting Time:  Whether waiting time is hours worked under the Act depends upon the 


particular circumstances. The facts may show that the employee was engaged to wait (which is 


work time) or the facts may show that the employee was waiting to be engaged (which is not 


work time).  


If an employee is engaged to wait, such as a bus driver at a field trip, the waiting time shall be 


compensable. The District shall compensate the bus driver at his/her regular rate of pay for all 


driving and wait time hours. 


Rest and Meal Periods: Rest periods of short duration, usually 20 minutes or less, are common 


in industry (and promote the efficiency of the employee) and are customarily paid for as working 


time. These short periods must be counted as hours worked. Unauthorized extensions of 


authorized work breaks need not be counted as hours worked when the employer has expressly 


and unambiguously communicated to the employee that the authorized break may only last for a 


specific length of time, that any extension of the break is contrary to the employer's rules, and 


any extension of the break will be punished. Bona fide meal periods (typically 30 minutes or 


more) generally need not be compensated as work time. The employee must be completely 


relieved from duty for the purpose of eating regular meals. The employee is not relieved if he/she 


is required to perform any duties, whether active or inactive, while eating.  


If a non-exempt employee is not completely relieved from duty [during a non-paid lunch break], 


he/she shall be compensated for the meal period. It shall be the employee’s responsibility to 


notify his/her immediate supervisor in the event that a meal has been missed or they were not 


completely relieved of duty during a meal period. The compensable meal period shall be added 







to the employee’s work hours in the Veritime timekeeping system.


Sleeping Time: An employee who is required to be on duty for less than 24 hours is working 


even though he/she is permitted to sleep or engage in other personal activities when not busy. An 


employee required to be on duty for 24 hours or more may agree with the employer to exclude 


from hours worked bona fide regularly scheduled sleeping periods of not more than 8 hours, 


provided adequate sleeping facilities are furnished by the employer and the employee can 


usually enjoy an uninterrupted night's sleep. No reduction is permitted unless at least 5 hours of 


sleep is taken.  


Although rare, in the event that a non-exempt employee is on duty for more than 24 hours, such 


as a bus driver to an overnight field trip, the employee shall be provided with sleep facilities and 


at least five (5) hours of uninterrupted sleep time. A total of eight (8) sleep hours shall be 


excluded from the employee’s work hours, unless the employee was granted less than eight (8) 


hours. In that event, the actual number of sleep hours shall be excluded from the compensable 


hours. 


Travel time: Attendance at lectures, meetings, training programs and similar activities need not 


be counted as working time only if four criteria are met, namely: it is outside normal hours, it is 


voluntary, not job related, and no other work is concurrently performed.  


Home to work travel: An employee who travels from home before the regular workday and 


returns to his/her home at the end of the workday is engaged in ordinary home to work travel, 


which is not work time. 


Home to Work on a Special One Day Assignment in Another City: An employee who regularly 


works at a fixed location in one city is given a special one day assignment in another city and 


returns home the same day. The time spent in traveling to and returning from the other city is 


work time, except that the employer may deduct/not count that time the employee would normally 


spend commuting to the regular work site. 


Travel That is All in a Day's Work: Time spent by an employee in travel as part of their principal 


activity, such as travel from job site to job site during the workday, is work time and must be 


counted as hours worked. 


Travel Away from Home Community: Travel that keeps an employee away from home overnight 


is travel away from home. Travel away from home is clearly work time when it cuts across the 


employee's workday. The time is not only hours worked on regular working days during normal 


working hours but also during corresponding hours on nonworking days. As an enforcement 


policy the Division will not consider as work time that time spent in travel away from home 


outside of regular working hours as a passenger on an airplane, train, boat, bus, or automobile. 


Generally, non-exempt employees shall be compensated for hours at training, workshops, etc. if 


the training is job-related. An exception shall be for training to maintain a license or certification 


required to maintain their position, such as bus driver certification. 


Hours while traveling away from the home community for training shall be compensable during 


the employee’s normal work schedule (Monday-Friday) and during the same work schedule on 







Saturday and Sunday, regardless of the mode of transportation. Other hours while traveling shall 


be compensable if the employee is driving as opposed to a passenger. 


FLSA Fact Sheet #22 – Hours Worked 


Overtime 


Unless specifically exempted, employees covered by the Act must receive overtime pay for hours 


worked in excess of 40 in a workweek at a rate not less than time and one-half their regular rates 


of pay. The regular rate of pay includes all remuneration for employment except certain 


payments excluded by the Act itself.  


Nonexempt employees are paid on either an Annualized Salary Method or Direct Hourly 


Method. All non-exempt employees shall be paid based on the actual number of hours worked 


per workweek. Employees paid on an annualized salary method are generally paid for a 40-hour 


workweek and do not earn additional pay unless they work more than 40 hours.  


Employees paid on an Annualized Salary Method include: 


All Full time and part-time staff


Employees paid on a Direct Hourly Method include: 


Temporary and seasonal staff 


Employees paid on an Annualized Salary Method 


The total hours worked per workweek will be reviewed to determine if the employee exceeded 


their normal, annualized work hours. In the event that the employee exceeded their normal, 


annualized work hours, he/she shall be compensated for the additional hours in compensatory 


time (default) or paid time, as approved by the immediate supervisor. In the event that the 


employee did not work their normal, annualized work hours, he/she shall apply paid leave hour 


or be docked their regular rate of pay for the missed hours. 


Employees paid on a Direct Hourly Method 


The total hours worked per workweek will be extracted from the automated timekeeping system 


and imported to the payroll system (Ascender).  The Administrative Assistant will verify that


all hours worked collected through the Veritime system and imported to Ascender match.


Employees are encouraged to track their work hours to verify the total hours paid on their 


paycheck match their actual hours worked. 







The FLSA provides that where State or local government employees, solely at their option, work 


occasionally or sporadically on a part-time basis for the same public agency in a different 


capacity from their regular employment, the hours worked in the different jobs shall not be 


combined for the purpose of determining overtime liability under the Act. (CFR 553.30) 


The FLSA states that where an employee in a single workweek works at two or more different 


types of work for which different straight-time rates have been established, the regular rate for 


that week is the weighted average of such rates. That is, the earnings from all such rates are 


added together and this total is then divided by the total number of hours worked at all jobs. 


The district has opted to pay overtime hours, regardless of whether they were worked solely at 
the employee’s option on an occasional or sporadic basis, at the employee’s blended overtime 
rate of pay calculated in the manner below.


Overtime pay for a single type of work [with a single hourly rate] shall be paid at 1 ½ times the 


regular hourly rate.  


Overtime pay for multiple hourly rates shall be paid at 1 ½ times the blended average of the


pay rates. For example, if a Para employee works 40 hours at his/her regular hourly rate of


$16.41 and an additional 20 hours at an hourly rate of $20.16, he/she would be paid at the


blended average of the hourly rates ($27.44). Illustration below:


Child Labor 


The FLSA restricts the work hours and types of occupations for workers between the ages of 14 


and 17. The most restrictive limitations are for workers between the ages of 14 and 15. The 







limitations include the following: 


 outside school hours;


 no more than 3 hours on a school day , including Fridays;
 no more than 8 hours on a nonschool day;


 no more than 18 hours during a week when school is in session;


 no more than 40 hours during a week when school is not in session;


 between 7 a.m. and 7 p.m.—except between June 1 and Labor day (extended to 9 p.m. )


The Human Resources department shall record the age of all minor workers in the Ascender HR


System. The Payroll department shall monitor compliance with the FLSA as it relates to type of 


occupation and work hour limitations. The immediate supervisor shall be provided information 


related to the limitations for their respective minor worker(s). The district has set the 


minimum hiring age at 16 years of age and 21 years of age for Substitute Teachers.


Compensatory Time 


Employees may be compensated for overtime at time-and-a-half rate with compensatory time off 


(comp time) or direct pay. The district has opted to pay compensatory time, unless otherwise 


approved by the appropriate administrator.  The following applies to all nonexempt 


employees: 


 Employees can accumulate up to 60 hours of comp time.


 Comp time must be used in the duty year that it is earned.


 Use of comp time may be at the employee’s request with supervisor approval, as


workload permits, or at the supervisor’s direction.


 An employee shall be required to use comp time before using available paid leave (e.g.,


sick, personal, vacation).


Recordkeeping (Timekeeping System) 


Every covered employer must keep certain records for each non-exempt worker. The Act requires no 


particular form for the records, but does require that the records include certain identifying 


information about the employee and data about the hours worked and the wages earned. The law 


requires this information to be accurate. 


The district has implemented the Frontline (Veritime) timekeeping system to collect all work hours


for non-exempt employees.  All work hours for the regular job, extra-duty assignments,


training, missed lunches, waiting time, etc. shall be entered in the Veritime timekeeping


system.  







The Administrative Assistant shall extract all work hours from the Veritime system and import to 
the Ascender payroll system. The overtime option is turned off for the non-exempt employees paid 
on an annualized salary method (Type 2) since the district has opted to compensate all non-exempt 


employees for extra work hours with compensatory time. Exceptions to the default option of 


compensatory time, such as overtime pay, will be manually adjusted in the Ascender system by the 
Administrative Assistant. Overtime hours for all other non-exempt employee paid on the direct 
hours method (Type 3) shall be imported from the Veritime system to the Ascender payroll system.


It shall be an employee’s responsibility to ensure that all work hours are submitted in accordance 


with district pay cycles through the Veritime timekeeping system.


The appropriate immediate supervisor shall verify, reconcile and submit all time cards for non-


exempt staff assigned to their campus or department according to the established payroll pay periods 


and deadlines. Refer to Pay Date Schedules.   


Automated Timekeeping System 


The Frontline>Time & Attendance system allows an employee to ―clock in and out by logging into 


a computerized time clock terminal.  The data is polled by a network server computer and can be 


edited or corrected by an authorized Administrator from a personal computer.  Work detail reports 


are generated and provided to supervisors for approval and management purposes.   


Frontline>Time & Attendance Procedures:


The following procedures are to be used by all non-exempt staff for reporting all work hours through 


the Frontline system:


1. An employee may not report or be on a paid status until they login and clock in with their


unique login credentials.


2. An employee may clock in up to seven and one-half (7 ½) minutes prior to the official


starting time.


3. An employee may clock in up to seven and one-half (7 ½) minutes after the official


starting time.  This grace period will not be considered an excuse for tardiness.


4. An employee may clock out up to seven and one-half (7 ½) minutes after the official


departure time.


5. An employee may clock out up to seven and one-half (7 ½) minutes prior to the official







departure time.  This grace period will not be considered a reason for early departure from 


assigned schedule.  


6. An employee must clock out when leaving their assigned work schedule or campus for


personal reasons unrelated to assigned tasks.


All time clock corrections shall be made by the Department/Campus Secretary with the approval of 
the Director/Campus Principal.  All corrections or adjustments to an employee's time must be noted 
in the comments providing an explanation of the change being made.


In addition, all leave and absences for non-exempt staff shall be entered in the Frontline>Absence 
Management system by the respective campus or department after the absence has been submitted by 


the employee to through the Frontline system. All absences for non-exempt employees are extracted 


from the Frontline system and imported to the Ascender payroll system by the Payroll Clerk. 


Corrections and/or adjustments shall be posted directly in the Ascender system by the Payroll Clerk. 


Rounding Time Chart  


According to the FLSA, an employer may disregard working time that is insubstantial or 


insignificant periods of time beyond the scheduled working hours, which cannot as a practical 


administrative matter be precisely recorded for payroll purposes. These periods of time are referred 


to as de minimis. Employers should establish rounding rules. (CFR 785.47) 


Minutes rounding rules:  


Sample Timesheet 


Every non-exempt employee should become familiar with how to read their timesheet. A 
weekly timesheet reflects the following information: 


 Employee name


 Time period – workweek


 Date


 Time in – rounded time and actual time


 Time out – rounded time and actual time


 Department/Job Type
 Total hours worked per day


 Total hours worked during the workweek


Onalaska ISD rounds to the nearest quarter hour.







An employee is responsible for reviewing their time before each pay period.  Failure or non-


compliance with the district’s timekeeping procedures shall be subject to appropriate disciplinary 


action.   


An employee’s due process for violation of the district’s timekeeping procedures shall be as follows: 


1. Oral warning/discussion


2. Written counseling document


3. Recommendation for suspension


4. Recommendation for termination


Falsifying timekeeping records or directing or coercing others to do is a violation of the Educator 


Code of Ethics. [Refer to Board Policy DH Legal, Local and Exhibit]  


An employee who falsifies their timekeeping record or the timekeeping record of another employee 


shall be subject to immediate termination. Falsifying of time cards may include, but is not limited to:  


Punching in or out for another employee or having another employee punch in or out for them; 


fraudulent time entry.


Sample Timesheet



http://www.lacklandisd.net/departments/business_department/employee_training_resources/
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Commodity 
Code Description


NON COMMODITY
101 EMPLOYEE
102 PARENT
103 INTERLOCAL  GOVT
104 BOARD MEMBER
105 SCHOOL DISTRICTS
106 EMERGENCY PURCHASE DISASTER
107 SOLE SOURCE


SERVICES
210 CONSULTANT
211 LEGAL SERVICES
212 ACCOUNTING AUDIT SERVICES
213 ARCHITECT
214 PROFESSIONAL SERVICES
215 MEDICAL PROVIDERS
216 PROF SVS, DJ SERVICES
220 HIGHER EDUCATION
230 EDUCATION SERVICE CENTERS
241 CONTRACTED REPAIRS GENERAL
242 CONTRACTED REPAIRS HVAC
243 CONTRACTED REPAIRS ELECT
244 CONTRACTED REPAIRS PLUMB
245 CONTRACTED REPAIRS EQUIP
246 MAINT  AGREEMENTS OTHER
247 MAINT AGREEMENTS SOFTWARE
248 CONTRACTED SERVICES,PRINTING
251 ELECTRICAL
252 GAS  PROPANE
253 WATER SEWAGE REFUSE
254 TELECOMMUNICATIONS
261 RENTALS EQUIPMENT GENERAL
262 RENTALS VEHICLES
263 RENTALS FACILITIES
271 CONTRACTED VIRTUAL EVENT
272 CONTRACTED, FACE TO FACE
273 ROYALTIES
291 CONSULTANTS 6291
292 CONSULTANTS GENERAL
293 CONSULTANTS FINE ARTS







294 CONSULTANTS SP ED SERVICES
297 CONSULTANTS SPEAKERS


SUPPLIES
310 SUPPLIES TRANSPORTATION
311 SUPPLIES MAINT  GENERAL
312 SUPPLIES MAINT ELECTRICAL
313 SUPPLIES MAINT PLUMBING
314 SUPPLIES MAINT HVAC
315 SUPPLIES CUSTODIAL
316 SUPPLIES FUEL
317 SUPPLIES FIRE AND SAFETY
318 SUPPLIES MAINT GROUNDS
319 SUPPLIES DISINFECTING
320 SUPPLIES MAINT BLDG MATERIALS
321 TEXTBOOKS
322 LIBRARY BOOKS
323 READING MATERIALS
324 SUBSCRIPTIONS  MAGAZINES
325 CURRICULUM MATERIALS
326 PROFESSIONAL DEV MATERIALS
327 SUPPLIES FOOD/BREAKROOM
328 UNIFORMS
330 THERAPIST MATERIALS
331 TESTING MATERIALS
341 NSLP FOOD-Child Nutri Only
342 NSLP NON-FOOD-Child Nutri Only
343 NSLP SUPPLIES-Child Nutri Only
351 SUPPLIES HEALTH
354 SUPPLIES OTHER PPE
355 SUPPLIES SAFETY
356 SUPPLIES SAFETY SIGNAGE
357 SUPPLIES SAFETY BARRIERS
370 SUPPLIES STUDENT INCENTIVES
371 SUPPLIES TEACHER INCENTIVES
380 SUPPLIES FURNITURE
381 VEHICLES LESS THAN  5K
382 FURN/EQUIP BAND LESS THAN  5K
383 FURN/EQUIPMENT TECH UNDER  5K
384 FURN/EQUIPMENT LESS THAN  5K
385 SUPPLIES TECHNOLOGY
386 PAPER







387 GRADUATION RELATED
388 ITEMS FOR RESALE
390 SUPPLIES INSTR FINE ARTS
391 SUPPLIES INSTR OTHER AREAS
392 SUPPLIES INSTR READING  ELA
393 SUPPLIES INSTR MATH
394 SUPPLIES INSTR SCIENCE
395 SUPPLIES INSTR SOC STUDIES
396 SUPPLIES INSTR TECH
397 SUPPLIES INSTR PE ATHLETICS
398 SUPPLIES OFFICE
399 SUPPLIES SOFTWARE 


TRAVEL MISC
411 HOTEL LODGING
412 MEALS
413 RENTAL CARS
414 REGISTRATION FEES
415 TRANSPORTATION OTHER
430 LICENSURE
491 AWARDS
492 PRINTING SVC
493 ADVERTISEMENTS
494 SHARED SERVICE ARRANGEMENTS
495 MEMBERSHIP DUES


EQUIPMENT AND ASSETS
621 CONSTRUCTION
631 VEHICLES OVER  5k
632 FURN/EQUIPMENT BAND OVER  5k
633 FURN/EQUIPMENT TECH OVER  5k
639 FURN/EQUIPMENT OVER  5k








ONALASKA ISD       
PROCEDURES: CONTRACT MANAGEMENT 


Procedures: Contract Management 
Page 1 


Goal: To ensure a systematic process to review and approve contracts with vendors to include 


purchases, services, maintenance agreements, construction, and other contracts as appropriate. 


Contract Approval Authority [Board Policy CH Local]: 


 The Superintendent has been designated by the Board of Trustees to approve and execute all 
contracts for the purchase or goods or services for all single purchases that are less than $50,000.


 The Board of Trustees retains the authority to approve all contracts for the purchase of goods or 
services for any single purchase that exceeds $50,000.


Contract Review: 


 The requestor [campus or department] shall forward the Contract document(s) to the Business
Manager for review.


o Contracts may be vendor-originated, or


o Onalaska ISD’s Professional Services (Consultant) Agreement
 If the proposed vendor is new to the district, a completed Onalaska ISD Vendor Application Packet


shall be included with the contract documents.


 The Business Manager shall review the Contract for the followins provisions:
o If the contract will be funded with federal grant funds, the following provisions must be


included in the contract [Per TEA’s Guidance and Best Practices].


 The contract is only effective upon receipt by the sub-grantee of the NOGA from the


awarding agency.


 The contract period is aligned to the grant period of availability as stated on the


NOGA from the awarding agency (period of availability).


 All services will be completed during the effective dates of the contract.


 All services will be invoiced monthly after services are received (rather than paid


lump sum at the beginning of the period of availability before services are rendered)


and paid upon verification of receipt of services.


 The regulations for procurement in 2 CFR §§200.318-323 are followed in issuing the


contract.


 All professional services provided under the contract will follow the provisions of 2


CFR 200.459 Professional service costs.


 The contract identifies the funding sources that will be charged for the services


provided, including the specific amount and/or percentage of the total contract


amount to be charged to each funding source.
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 The contract identifies and lists only reasonable, necessary, and allocable services to


be provided during the period of availability of the funding sources listed in the


contract.


 The administrative costs charged to the grant in the contract must comply with any


limitations for administrative costs for funding sources (if applicable).


 The contract specifies that the invoice provided by the contractor will include the


list of services provided, dates of services, and location(s) where services were


provided during the billing period.


o If the contract will be funded with federal grant funds, the following provisions must be


included in the contract [Per EDGAR Appendix II Part 200 Contract Provisions for Non-


Federal Entity Contracts Under Federal Awards].


 Contracts over $150,000 must address administrative, contractual or legal remedies


in instances where contractors violate or breach contract terms, and provide for


such sanctions and penalties.


 Contract over $10,000, must address termination for cause and for convenience by


the District including the manner by which it will be effected and the basis for


settlement.


 Equal Employment Opportunity clause


 Davis-Bacon Act clause for construction contracts, including compliance with


prevailing wages. [The District must place a copy of the current prevailing wage


determination is used by the Department of Labor with each solicitation.]


 Contract Work Hours and Safety Standards Act clause related to the computation of


wages of every mechanic and laborer on the basis of a standard work week of 40


hours.


 Rights to Inventions Made Under a Contract or Agreement clause if the federal


award meets the definition of “funding agreement”


 Clean Air Act and Federal Water Pollution Contract Act clauses if the  contract is in


excess of $150,000


 Debarment and Suspension clause which prohibits awarding a contract to a


contractor who has been debarred, suspended or otherwise excluded from federal


awards.


 Byrd Anti-Lobbying Amendment clause which applies to contractors that apply or


bid for an award exceeding $100,000 who must file the required certification.


 Procurement of recovered materials (200.322) clause


 If the Contract is recommended as is, the Contract will be forwarded to the Superintendent and/or


School Board for final review and approval (signature).


 If the Contract is not acceptable as is, the Business Manager shall contact the contracting party to


attempt to resolve the deficiency(ies).
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o Legal advice from the district’s legal firm shall be obtained as necessary to remedy the


contract deficiencies.


 If the Contract is not acceptable and cannot be corrected to an acceptable form, the Business
Manager shall notify the Superintendent who will reject the contract.  The Business Manager will
notify the proposed vendor.


 The Business Manager shall file the rejected contract.


Contract Letter of Intent [Per TEA’s Guidance and Best Practices]: 


 The Superintendent may execute a Letter of Intent with a third party (contractor) prior to a fiscal


year or state/federal grant period only if the following provision is included in the Letter of Intent:


o The final execution of the contract is contingent upon availability of local funds or receipt of


a Notice of Grant Award (NOGA) from a state/federal granting agency.


Contract Approval: 


 The Superintendent shall return the original, signed Contract to the Business Manager.
 If the contract also requires School Board approval, the Executive Assistant shall prepare the School


Board Action Item for approval at the next regularly scheduled board meeting.


 The Executive Assistant shall return the original, signed Contract to the Business Manager.
 The Business Manager shall verify that the contract document(s) have been executed and take the


following steps:


o Ensure that both parties (District and Contractor) have executed the contract. Notify the


contractor by letter, email and/or phone call, as appropriate, that the contract has been


approved, but is pending encumbrance of funds.


o Notify the contractor that the services cannot begin until the contractor receives the fully


executed contract and Purchase Order.


o Notify the contractor that the services cannot begin until the contractor submits any bonds,


Certificate of Insurance, Criminal History, etc. documentation, as appropriate.


o Notify the contract originator (campus or department) of the contract approval and request


that the originator submit a requisition to encumber the funds associated with the contract.


o File the original contract.
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Purchase Commitment for Contract (Purchase Order): 


 The requestor shall submit a purchase requisition for the annual cost [fiscal year] of the contract.


 Upon receipt of the purchase requisition, the Business Manager shall review and approve the


requisition in accordance with the district’s Purchasing Procedures.


 The Administrative Assistant shall attach a copy of the approved contract to the purchase


requisition and forward to the Business Manager for approval of the requisition.


 The Business Manager shall review and approve the purchase requisition in accordance with the


district’s Purchasing Procedures.


Contract Filing Procedures: 


 Upon receipt of a fully executed Contract and Vendor Application Packet, the Business Manager
shall file the contract as noted below:


o Scan the Contract to a PDF, and


o File the original Contract in the fire-proof safe.


Contract Management: 


 The contract originator shall be directly responsible to ensure that the contracting party performs


the services covered by the Contract.


 For contracts in excess of $10,000 a Department Director or Superintendent shall sign the invoice to


certify that the work was completed to satisfactory standards.


 Upon completion of the service(s), the vendor shall forward an invoice to the Business Office to


request that payment be made to the contracting party.


 The Administrative Assistant shall make partial or final payments only upon receipt of an approved
invoice.












 


Self-Certification of Micro-Purchase Threshold 
2 CFR §200.320 officially sets the micro-purchase threshold at $10,000 in the aggregate across all 
federal grant programs for the fiscal or grant year. It also allows the LEA to annually self-certify a 
higher micro-purchase threshold of up to $50,000 if the LEA: 
•    is a low-risk auditee for their most recent federal audit; or 
•    conducts an annual internal risk assessment to identify, mitigate, and manage financial risk. 
 
The LEA must determine the local threshold based on internal controls, risk, and documented 
procedures. Note: Due to state Financial Accountability System Resource Guide (FASRG) rules, 
the LEA may only self-certify a threshold up to $49,999. 
 
LEAs may certify by grant year (July 1 - June 30) or by the LEA’s fiscal year. The self-certification 
must be submitted to TEA through the online system by October 1 to be retroactive back to the 
start of the grant/fiscal year. Self-certifications submitted to TEA after October 1 of the current 
grant/fiscal year will not go into effect until the date it is submitted to TEA and any procurements 
started prior to the submission date must adhere to the standard $10,000 micro-purchase 
threshold. 


 
Contact and Form Submission Informa�on 


 
ID Date Submited 


  


School Year  Other School Year (if applicable) 
  


LEA Name and CDN 
 


Name of Federal Grant 
 


Name of Older Grant (if applicable) 
 


Name of Individual Comple�ng Form Email of Individual Comple�ng Form 
  


 
 
 
 
 
 
 


EDGAR-MICRO-1082 08/22/24 8:54 AM


2024-2025


ONALASKA ISD 187910


Angela Foster afoster@onalaskaisd.net



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d/section-200.320





Audit Documenta�on Required 
If the LEA chooses to self-cer�fy a higher micro-purchase threshold, the LEA must no�fy TEA 
annually by submi�ng this online form and maintain the following informa�on for auditors or 
monitors. 
1. Current self-cer�fica�on of an increased micro-purchase threshold, including a jus�fica�on and
clear iden�fica�on of the new threshold, documented in local board approved policy;
2. Writen procurement policies updated to reflect the increased micro-purchase threshold; an
3. Proof of eligibility, documented annually, of


a. Low risk level from the LEA’s most recent federal audit, OR
b. Annual internal risk assessment conducted by the LEA to iden�fy, mi�gate and manage


financial risks. 


Note: The annual risk assessment conducted by TEA’s Federal Fiscal Monitoring Division cannot 
be used to meet this requirement. 


Threshold Amount 


Cer�fica�on and Incorpora�on 


Name and Title of Authorized Official 


By entering my name below and submi�ng this electronic form, I hereby cer�fy that: 
1) The informa�on and data contained in this form is, to the best of my knowledge and


belief, true, complete, and correct.
2) The organiza�on named above has authorized me, as its representa�ve, to complete and


submit this informa�on and data, for and on behalf of the organiza�on, and otherwise to
act as the organiza�on's authorized representa�ve in submi�ng this informa�on and
data; and


3) Any ensuing program and ac�vity will be conducted in accordance and compliance with all
applicable federal and state laws and regula�ons.


TEA Decision and Comment 


TEA Decision 


TEA Comment (as applicable) 


 Signature of Chief Grants Officer: __________________     Date of TEA Decision: __________ 


$49,999.99


Dr. Darrell Myers, Interim Superintendent


Approve


08/22/24


✔


✔


✔





		IDRow1: EDGAR-MICRO-1082

		Date SubmitedRow1: 08/22/24 8:54 AM

		School YearRow1: 2024-2025

		Other School Year if applicableRow1: 

		LEA Name and CDNRow1: ONALASKA ISD 187910

		Name of Federal GrantRow1: 

		Name of Older Grant if applicableRow1: 

		Name of Individual Compleng FormRow1: Angela Foster

		Email of Individual Compleng FormRow1: afoster@onalaskaisd.net

		Threshold AmountRow1: $49,999.99

		fill_4: Dr. Darrell Myers, Interim Superintendent

		TEA DecisionRow1: Approve

		Date of TEA Decision: 08/22/24








ONALASKA ISD PROCEDURES: PURCHASING 


Procedures: Purchasing Procedures Page 1 


Goal: To ensure a systematic process to review and approve the purchase of goods and services in
compliance with federal grants requirements, state law, Board Policy and local procedures.


Section 1. Purchase Order Approval Authority:


The Superintendent has delegated the Business Manager to approve all purchase orders and
apply the appropriate electronic encrypted signatures based on the department or campus.


Administration Superintendent
Curriculum Instruction & Federal Programs – Geoffery Bowdoin
Child Nutrition, Maintenance & Custodial James Ard
Elementary Campus Principal, Crystal Byrd
JSHS Campus Principal, Cheryl Bertsch
Technology Charles Boyce
Transportation Mike Skaggs


Section 2. Statutes, Regulations and Board Policies Applicable to Purchasing
The Board of Trustees retains the authority to approve all contracts for the purchase of goods or 
services for any single purchase that exceeds $50,000.
The district shall comply with all Texas Laws, regulations and Attorney General Opinions related 
to the purchasing of goods and services.
The district shall comply with all local policies and procedures, such as School Board Policy CH 
Local and these written purchasing procedures.
For all purchases with federal grant funds, the district shall comply with the federal regulations, 
EDGAR related to the purchasing of goods and services. [2 CFR 200.317 200.326] effective July 1, 
2017. All relevant policies and procedures shall be made available to all stakeholders.
No officer, employee or agent of the district shall participate in the selection, award, or 
administration of a contract supported by a Federal award if he or she has a real or apparent 
conflict of interest. Such a conflict would arise when the employee, officer or agent, any 
member of his/her immediate family, his/her partner, or an organization which employs or is 
about to employ any of the parties indicated here in, has a financial or other interest in or a 
tangible personal benefit from a firm considered for a contract. The officers, employees, and 
agents of the district must neither solicit nor accept gratuities, favors, or anything of monetary 
value from contractors or parties to subcontracts.
In addition, all district employees are prohibited from accepting unsolicited gifts or tokens from 
vendors or other parties who are affected by or have an interest in a federal grant award that 
exceeds a nominal value of $50.
The district will monitor employee/officer compliance through the use of the Conflict of Interest 
Statement (CIS) and vendor compliance through the use of the Conflict of Interest Form (CIQ).
Any district employee that violates these administrative directives, policies and/or procedures 
shall be subject to disciplinary action, up to and including termination of employment with the 
district. Violations that exceed CIQ thresholds shall be reported to the federal grant agency by 
the Superintendent or Business Manager.
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Section 3. Requisition and Purchase Order Processing
On Line Requisition System:


The district shall use an on line requisition system for purchases, except for non purchase order 
purchases such as administrator travel expenses and some Child Nutrition.
The Business Manager or Administrative Assistant shall create all requisition system users/
approvers and assign the appropriate account code(s).
The Business Manager or Administrative Assistant shall create all of the requisition approval paths 
in accordance with the district’s Purchasing Flow Chart (refer to Exhibits).
If the account code(s) that the requestor intends to purchase with do not have sufficient funds, 
the requestor shall foll the Budget Change/Amendment Procedures.
The requestor shall forward all attachments for requisitions such as order forms, registration forms, 
or other special instructions via email or Inner Office mail.


o If the requisition is for travel, follow the Travel Procedures.
o If the requisition is for professional services, follow the Contract Management Procedures.
o If the requisition is for Activity Accounts, follow the Activity Account Procedures.


The requestor’s supervisor (campus principal or department head) should receive an email notifying 
him/her that a requisition(s) are pending approval.
The campus principal or department head shall review and approve all requisitions.
All requisitions from federal grant funds with the exception of Child Nutrition shall be reviewed and 
approved by the Director of Curriculum and Special Programs. Refer to the State and Federal Grants 
Manual.
The Business Manager shall review all requisitions prior to releasing the requisition for distribution 
by the Administrative Assistant.
The review shall include the following:


o Originator & Requestor name
o Shipping address
o Vendor name and number
o Reference Number (Corresponding District/Campus Goal and Objective from DIP/CIP)
o Order For (Person)
o Commodity Code
o Reason Verify that the reason matches the purchase and is properly spelled out
o Campus_Department
o Attachment If box is checked, the requisition should not be released until the attachment 


is received and reviewed
o Bid Number – Bid, quote, or Co Op contract number, as appropriate. NOTE. If the requisition 


is for goods or services that were competitively procured, a copy of all bid/proposals shall be 
on file in the Business Office.


o Catalog number
o Description – Detailed description of item or service (exceptions may include: Web Order, 


Order List attached, Contract/Scope of Services attached, etc.
o Unit of measure
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o Quantity
o Unit Price
o Applicable discount percentages/amounts, freightpercentages/amounts
o Budget Account Code
o Notes that might be needed to explain purchase in more detail
o Date check is needed for pickup if travel related


If any deficiencies are noted with a requisition, the Business Manager shall contact the requestor to
resolve the discrepancies.


o If the discrepancies cannot be remedied, the Business Manager shall “return” the
requisition to the requestor.


The Business Manager shall “approve” all requisitions that meet the required review.


Purchase Orders:


The Business Manager shall serve as the final approver of all requisitions. Upon approval by the
Business Manager, the requisition becomes a purchase order and is assigned a system generated
number.
Purchase Orders are similar to a “promissory note” in the sense that it conveys to the vendor that if
they provide the goods or services, the district promises to promptly pay for the goods orservices.
The Administrative Assistant shall email the purchase order to the Shipping/Receiving Clerk and to
the Originator. One copy will be printed for accounts payablepurposes.
The Administrative Assistant shall distribute the purchase orders as notedbelow:


o 2 Email copies – 1 for Receiving Clerk and 1 for Originator to send to vendor
o 1 District copy – Printed for Accounts Payable purposes


The Administrative Assistant shall file the district copy of all purchase orders in an alphabetic file
pending receipt of the invoice, packing list, and receiving confirmation.
The Administrative Assistant shall generate an Aged Purchase Order Report on a monthly basis (at
the end of the month) and research all aged purchase order. The research shall entail a review with
the Receiving Clerk of all purchase orders pending receipt.
At the end of the fiscal year, all purchase orders shall be either cancelled or cleared for payment
prior to year end.
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Credit Card (Visa):
Visa transactions are authorized with all district fund groups, including federal grant funds. If a
Visa purchase is made with federal grant funds, the Director of Curriculum & Special Programs
shall approve the transaction to verify that the expense is reasonable, necessary and allowable in
the federal grant fund with the exception of Child Nutrition. These are approved by James Ard,
Director of Auxiliary Services.
Each professional administrative staff member and select instructional staff (CTE Dept. Chair,
Cheer/UIL Sponsor) shall be eligible for aVisa.
To request a Visa, an employee shall complete an Employee Credit Card Agreement and forward
to his/her supervisor.
The campus principal or department head shall be notified of all credit card requests.
The Business Manager shall review and approve all credit card requests to include the following:


o Corporate Visa
o Sam's Club Direct (requires authorization letter to Sam's Club
o Lowe's


The Business Manager shall request all credit cards
The Business Manager shall be responsible for activation and/or the safekeeping of all credit
cards to include the issuance and collection of cards


The credit card holders shall submit a purchase requisition for proper approval prior to the
purchase of supplies, materials orservices.
Corporate Visa holders using their card for travel lodging need to have a purchase requisition
submitted prior to travel dates in order to properly encumber funds.
Corporate Visa holders using their card for travel meals need to return itemized/detailed meal
receipts into the Administrative Assistant for payment with a PA (Payment Authorization). A
purchase requisition is not required.
Sales tax charges, other than on meals, shall be collected from the credit card holder and
deposited to the appropriate expenditure account code(s).
The Administrative Assistant shall review all credit card receipts/transactions prior to processing
the invoices for payment.
The review shall include the following:


o Original, detailed receipt – the amount must not include sales tax (meals excluded)
o Purchase is in compliance with Purchasing Policies and Procedures.
o Account code(s) for each transaction – the account code(s) must be appropriate for the


purchase
o Approval from the campus principal or department head


If any deficiencies are noted, the Administrative Assistant shall contact the appropriate person to
resolve the discrepancies.
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o If the discrepancies cannot be remedied, the Administrative Assistant shall forward the
matter to the Business Manager.


Section 5. Competitive Procurement Methods and Procedures


Purchasing Methods:
The Superintendent or Business Manager shall determine the appropriate purchasing method for
each type of purchase as noted below:


o All purchases of supplies, materials and equipment that, in the aggregate, are less than
$50,000 in a fiscal year, shall be made by selecting the lowest practical prices from the most
qualified vendors through cooperative purchasing programs.


o Purchases of supplies, materials and equipment that, in the aggregate, aremore than
$50,000 in a fiscal year, shall be made by one of the procurement methods allowed by state
law and/or federal regulations, as appropriate based on the source of funds.


o The priority order of competitive procurement methods for the district shall be as noted
below:


Interlocal contract or cooperative purchasing program
Competitive sealedproposals
Competitive bidding


o All purchases of professional services, such as architects, engineers, certifiedpublic
accountants, etc., shall be obtained through a Request for Qualificationsprocess


o All purchases with federal grant funds shall also adhere to the EDGARProcurement
Standards.


o When a conflict exists between the state and federal purchasing methods, the district shall
adhere to the more restrictive of the purchasingmethods


Competitive Procurement Procedures:
The following procurement methods and procedures shall be utilized to ensure that the district meets
its purchasing goal(s).


Interlocal contract or cooperative purchasing program
The Business Manager shall ensure membership renewal in the district's interlocal contract(s) or its
cooperative purchasing programs such as BuyBoard, Reg 6 ESC, Choice Partners, TCPN, Pace, TIPS/
TAPS, etc.
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Competitive Sealed Proposals and Competitive Bidding
The Business Manager shall follow state and local board policy when the Superintendent or
School Board has chosen this method for a specific procurement of goods or services.


The following procurement methods and procedures shall be utilized for all purchases with  
federal Child Nutrition grant funds:


Micro purchase procurement (less than $49,999)
Procurement by micro purchase is the acquisition of supplies or services, the aggregate dollar
amount of which does not exceed the micro purchase threshold (§200.67 Micro purchase). To
the extent practicable, the non Federal entity must distribute micro purchases equitably among
qualified suppliers. Micro purchases may be awarded without soliciting competitive quotations if
the non Federal entity considers the price to be reasonable. The Business Manager shall ensure
that these regulations are followed.


Small purchase procurement (up to $250,000)
Small purchase procedures are those relatively simple and informal procurement methods for
securing services, supplies, or other property that do not cost more than the Simplified
Acquisition Threshold. If small purchase procedures are used, price or rate quotations must be
obtained from an adequate number of qualified sources. The Business Manager shall ensure that
these regulations are followed.


Non competitive procurement (sole source, etc.)


Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is
procurement through solicitation of a proposal from only one source and may be used only when
one or more of the following circumstances apply:
(1) The item is available only from a single source;
(2) The public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation;
(3) The Federal awarding agency or pass through entity expressly authorizes noncompetitive
proposals in response to a written request from the non Federal entity; or
(4) After solicitation of a number of sources, competition is
determined inadequate.
The Business Manager shall ensure that these regulations are followed.
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Section 6. Vendor Selection and Relations


Vendor Selection:


The Executive Assistant shall maintain the vendor database in the Ascender Finance System in 
accordance with the Internal Control Procedures: Vendor Maintenance.
The Adding/Renewing Vendors Procedures shall be adhered to in the selection, renewal and 
removal of district approved vendors.
Vendor selection – The district shall select vendors that are qualified and capable to providing the 
goods and/or services to the district. The vendor selection criteria for competitively procured goods 
and services shall include:


1. Purchase price.
2. The reputation of the vendor and of the vendor’s goods and services.
3. The quality of the vendor’s goods or services.
4. The extent to which the goods or services meet the District’sneeds.
5. The vendor’s past relationship with the District.
6. The impact on the ability of the District to comply with laws relating to historically 
underutilized businesses.
7. The total long term cost to the District to acquire the goods or services.
8. Any other relevant factor specifically listed in the request for bids or proposals. Education 
Code 44.031(b). [Examples: Vendor response time, compatibility of goods/products purchased 
with those already in use in the district.]


This criteria shall also be used to select vendors for the procurement of non competitively procured 
goods and services.
This criteria shall also be used to select vendor for the procurement of goods and services paid with 
federal grant funds.
In addition to the criteria list above, the district shall establish and publish in construction services 
specifications, the relative weights of each criteria.
The district shall not use vendor selection criteria that restricts full and open competition among 
qualified vendors.
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o Specifically, the district shall not consider the following in selecting vendors for purchases or
goods or services with federal grant funds (EDGAR), as this criteria may restrict full and open
competition among qualified vendors:


Unreasonable requirements on firms for them to qualify to dobusiness,
Requiring unnecessary experience and excessivebonding,
Noncompetitive pricing practices between firms or between affiliatedcompanies,
Noncompetitive contracts to consultants that are on retainer contracts,
Organizational conflicts of interest
Specifying a brand name instead of allowing an approved equal product in
specifications,
Any arbitrary action in the procurement process.


Vendor renewal – The district shall renew an inactive vendor using the vendor selection criteria.
Vendor removal – The district shall investigate all vendor complaints such as non responsiveness,
poor quality of goods or services, or other documented, substandard performance. In the event that
the complaint is verified and not remedied on a timely basis by the vendor, the Business Manager
shall notify the vendor [in writing] that they will be removed from the district’s approval vendor
database.
Vendor inactivation – Business Manager or Administrative Assistant may inactive a vendor due to
inactivity over one (1) full fiscal year, or as appropriate, if the vendor ceases to provide goods or
services to the district or the general public.


Vendor Relations:
The district operates under a de centralized purchasing system; therefore, the business
department is tasked with distributing the Purchase Order to the originator which then
distributes the Purchase Order to the vendor and corresponds with vendors regarding pending
purchases.
Purchase order originators are strictly prohibited from ordering goods or services from vendors
without a purchase order. Such orders, if any, shall be financial responsibility of the initiator.
Furthermore, this action will be in violation of the district’s School Board Policy CHLocal.


Section 7. Receiving & Distribution
The district shall utilize a centralized receiving system for all goods ordered through thepurchase
order process.
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The Central Receiving Area shall be in a controlled environment to protect the goods until they can 
be inspected, counted and labeled for delivery.


o No goods shall be removed from the Receiving Area without the prior approval of the 
Receiving Clerk.


The Maintenance Director shall notify the Receiving Clerk if any goods were shipped directly to the 
campus.


o If the goods will be delivered and/or installed directly at a campus or department, the 
Maintenance Director shall notify the Receiving Clerk of the receipt of the goods and shall 
deliver the goods directly to the campus or department.


o In no event, shall goods received at the Shipping/Receiving Area remain in that 
department for more than two (2) days.


o Child Nutrition deliveries go directly to the respective campus Cafeteria for check in.
The Administrative Assistant shall forward a copy of all purchase orders to the ReceivingClerk.
The Receiving Clerk shall file all receiving copies of purchase orders.
On at least a daily basis, the Receiving Clerk shall inspect all packages/boxes received for damage. If 
damages have occurred, the vendor should be promptlynotified by the Receiving Clerk.
The Receiving Clerk shall open, count and record all goods received on the appropriate open 
purchase order.
The Receiving Clerk shall “check off” all items on the purchase order/packing list. The vendor shall 
be promptly notified of anydiscrepancies.
If the order includes inventory or fixed asset equipment, the appropriate “property barcode/
tag number” should be affixed to the equipment by the Receiving Clerk.
All boxes/packages should be labeled for delivery to the appropriate campus ordepartment.
The signed, receiving copy should be forwarded to the Administrative Assistant for payment to the 
vendor.
At the end of the month, the Administrative Assistant shall generate and review an Outstanding 
Purchase Order report [over 60 days].
All orders that have been outstanding for more than 60 days should be researched and cancelled, if 
appropriate, by the Administrative Assistant. All order cancellations should be relayed to the 
campus/department and/or Purchase Order Originator.
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Section 8. Disposal of Obsolete and Surplus Property
The disposal or obsolete and surplus property shall be in accordance with the Fixed
Assets/Inventory Procedures.
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      Direct Dial: (713) 960-6037 
5718 WESTHEIMER ROAD, SUITE 1200 spaltiyevich@rmgllp.com 
HOUSTON, TEXAS 77057  
PHONE: (713) 960-6000     ▪     FAX: (713) 960-6025  
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Austin Office: 5920 W. William Cannon Dr., Bldg. 1, Suite 250  Austin, Texas 78749 Phone: (512) 354-1050 Fax: (512) 354-1049 


 


MEMORANDUM 
 


TO:  Firm Clients  


FROM: Stacy Paltiyevich and Micki Morris, Rogers, Morris & Grover, LLP 


DATE: November 12, 2020 


RE:  2020 Revisions to 2 CFR Part 200 – Effective November 12, 2020 


 The purpose of this memorandum is to summarize newly released revisions to 2 CFR Part 
200 that are applicable to the purchases involving federal funds. These revisions will require 
updates to the District’s federal purchasing procedures, a familiarity with the new self-certification 
option for raising the Micro Purchase Threshold, and the use of updated addenda/certification 
forms for federally required contract provisions. Please note that as a result of the 2020 revisions, 
the statutory numbering in 2 CFR Part has been impacted, and Districts will need to revise 
numbering throughout relevant District documents related to Grants Management and Federal 
Purchasing Procedures.  


 Enclosed with this memorandum are OMB’s redlined revisions to 2 CFR Part 200, a sample 
self-certification form for raising your District’s Micro Purchase Threshold, an updated contract 
certification addendum to use with contracts subject to 2 CFR Part 200, and a separate contract 
certification addendum for use with contracts funded with FEMA Public Assistance funds.  


I. Background 
 
The Office of Management and Budget (OMB) conducts a review of the Uniform Guidance, 


set forth in 2 CFR Part 200, every five years. The objectives of the proposed review and resulting 
revisions are to reduce the burden on the recipients, provide additional guidance on implementing 
new statutory requirements, and improve the management, transparency and oversight of Federal 
financial assistance.  







 


 


 


The effective date of the 2020 Uniform Guidance revisions is November 12, 2020 (90 days 
from the August 13, 2020 issuance and publication in the Federal Register), with some exceptions. 
Specifically, the effective date of regulations implementing the “Huawei Ban” and certain foreign 
telecommunications bans were effective immediately (August 13, 2020, the issuance date of the 
final guidance). The revisions are not applicable to awards of federal financial assistance issued 
prior to August 13, 2020, such as funds available from the CARES Act of 2020 or FEMA Public 
Assistance Grants. However, many grants originating from the U.S. Department of Education are 
entitlement programs, not federal financial assistance programs. Be sure to verify specific grant 
program type prior to determining the applicability of specific 2020 changes to a particular 
program or purchase. 


 


II. Notable 2020 Revisions Impacting Purchasing Procedures 
 


A. Ban on Foreign Telecommunications  


A newly added provision, codified in 2 CFR §200.216, pertains to a ban on foreign 
telecommunications. Notably, Federal grant funds may not be used to purchase equipment, 
services or systems that use “covered telecommunications” equipment or services as a substantial 
or essential component of any system, or as critical technology as part of any system. “Covered 
telecommunications” means purchases from Huawei Technologies Company or ZTE Corporation 
(or any subsidiary or affiliate of such entities), as well as video surveillance and 
telecommunications equipment produced by Hytera Communications Corporation, Hangzhou 
Hikvision Digital Technology Company, or Dahua Technology Company (or any subsidiary or 
affiliate of such entities).  


These new restrictions should be added to your purchasing procedures and solicitation 
documents for federally funded contracts. When expending federal funds, 2 CFR Part 200 requires 
Districts to include a provision in their contracts regarding these bans. For your convenience, the 
attached contract certifications addenda include the newly required provisions.  


 


B. Micro Purchases  


The 2020 revisions to §200.320 formalize the OMB’s 2018 increase of Micro Purchases 
from $3,500 to $10,000 (2 CFR §200.67).1 The OMB also clarified that purchases under the Micro 
Purchase Threshold are “non-competitive procurement,” which means that micro-purchases do not 
require any competitive process. Subgrantees should, but are not required to, distribute purchases 
less than the micro purchase threshold among qualified suppliers. 


The requirements for Micro Purchases have been revised as follows: 


 


1 Please note that the 2020 revisions also formalized the 2018 increase of the Simplified Acquisition Threshold from 
$150,000 to $250,000 (2 CFR 200.88) 







 


 


 


§ 200.320(a)(1)(ii) 


(ii) Micro-purchase awards. Micro-purchases may be awarded without soliciting 
competitive price or rate quotations if the non-Federal entity considers the price to 
be reasonable based on research, experience, purchase history or other 
information and documents it files accordingly. Purchase cards can be used for 
micro-purchases if procedures are documented and approved by the non-Federal 
entity. 


There is also a new option for school districts to increase the Micro Purchase Threshold 
from $10,000 to up to $50,000. In particular, non-federal entities may now self-certify a threshold 
up to $50,000 on an annual basis, but the entity must maintain documentation to be made available 
to the Federal awarding agency and auditors, in accordance with §200.334. The self-certification 
must a clear identification of the self-certified threshold, and supporting documentation of any of 
the following justifications: (A) A qualification as a low-risk auditee, in accordance with the 
criteria in §200.520 for the most recent audit; (B) An annual internal institutional risk assessment 
to identify, mitigate, and manage financial risks; or (C) For public institutions, a higher 
threshold consistent with State law.  


Enclosed with this memorandum is an example of a self-certification form that may be 
used by the District and executed by the District’s Superintendent to increase the Micro Purchase 
Threshold. Please note that the self-certification may also be authorized by Board Resolution, 
should Board approval by required for your District. For example, if your District seeks to increase 
the Micro Purchase Threshold to a number beyond your Superintendent’s purchasing authority as 
stated in your District’s Board policies CH (Local) and/or CV (Local), Board approval is 
appropriate. Make sure to review your District’s local policy to determine the required approval 
steps. If raised, purchasing procedures should be revised to reflect the higher threshold. 


 


C. Domestic Preferences for Procurement 


The 2020 revisions contain additional language emphasizing domestic preferences for 
procurement, which appears in 2 CFR §200.322. This new section causes numbering changes 
on the remaining procurement provisions from §200.322 to §200.346. Please update your 
procedures accordingly. 


The new provision states:  


§200.322 


As appropriate and to the extent consistent with law, the non-Federal entity should, 
to the greatest extent practicable under a Federal award, provide a preference for 
the purchase, acquisition, or use of goods, products, or materials produced in the 
United States (including but not limited to iron, aluminum, steel, cement, and other 
manufactured product).  







 


 


 


For purposes of this section, ‘‘produced in the United States’’ means, for iron and 
steel products, that all manufacturing processes, from the initial melting stage 
through the application of coatings, occurred in the United States. ‘‘Manufactured 
products’’ means items and construction materials composed in whole or in part 
of non-ferrous metals such as aluminum; plastics and polymer-based products such 
as polyvinyl chloride pipe; aggregates such as concrete; glass, including optical 
fiber; and lumber. 
 
The requirement of this section must be included in all subawards including all 
contracts and purchase orders for work or products under this award.  


 
Please note that this is a preference factor, not a mandatory or disqualification factor. 


Districts are therefore advised to (1) add this new provision to federal purchasing procedures, and 
(2) include a statement of the preference in solicitations for federally-funded contracts. When 
federal funds are used, 2 CFR Part 200 also requires Districts to include a provision in their 
contracts regarding this preference. For your convenience, the attached contract certifications 
addenda include this new provision. 


 
D. Conclusion  


 
 While this memorandum addresses specific major revisions impacting purchasing 
procedures, is not an exhaustive list of all of the 2020 revisions. Districts are advised to review all 
revisions to 2 CFR Part 200 (enclosed) and make all necessary updates to grants management and 
federal purchasing procedures/manuals. Should you have any questions regarding the information 
covered by this memorandum, the documents enclosed herein, or any other aspect of the 2020 
revisions, please do not hesitate to contact us directly. 
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Goal: To ensure a systematic process to review and approve the purchase of goods and services in 
compliance with federal grants requirements, state law, Board Policy and local procedures.  


Section 1. Purchase Order Approval Authority: 


 The Superintendent has delegated the Business Manager to approve all purchase orders and 
apply the appropriate electronic encrypted signatures based on the department or campus.


• Administration - Dr. Kenneth Fraga
• Curriculum Instruction & Federal Programs - Geoffery Bowdoin
• Child Nutrition, Maintenance & Custodial - James Ard
• Elementary Campus - Principal, Crystal Byrd
• JSHS Campus - Principal, Cheryl Bertsch
• Technology - Charles Boyce
• Transportation - Mike Skaggs


Section 2. Statutes, Regulations and Board Policies Applicable to Purchasing 


Section 3. Requisition and Purchase Order Processing 
On-Line Requisition System: 


 The district shall use an on-line requisition system for purchases, except for non-purchase order 
purchases such as administrator travel expenses and some Child Nutrition.


 The Business Manager or Administrative Assistant shall create all requisition system users/


approvers and assign the appropriate account code(s).


 The Business Manager or Administrative Assistant shall create all of the requisition approval paths 
in accordance with the district’s Purchasing Flow Chart (refer to Exhibits).


 The Board of Trustees retains the authority to approve all contracts for the purchase of goods or
services for any single purchase that exceeds $25,000.
 The district shall comply with all Texas Laws, regulations and Attorney General Opinions related


to the purchasing of goods and services.
 The district shall comply with all local policies and procedures, such as School Board Policy CH


Local and these written purchasing procedures.
 For all purchases with federal grant funds, the district shall comply with the federal regulations,


EDGAR related tot he purchasing of goods and services. [2 CFR 200.317-200.326] effective July 1,
2017.
 All relevant statutes, regulations, board policies and procedures shall be made available to all


purchasing stakeholders, as appropriate in a paper or electronic format.



AF_Administrator

Highlight
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o If the account code(s) that the requestor intends to purchase with do not have sufficient


funds, the requestors shall follow the Budget Change/Amendment Procedures.


 The requestor shall forward all attachments for requisitions such as order forms, registration forms,


or other special instructions via email or Inner-Office mail.


o If the requisition is for travel, follow the Travel Procedures.
o If the requisition is for professional services, follow the Contract Management Procedures.


o If the requisition is for Activity Accounts, follow the Activity Account Procedures.
 The requestor’s supervisor (campus principal or department head) should receive an email notifying


him/her that a requisition(s) are pending approval.


 The campus principal or department head shall review and approve all requisitions.


 All requisitions from federal grant funds with the exception of Child Nutrition shall be reviewed and


approved by the Assistant Superintendent of Curriculum and Special Programs. Refer to the State


and Federal Grants Manual.


 The Business Manager shall review all requisitions prior to releasing the requisition for distribution
by the Administrative Assistant.


 The review shall include the following:


o Originator & Requestor name


o Shipping address


o Vendor name and number


o Order For (Person)
o Commodity Code
o Reference # - Corresponding District/Campus Goal and Objective from DIP/CIP
o Reason  - Verify that the reason matches the purchase and is properly spelled out
o Campus_Department
o Attachment  - If box is checked, the requisition should not be released until the attachment


is received and reviewed


o Bid Number – Bid, quote, or Co-Op contract number, as appropriate. NOTE. If the requisition


is for goods or services that were competitively procured, a copy of all bid/proposals shall be


on file in the Business Office.


o Catalog number


o Description – Detailed description of item or service (exceptions may include: Web Order,


Order List attached, Contract/Scope of Services attached, etc.


o Unit of measure


o Quantity
o Unit Price
o Applicable discount percentages/amounts, freight percentages/amounts
o Budget Account Code
o Notes that might be needed to explain purchase in more detail
o Date check is needed for pickup if travel related
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 If any deficiencies are noted with a requisition, the Business Manager shall contact the requestor to


resolve the discrepancies.


o If the discrepancies cannot be remedied, the Business Manager shall “return” the


requisition to the requestor.


 The Business Manager shall “approve” all requisitions that meet the required review.


Purchase Orders: 


 The Business Manager shall serve as the final approver of all requisitions. Upon approval by the


Business Manager, the requisition becomes a purchase order and is assigned a system-generated


number.


 Purchase Orders are similar to a “promissory note” in the sense that it conveys to the vendor that if


they provide the goods or services, the district promises to promptly pay for the goods or services.


 The Administrative Assistant shall email the purchase order to the Shipping/Receiving Clerk and to
the Originator.  One copy will be printed for accounts payable purposes.


 The Administrative Assistant shall distribute the purchase orders as noted below:


o 2 Email copies – 1 for Receiving Clerk and 1 for Originator to send to vendor
o 1 District copy – Printed for Accounts Payable purposes


 The Administrative Assistant shall file the district copy of all purchase orders in an alphabetic file
pending receipt of the invoice, packing list, and receiving confirmation.


 The Administrative Assistant shall generate an Aged Purchase Order Report on a monthly basis (at


the end of the month) and research all aged purchase order. The research shall entail a review with


the Receiving Clerk of all purchase orders pending receipt.


 At the end of the fiscal year, all purchase orders shall be either cancelled or cleared for payment
prior to year end.
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Credit Card (Visa):
 Visa transactions are authorized with all district fund groups, including federal grant funds. If a


Visa purchase is made with federal grant funds, the Assistant Supt. of Curriculum & Special
Programs shall approve the transaction to verify that the expense is reasonable, necessary and


allowable in the federal grant fund with the exception of Child Nutrition.  These are approved by
James Ard, Director of Auxiliary Services.


 Each professional administrative staff member and select instructional staff (CTE Dept. Chair,
Cheer/UIL Sponsor) shall be eligible for a Visa.


 To request a Visa, an employee shall complete an Employee Credit Card Agreement and forward


to his/her supervisor.


 The campus principal or department head shall be notified of all credit card requests.


 The Business Manager shall review and approve all credit card requests to include the following:


o Corporate Visa
o Sam's Club Direct (requires authorization letter to Sam's Club
o Lowe's


 The Business Manager shall request all credit cards
 The Business Manager shall be responsible for activation and/or the safekeeping of all credit


cards to include the issuance and collection of cards


 The credit card holders shall submit a purchase requisition for proper approval prior to the
purchase of supplies, materials or services.


 Corporate Visa holders using their card for travel lodging need to have a purchase requisition
submitted prior to travel dates in order to properly encumber funds.


 Corporate Visa holders using their card for travel meals need to return itemized/detailed meal
receipts into the Administrative Assistant for payment with a PA (Payment Authorization). A
purchase requisition is not required.


 Sales tax charges, other than on meals, shall be collected from the credit card holder and
deposited to the appropriate expenditure account code(s).


 The Administrative Assistant shall review all credit card receipts/transactions prior to processing


the invoices for payment.


 The review shall include the following:


o Original, detailed receipt – the amount must not include sales tax (meals excluded)
o Purchase is in compliance with Purchasing Policies and Procedures.


o Account code(s) for each transaction – the account code(s) must be appropriate for the


purchase


o Approval from the campus principal or department head


 If any deficiencies are noted, the Administrative Assistant shall contact the appropriate person to
resolve the discrepancies.
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o If the discrepancies cannot be remedied, the Administrative Assistant shall forward the


matter to the Business Manager.


Section 5. Competitive Procurement Methods and Procedures 


Purchasing Methods: 


 The Superintendent or Business Manager shall determine the appropriate purchasing method for


each type of purchase as noted below:


o All purchases of supplies, materials and equipment that, in the aggregate, are less than


$50,000 in a fiscal year, shall be made by selecting the lowest practical prices from the most


qualified vendors through cooperative purchasing programs.


o Purchases of supplies, materials and equipment that, in the aggregate, are more than


$50,000 in a fiscal year, shall be made by one of the procurement methods allowed by state


law and/or federal regulations, as appropriate based on the source of funds.


o The priority order of competitive procurement methods for the district shall be as noted


below:


 Interlocal contract or cooperative purchasing program


 Competitive sealed proposals


 Competitive bidding


o All purchases of professional services, such as architects, engineers, certified public


accountants, etc., shall be obtained through a Request for Qualifications process


o All purchases with federal grant funds shall also adhere to the EDGAR Procurement


Standards.


o When a conflict exists between the state and federal purchasing methods, the district shall


adhere to the more restrictive of the purchasing methods


Competitive Procurement Procedures: 


The following procurement methods and procedures shall be utilized to ensure that the district meets 


its purchasing goal(s).  


Interlocal contract or cooperative purchasing program 


The Business Manager shall ensure membership renewal in the district's interlocal contract(s) or its 
cooperative purchasing programs such as BuyBoard, Reg 6 ESC, Choice Partners, Reg 5 ESC, TCPN, 
Pace, TIPS/TAPS, etc.
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Competitive Sealed Proposals and Competitive Bidding
 The Business Manager shall follow state and local board policy when the Superintendent or


School Board has chosen this method for a specific procurement of goods or services.


The following procurement methods and procedures shall be utilized for all purchases with 


federal Child Nutrition grant funds:


Micro-purchase procurement (less than $49,999)


 Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar
amount of which does not exceed the micro-purchase threshold (§200.67 Micro-purchase). To
the extent practicable, the non-Federal entity must distribute micro-purchases equitably among
qualified suppliers. Micro-purchases may be awarded without soliciting competitive quotations if
the non-Federal entity considers the price to be reasonable.  The Business Manager shall ensure
that these regulations are followed.


Small purchase procurement (up to $250,000)


 Small purchase procedures are those relatively simple and informal procurement methods for
securing services, supplies, or other property that do not cost more than the Simplified
Acquisition Threshold. If small purchase procedures are used, price or rate quotations must be
obtained from an adequate number of qualified sources. The Business Manager shall ensure that
these regulations are followed.


Non-competitive procurement (sole source, etc.)  


 Procurement by noncompetitive proposals. Procurement by noncompetitive proposals is
procurement through solicitation of a proposal from only one source and may be used only when
one or more of the following circumstances apply:
(1) The item is available only from a single source;
(2) The public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation;
(3) The Federal awarding agency or pass-through entity expressly authorizes noncompetitive
proposals in response to a written request from the non-Federal entity; or
(4) After solicitation of a number of sources, competition is
determined inadequate.
The Business Manager shall ensure that these regulations are followed.
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 The Executive Assistant shall maintain the vendor database in the Ascender Finance System in


accordance with the Internal Control Procedures: Vendor Maintenance.


 The Adding/Renewing Vendors Procedures shall be adhered to in the selection, renewal and


removal of district approved vendors.


 Vendor selection – The district shall select vendors that are qualified and capable to providing the


goods and/or services to the district. The vendor selection criteria for competitively procured goods


and services shall include:


1. Purchase price.
2. The reputation of the vendor and of the vendor’s goods and services.
3. The quality of the vendor’s goods or services.
4. The extent to which the goods or services meet the District’s needs.
5. The vendor’s past relationship with the District.
6. The impact on the ability of the District to comply with laws relating to historically
underutilized businesses.
7. The total long-term cost to the District to acquire the goods or services.
8. Any other relevant factor specifically listed in the request for bids or proposals. Education
Code 44.031(b). [Examples: Vendor response time, compatibility of goods/products purchased
with those already in use in the district.]


 This criteria shall also be used to select vendors for the procurement of non-competitively procured


goods and services.


 This criteria shall also be used to select vendor for the procurement of goods and services paid with


federal grant funds.


 In addition to the criteria list above, the district shall establish and publish in construction services


specifications, the relative weights of each criteria.


 The district shall not use vendor selection criteria that restricts full and open competition among


qualified vendors.


Section 6. Vendor Selection and Relations 


Vendor Selection: 
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o Specifically, the district shall not consider the following in selecting vendors for purchases or


goods or services with federal grant funds (EDGAR), as this criteria may restrict full and open


competition among qualified vendors:


 Unreasonable requirements on firms for them to qualify to do business,


 Requiring unnecessary experience and excessive bonding,


 Noncompetitive pricing practices between firms or between affiliated companies,


 Noncompetitive contracts to consultants that are on retainer contracts,


 Organizational conflicts of interest


 Specifying a brand name instead of allowing an approved-equal product in


specifications,


 Any arbitrary action in the procurement process.


 Vendor renewal – The district shall renew an inactive vendor using the vendor selection criteria.


 Vendor removal – The district shall investigate all vendor complaints such as non-responsiveness,


poor quality of goods or services, or other documented, substandard performance. In the event that


the complaint is verified and not remedied on a timely basis by the vendor, the Business Manager
shall notify the vendor [in writing] that they will be removed from the district’s approval vendor


database.


 Vendor inactivation – Business Manager or Administrative Assistant may inactive a vendor due to


inactivity over one (1) full fiscal year, or as appropriate, if the vendor ceases to provide goods or


services to the district or the general public.


Vendor Relations: 


 The district operates under a de-centralized purchasing system; therefore, the business


department is tasked with distributing the Purchase Order to the originator which then
distributes the Purchase Order to the vendor and corresponds with vendors regarding pending


purchases.


 Purchase order originators are strictly prohibited from ordering goods or services from vendors


without a purchase order. Such orders, if any, shall be financial responsibility of the initiator.


Furthermore, this action will be in violation of the district’s School Board Policy CH Local.


Section 7. Receiving & Distribution 


 The district shall utilize a centralized receiving system for all goods ordered through the purchase


order process.
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 The Central Receiving Area shall be in a controlled environment to protect the goods until they can


be inspected, counted and labeled for delivery.


o No goods shall be removed from the Receiving Area without the prior approval of the


Receiving Clerk.
 The Maintenance Director shall notify the Receiving Clerk if any goods were received at the Campus.


o If goods include multiple boxes on a pallet, the Maintenance Staff shall break apart the


pallet and deliver all boxes/packages to the Central Receiving Area.


o If goods include goods that require assembly, the Maintenance Director shall open, inspect


and sign-off in receipt of the goods. The packing list shall be forwarded to the Receiving


Clerk. The Maintenance Director shall assign the assembly of the goods to one of the


Maintenance staff members.


o If the goods will be delivered and/or installed directly at a campus or department, the


Maintenance Director shall notify the Receiving Clerk of the receipt of the goods and shall


deliver the goods directly to the campus or department.


o In no event, shall goods received at the Maintenance Department remain in that


department for more than two (2) days.


o Child Nutrition deliveries go directly to the respective campus Cafeteria for check-in.
 The Administrative Assistant shall forward a copy of all purchase orders to the Receiving Clerk.


 The Receiving Clerk shall file all receiving copies of purchase orders.
 On at least a daily basis, the Receiving Clerk shall inspect all packages/boxes received for damage. If


damages have occurred, the vendor should be promptly notified by the Receiving Clerk.


 The Receiving Clerk shall open, count and record all goods received on the appropriate open


purchase order.


 The Receiving Clerk shall “check off” all items on the purchase order/packing list.  The vendor shall
be promptly notified of any discrepancies.


 If the order includes inventory or fixed asset equipment, the appropriate “property barcode/tag
number” should be affixed to the equipment by the Receiving Clerk.


 All boxes/packages should be labeled for delivery to the appropriate campus or department.
 The signed, receiving copy should be forwarded to the Administrative Assistant for payment to the


vendor.
 At the end of the month, the Administrative Assistant shall generate and review an Outstanding


Purchase Order report [over 60 days].
 All orders that have been outstanding for more than 60 days should be researched and cancelled, if


appropriate, by the Administrative Assistant.  All order cancellations should be relayed to the
campus/department and/or Purchase Order Originator.
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Section 8. Disposal of Obsolete and Surplus Property 
 The disposal or obsolete and surplus property shall be in accordance with the Fixed


Assets/Inventory Procedures.





		Blank Page










OISD Cybersecurity Plan 


Dr. Kenneth Fraga 
Superintendent of Schools 


Charles Boyce 
Director of Technology 







SB	820	Overview:	


On June 10, Texas Senate Bill 820 was signed by Governor Abbott to require Texas school 
districts to adopt a cybersecurity policy, effective September 1, 2019. In short, TX SB 820 requires 
school districts to:  


• Adopt a cybersecurity framework
Onalaska Independent School District - Cybersecurity Plan 2020-2021 


• Develop a plan to mitigate critical areas of risk
Technology Standard Operating Procedures 


• Create a program to identify risk
Cyber6 & DIR Tool 
Annual Information Risk Assessment Report (See Appendix) 


• Designate a Cybersecurity Coordinator to report all incidents
Charles Boyce 


The Coordinator will report any cyberattack against the district’s cyberinfrastructure that 
constitutes a breach of system security to the Texas Education Agency (TEA) and the parent or 
guardian of any students whose personal information has been affected, in an incident report.   
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PHYSICAL	SECURITY	OF	TECHNOLOGY	EQUIPMENT,	PERIPHERALS	AND	MEDIA		


Purpose  


In order to ensure the overall performance of the technology systems, the equipment must 


be protected from harm, abuse, misuse and pilfering.  


Procedure  


1. Rooms or cabinets that house servers will be secured by mechanical means (locks). Access


to these rooms/cabinets is restricted to authorized personnel only.


a. Keys that allow access to the areas are limited in number and accounted for regularly.


b. Review of the personnel who has access to these areas is reviewed several times a


year.
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2. Rooms  or  areas  that  house  large  amounts  of  computer  or  technology  equipment 


(including server rooms, switch closets and computer labs) have environmental controls 


to ensure that proper heating, cooling, ventilation, and dehumidification is provided. 


a. Verification is made periodically to ensure that equipment is still located where the 


inventory record states. When equipment is moved, the inventory record should be 


updated. 


b. Laptops and other portable pieces of equipment are accounted  for periodically by 


requiring the users to provide the device for physical inspection. 


c. Software clients such as RCI, Lightspeed, and Google Admin are capable of gathering 


inventory information, and can be used to track inventory of computer‐based assets. 


Updates of software clients should be made on a regular basis. 


3. Media, such as disks, flash drives and other output should be protected in locked areas 


or cabinets. Media that is utilized for back‐up of information, applications or systems are 


held in another area building or in a fire‐rated cabinet. Aging media are transferred to a 


current technology (archived) 


DATA	SECURITY	–	PASSWORDS	AND	USER	ACCOUNTS		


Purpose  


To ensure the overall performance of the district via its technology systems and data.  


Procedure  


1. Password protection  is utilized  for all network  logons. Key district applications also 


require users to have passwords. 


a. Users are reminded not to share or write down passwords 


b. Passwords must be at least eight characters long. 


c. Passwords for network access are forced to be changed periodically. 


d. Passwords for key district applications are changed periodically. 


e. Passwords are user generated and not written down, and can only be reset by 


the technology department. 


f. Passwords are not repeated for network access and student information access. 


2. Multi‐factor authentication is highly recommended whenever available for all staff with 


access  to  sensitive  information  and  required  for  staff  with  access  to  confidential 


information  (i.e.,  Administrators,  Confidential  Secretaries  and  other  staff  in  the 
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Business  Office/Purchasing/Payroll,  Technology,  Special  Services  and  Human 


Resources/Personnel Departments). 


3. User accounts are only made for network access and individual application access as 


required for the completion of the staff duties or learning opportunities for students. 


a. Access to district wide public or private folders is restricted based on user role  


b. Access  to  systems  with  internal  data  is  granted  through  either  a  standing 
definition of the end‐user community authorized to access the system(s) or, a 
documented approval process. 


c. Access to systems with confidential data  is granted through a two‐tier process 
(i.e., written request/authorization from the employee’s supervisor and the data 
steward of the associated system or their delegate). 


d. Access is granted using the principle of least privilege 


e. All users must have unique accounts/credentials  for access computer systems 
and other network resources. Sharing of accounts is strictly prohibited. 


f. Access to systems is reviewed as needed for appropriateness. 


g. Access must be revoked as soon as  is reasonably possible, or  immediately  for 


confidential systems, when an employee leaves the District. Accounts (domain & 


email) are suspended, then deleted at a designated time. 


4. Student network and email accounts are created based on  the  information entered 


into the District’s Student Information System. 


a. Student usernames follow a standard convention that consists of the student’s 


last two digits of their graduation year, followed by their first name followed by, 


their last name. 


b. Password for students in grades K‐12 follow a standard convention. 


c. Passwords can be viewed and reset/changed by designated District  staff. 


d. When a student leaves the District, their account is suspended once the student’s 


status is updated in the Student Information System and deleted at a designated 


time. 


REQUESTING	A	NEW	EMAIL/NETWORK	ACCOUNT		


Purpose  


To ensure the proper creation of employee user and email accounts.  
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1. All requests for new accounts must originate from the Human Resource department as 


part of the onboarding process for new employees. These are sent via Eduphoria. 


2. Employees must  sign  off  on  all  relevant  Acceptable Use  policies  via  their  Employee 


Handbook training.  


3. Once notified by Human Resources, the technology department will create the user’s 


network accounts within 1‐2 days. 


4. All District e‐mail accounts by the HR Director and are created in the same format: the 
user’s first initial followed by the user’s last name followed by @onalskaisd.net. In cases 
of duplicate emails, the first two letters of the users first name are used. 


REQUESTING	TECHNICAL	SUPPORT		


Purpose  


To ensure all support requests are properly routed and logged for follow‐up, data analysis 


and technician evaluation purposes.  


Procedure  


1. Submit all support requests using the provided link on the district Staff Links page or by 


visiting Eduphoria. Accounts for Eduphoria are created by HR Director. 


2. Please provide as much information as possible, including filling out all portions of Tech 
Request, prior to submitting in Eduphoria. 


• No technology issue/request will be addressed unless it has been entered into the 


District work order tracking system (Eduphoria). 


• Tech Request will be prioritized and assigned by the Director of Technology 


• Except in cases of emergency, which are defined as situations where a large 
number of rooms/individuals are affected or there is imminent danger, no Tech 
Request should be reported. Campus Admin will call Director of Technology 
directly. 


  


SYSTEMS	SOFTWARE	AND	APPLICATIONS	AUTHORIZED	FOR	USE	IN	THE	
DISTRICT		
	 


Purpose  


To ensure the number, type and scope of individual applications are monitored to maximize 


the efficiency of the technology while not creating an overly complex environment.  
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Procedure  


  


1. All  software  must  be  approved,  purchased  and  installed  by  the  Department  of 


Technology.  If  software  is  instructional,  it must  also be  approved by Asst.  Supt of 


Curriculum & Special Programs 


  


2. Purchase and use of new applications/programs, including those that are web hosted 


and not actually owned/maintained by the District require approval of the Director of 


Technology  or  Assistant  Superintendent  of  Curriculum  &  Special  Programs,  if 


instructionally centered. Among considerations are any  licensing  issues, purpose of 


application, compatibility of the new application with the current infrastructure and 


compliance with District policy as well as Local, State and Federal laws and regulations 


(i.e., FERPA, CIPA, COPPA, PPRA). The need to expand the infrastructure as a result of 


the new application (for example, video sharing software that may require additional 


storage or bandwidth) must also be considered.  


  


a. Before new applications/programs are purchased, there  is a determination of the 


needs of the district, a review of available solutions, a compatibility test with existing 


infrastructure and a determination of the needs satisfied by the application.  


  


b. Before  implementation  of  new  applications,  timelines  and  deliverables  are 


established. The deliverables  include what  is expected of the application, training, 


support, and the time frame for each.  


 


c. Before  installation  of  new  applications,  back‐up  of  systems  is  done  in  case  of 


incompatibility and adverse reactions to the new software. Baseline information is 


held.  


  


d. Hardware requirements for the new application are identified and purchased well in 


advance of  installation of new applications,  if needed. This allows  for  the proper 


testing of the new hardware. Summer  imaging provides enough time to create an 


image of new software and hardware and to test it properly.  


  


e. Hardware and operating systems software must be updated with the latest firmware 


and security updates, before any applications.  
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TECHNOLOGY	HARDWARE	PURCHASES		


Purpose  


To ensure efficiency of technology resources and minimize any associated 
support/maintenance costs the District Department of Technology has established 
standards and guidelines for technology purchases.  


Procedure  


1. Quotes for technology purchases must be obtained from or reviewed by the Director of 
Technology prior to purchase to ensure compatibility with existing infrastructure as well 
as  compliance  with  Department  standards  and  best  practices.  If  hardware  is 
instructionally  based,  approval  of  Asst.  Supt.  of  Curriculum  &  Special  Programs  is 
needed, prior to purchasing. 


2. Schools and/or departments should refrain from contacting vendors for quotes directly 


for technology purchases. 


3. Once purchase order is generated, Director of Technology or his/her designee will place 


order. 


4. Computers,  laptops,  tablets, Chromebooks and other end‐user devices must be  first 


catalogued and configured by  the Department of Technology prior  to  installation or 


deployment. 


  


  


RECEIVING	DELIVERIES		


Purpose  


To ensure all items are properly inspected and inventoried upon receipt.  


 Procedure  


1. Inspect  shipment  for  damage.  If  significant  damaged  is  observed,  delivery  should  be 


refused.  
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2. Match the received items to the description stated on the accompanying bill of lading as 


well  as  the  description  on  the  related  purchase  order.  Any  discrepancies  should  be 


communicated to immediate supervisor as soon as possible.  


3. Determine location for storage based on deployment timeline or next steps. For example, 


if deployment  is not planned within the next 30 days,  items could be placed  into  long 


term storage until a later date. Items to be deployed immediately should be delivered to 


the next point in the deployment process.  


4. Complete delivery checklist, initial the checklist and attach to bill of lading (if shipment 


was accepted).  


5. Tag all items with the appropriate bar‐coded asset tag and enter into inventory system.  


6. Update the receiving log with the date of delivery as well as the Purchase Order Number.  


7. Send original copy of delivery checklist and bill of lading to the Purchasing Department.   


  


  


HARDWARE	DEPLOYMENT		


Purpose  


To ensure all items are properly configured and cataloged upon deployment.  


 Procedure  


1. Determine  timeline and deployment  location of all  items. Allot sufficient  time  for any 


required prepping and/or delivery.  


2. Ensure all items to be deployed have a bar coded asset tag and all information has been 


entered into database for Department of Technology.  


3. Contact end‐user(s) to coordinate earliest convenient deployment date and time.  


4. Prep/configure items as necessary.  


5. If moving a significant amount of items, contact Director of Maintenance to arrange for 


pickup and delivery prior to scheduled deployment. To reduce the likelihood of a conflict, 


give at least 5‐7 days’ notice.  


6. Upon  delivery  to  deployment  location,  items  should  be moved  to  assigned  locations 


immediately or placed in a secure storage location.  


7. If replacing existing hardware, equipment should be removed ahead of deployment (if 
possible) and serial numbers and asset tags of all associated hardware should be logged. 
All  removed  hardware,  unless  otherwise  specified,  should  be moved  to  the  District 







Onalaska I.S.D.   


TECHNOLOGY STANDARD OPERATING PROCEDURES  


8  


Technician’s office at  the PDC. No  removed equipment  should be  left at  the building 
unless it is being re‐assigned.  


8. After installation is completed, inventory must be updated to ensure all items installed 
are logged along with all associated serial numbers, asset tags, purchase order numbers, 
inventory date and assigned campus/room numbers or staff members.  


  


MOVING	OF	EQUIPMENT		


• Only  technology  department  staff  can  relocate  technology  equipment.  Devices  are 


inventoried to specific rooms and receive settings specific to that location.  


• All moves must be approved by the building administrator and Director of Technology.  


• Technology  purchased with  special  funding  (i.e.,  Title,  Perkins) may  have  restrictions 


regarding use that must be considered prior to moving.  


• Multi‐function Machines  (Copiers)  can  only  be moved  by  the  vendor  or  Director  of 


Technology due to lease restrictions.  


  


Procedure  


  


1. Ensure there is available space, furniture and electrical capacity to accommodate the 


equipment in the new location.  


 


DISCARDING	OF	EQUIPMENT		


Purpose  


To ensure equipment is retired in accordance with District, State and Federal guidelines.  


  


  


Procedure  


1. District equipment may not be thrown away or given away by any  individual  in the 
District.  Equipment  purchased  using  special  funding  (i.e., Perkins,  Title) may  have 
additional restrictions regarding retirement/disposal.  


2. Any school or department wishing to dispose of any technology equipment should 


prepare a list including the make, model, serial number, asset tag numbers, if any, and 


condition of  the equipment. Campus Administrator  should  contact  the Director of 


Technology. 


3. Maintenance Department or Technology Department will pick up all equipment that 


has been approved for disposal. 
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4. The  Technology  Department  will  attempt  to  place  any  working/non‐obsolete 
equipment  in another building or department. Any working equipment  that  is not 
wanted anywhere else in the district will be offered for sale through a bidding process. 
Any remaining equipment will be disposed of through an electronics recycling vendor, 
if possible. 


 


SECURING	THE	DISTRICT	NETWORK	FROM	INTERNET	DANGERS		


Purpose  


To ensure that unauthorized access to the network does not occur.  


Procedure  


1. Client anti‐malware/virus software is utilized on all Windows PCs, Chromebooks and 
servers to prevent major operating system changes and the installation of 
unauthorized software and cannot be modified by users. 


2. All software must be installed by the Department of Technology. 


3. All District switches and servers undergo a “hardening process” upon deployment, 
which includes disabling of unused/vulnerable ports, removal of unnecessary 
functions and applications, removal of default accounts and/or changing default 
passwords. 


4. Vulnerability scans are performed periodically and a remediation plan  is developed to 


address identified weaknesses. 


5. Patches/Updates are applied to operating systems, applications and hardware on an as 
needed basis. Operating systems, applications and hardware that are no longer actively 
supported are considered obsolete and scheduled for retirement/replacement as soon 
as possible (or feasible). Access to obsolete systems is limited to an as‐needed basis. 


6. The district secures the wireless network by using Wi‐Fi Protected Access (WPA2‐PSK) 


keys to avoid access by unauthorized sources. 


a. Wireless devices are  joined  to  the network by Department of Technology staff  to 


limit sharing of keys. 


b. Keys are also periodically changed to prevent unauthorized use. 


7. All District systems are required to  log activity  for a minimum of 30 days  for periodic 


review or if any unauthorized activity is suspected. 


8. Archives and other  file  types  commonly used  for malicious activity are automatically 
removed from email communications received by District users. A notice is appended to 
emails alerting user that the attachment or attachments have been removed. 
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9. Spam  filters  are  enabled  and  set  to  “aggressive”  to  thwart  (to  the  extent  possible) 


spam/phishing attempts. Blacklists are also utilized for known/common offenders. 


10. The district utilizes a gateway/firewall appliance for intrusion prevention/detection, 
virus/malware/flood protection and application/bandwidth monitoring and control 
to minimize the potential for unsolicited and unauthorized access to the network.  


Available and open ports are reviewed periodically. 
Firewall rules are logged and reviewed periodically. 


11. All traffic to webservers utilizes secure protocols with a valid security certificate issued 
by Technology Department. 


12. Data back‐up is stored in a secure, of site location. 


 


SECURING	THE	DISTRICT	NETWORK	FROM	INTERNAL	DANGERS		


Purpose  


To prevent unauthorized use from within the district.  


Procedure  


1. The  district  utilizes  “Lock  Out”  features  on  all  end‐user  devices  (when 


available/possible), where  the workstations and password screensavers automatically 


lock the unit when not  in use (idle) for 15 minutes. Incorrect  input of passwords after 


three attempts will lock user out for 30 minutes. 


2. Client  anti‐malware/virus  software  is  utilized  on  all Windows  and  Chromebooks  to 


prevent major operating system changes and the installation of unauthorized software 


and cannot be modified by users. 


3. Access  to  the  network  is  requested,  changed,  added  and  deleted  by  authorized 


personnel only on behalf of those staff members who need access. 


4. Access to the network will only be granted upon approval/request by the Director of 


Technology.  For  non‐employees,  approval must  be  given  by  either  the  Director  of 


Technology or Superintendent’s office. 


5. All District switches and servers undergo a “hardening process” upon deployment, which 


includes disabling of unused/vulnerable ports,  removal of unnecessary  functions and 


applications, removing/changing default passwords and in the case of switches, disabling 


VLAN 1. 


6. The District network is segmented using a combination of physical and virtual controls 
to  limit  access  to  network  systems  and  resources.  For  example,  VoIP  phones  and 
surveillance cameras utilize a non‐converged network model with their own dedicated switches. 
Phones also utilize a separate WAN circuit. On the data network, VLAN’s and access control lists 
are implemented by IDF closet to segregate traffic. Wireless‐LAN devices are logically restricted 
from accessing devices on the LAN network, unless explicitly allowed. 
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7. User roles are defined in a way that allows for many users to be grouped together. The 


use  of  profiles  and  Group  Policy  allows  for more  standardization  and  efficiency  in 


administering the security access of each application, desktop and shared folder. 


8. All application access  is  reviewed periodically  for discrepancies  in  the user  roles and 


access to sensitive information. 


9. Multi‐factor Authentication (MFA) is available and recommended for all applications that 


support  it  and  required  for  administrative  personnel  in  departments  that  handle 


confidential student or staff information. 


ELECTRONIC	COMMUNICATION	ARCHIVAL		


Purpose  


To  store  electronic  communications  made  by  District  staff  in  the  course  of  their  job 


responsibilities in compliance with applicable records retention requirements.  


Procedure  


1. District utilizes Google Vault Archive services  to maintain electronic backups of email 


communications. 


2. District stores for a period of one year, all inbound and outbound email messages. 


3. Email archival system access is restricted to the Director of Technology. 


4. Routine checks of the email archival system are made to ensure reliability. 


5. As per Board Policy, all communication by staff for District purposes must be on District‐


approved systems for monitoring, security and archival purposes. 


WEB	CONTENT	FILTERING	AND	SUPERVISION		


Purpose  


To ensure a safe and secure electronic environment for students.  


Procedure  


1. District utilizes a content filtering system to monitor and manage access to web sites on 


all District devices both on and off District property. 


2. The District currently filters web sites that may contain content that violates the District’s 


Acceptable Use Policy and/or CIPA. 
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3. An extension or agent  is used to filter all staff and student‐assigned devices when off 


school property. 


4. Technology staff conducts regular maintenance of content filter policies and mappings. 


5. The content filtering system regularly (automatically) updates to block or allow new web 


sites based on national and proprietary databases. 


DATA	BACKUPS	FOR	COMPUTER	USERS		


Purpose  


To ensure the efficient operation of the District by preventing avoidable user data‐loss.  


• All users are responsible for backing up their own documents and files. The 
Technology Department will assist with backups if necessary, but the department 
does not routinely backup user’s data from their computers. 


• Due to the configuration of desktop computers in the District, all user files must be 
kept in the My Documents folder or in the “thaw space” (U Drive) to avoid loss of 
data. 


• Please backup all files that you do not wish to lose in the event of a hard drive 
failure. A hard drive is a mechanical device that is prone to failure so proper 
archiving of important data is critical since it may not be retrievable depending on 
the nature of the hard drive failure. 


• The Technology Department recommends that all users either use secure external 


media or if possible, a District‐assigned Google Drive for backing up their files. 


• A District Google account is the preferred method for backing up most files due to 


its high storage capacity and reliability. All files stored in a District‐ provided Google 


Drive account are automatically archived for retention purposes protecting users 


against data loss. Confidential files such as ARD’s and Evaluations should only be 


stored on a secure drive. If confidential information is stored in the users Google 


account, Two‐factor authentication must be enabled to prevent unauthorized 


access. 


• If using external media, ensure the device stores the data with AES 256‐bit 
encryption and requires a password to access. Please do not rely solely on your 
backup device for storing important data files. Keep your original files on your 
computer’s hard drive and save a copy to your backup device. 
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NETWORK	STORAGE	AVAILABILITY		


• District employs tools to allow users to save files on a secure server. 


• Unlimited “Cloud” storage is offered through Google Drive. 


• Systematic and regular backups are made of network‐stored data. 


• Access  to  individual  network  space  is  restricted  to  individual  users  and  network 


administrators based on user level permissions. 


• Quotas for space limitations are being utilized so as to not exceed the capacity of the 


server space. U Drives are set at 1 GB of space per user. 


• Users of the network storage system agree to store content that is in agreement with 


the District’s Acceptable Use Policy. 


• Content that violates the District’s Acceptable Use Policy is removed immediately and 


the user’s access is suspended. 


• Shared network storage is monitored to ensure proper access based on security groups. 


• Network administrators check backups of the system regularly. Back‐ups are stored in 


a secure location, off site. 


• A backup policy that ensures quick recovery is in place. 


ACCEPTABLE	USE	OF	DISTRICT’S	TECHNOLOGY	AND	INFORMATION		


To ensure that anyone who has access to district electronic resources understands what is 


acceptable use of the technology and information and to ensure that anyone who has access 


to sensitive information understands the acceptable uses of that information.  


Procedure  


1. The Board has established a policy that informs all users of the districts’ data, systems 


and information of the acceptable and non‐acceptable uses of those district assets. The 


policy identifies students, staff, parents and guardians, and other users who may have 


access to the district’s data, systems and information. 


a. Parents who utilize  information of  the district  via  the  internet  (student’s grades, 


lunch accounts, library information, etc.) have an electronic acceptance on the web 


pages  before  data  is  displayed.  This  acceptance  of  assurances  includes  non‐ 


disclosure of information that is displayed and other assurances that would appear 


in a written acceptable use policy. 


b. Other web users of information are required to have an electronic acceptance on the 


web pages before data is displayed. These may include calendars, or web requests 
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for use of facilities, these instances may require additional assurances as well (i.e., 


secure logon). 


c. All  persons with  sign‐on  to  the  district’s  network  or  to  district  data,  i.e.  parent 


portals, are required to agree to the acceptable use policy, which should be listed. 


2. The  Board  has  adopted  an Acceptable Use  Policy  that,  at  a minimum,  prohibits  the 


following  regarding  electronic  systems  conduct  that  interferes with  or  stops  district 


activities,  including  but  not  limited  to  excess  download,  uploads,  printing,  copying, 


bandwidth usage, etc. 


a. Conduct any activity not related to the district’s operation, including, but not limited 


to, advertising, soliciting business, or political lobbying.  


b. Involvement in the violation of, or conviction for violation of, federal, state, or local 


statutes or regulations regarding computers, electronic communications, interstate 


commerce and/or security regulations. This includes, but is not limited to, material 


protected by copyright, trade secret, obscenity and related laws. 


c. Threats, harassment, libel or slander. 


3. This policy is reviewed annually for changes in the types of information used and in the 


types of technology used. 


4. Information as referred to in the policy is not limited to electronic information or simply 


the use of electronic systems. Controls exist over written information and paper files. 


a. Individuals who have access to district records should not use the  information for 


personal reasons. 


b. Sensitive  information  is stored  in a manner that does not allow for easy access. In 


the  case of electronic  information, passwords and  restrictions based on user are 


employed. For written and paper files,  information  is secured by  locking cabinets, 


drawers and doors to offices that hold such information. 


c. Copies of sensitive material are only made in cases where it is necessary. Any copies 


of  information  that  is  sensitive  in  nature  should  be  destroyed  in  an  appropriate 


manner, such as shredding. 


5. All staff members are required on an annual basis to review and sign a form that states 


that  the  person  signing  has  read  and  agrees  to  uphold  the  mandated  Board 


policies/regulations posted on the district website. 
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6. Violations of  the Acceptable Use Policy  are  spelled out  in  student  and  staff  code of 


conduct. 


SECURING	OF	SENSITIVE	MANUAL	(WRITTEN	OR	PAPER)	INFORMATION		


To ensure that sensitive information is properly handled and to limit the potential exposure 


of information from being obtained through the district.  


Procedure  


1. All employees who have access to any of the following information are required to sign 


an acceptable use  form at  least annually on the proper methods of use, compilation, 


dissemination  and  destruction,  when  appropriate,  and  safe‐guarding  of  that 


information. 


2. The Superintendent and/or designees determine those records of a sensitive nature held 


in the district. The records include, but are not limited to staff, student, volunteer and 


board member personal  information  such as address, unlisted phone number,  social 


security number, marital or guardian  status, garnishment  information, health  related 


information, free and reduced lunch status and disciplinary information. 


3. Sensitive information is housed in a locked cabinet or behind locked doors. 


a. Access to keys is restricted to personnel authorized to view the information. 


1.  Keys  have  “do  not  duplicate”  on  them  and  copies  are  prohibited,  except  as 


needed. 


b. Areas housing sensitive information are locked whenever the areas are not staffed. 


c. Whenever possible, sensitive information is stored away from high traffic areas. 


4. Original  sensitive  information  files  should  be  housed  in  a  secure,  fire  rated  cabinet, 


where possible. 


5. Backups of paper documents are treated as sensitive. Electronic documents are backed 


up daily and paper documents are housed in locked areas. 


END	OF	YEAR	PROCEDURES		


District‐Wide Procedures   


• Only  technology  department  staff  can  relocate  technology  equipment.  Devices  are 


inventoried  to  specific  rooms  and  receive  settings  specific  to  that  location. Moves  and 


changes will be performed over the summer and are based on lists received from building 


administration. 
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• Users  should clear old and obsolete  files  from  their  "U" drive or move  them  to another 


offline  or  District‐provided  online  storage  device/service.  Documents  containing 


confidential information such as IEP’s and evaluations should be destroyed (if not an original 


or official copy). Confidential information should not be stored in any cloud‐based storage 


service unless multi‐factor authentication has been enabled. 


• Any files on the desktop, within "My Documents" or any  location on the computer other 


than the "U" drive may be deleted during the summer. 


• Small technology items such as laptops, remotes, scanners and document cameras must be 
stored in a Tech Tote. Turned in as per campus specific guidelines. 


• All computers, monitors, projectors, printers, scanners, etc. should be powered down. 


• A work order should be submitted for any damaged or non‐functional technology. 


• All Chromebooks must be accounted for, placed properly in each slot, plugged into their AC 


adapter and the cart locked. The cart should not be left charging over the summer as this 


may damage the battery. 


• Classroom computers may be upgraded over the summer.  As a precaution, local files (My 
Documents, Downloads, etc.) stored on these computers should be moved to the U: Drive 
or if possible, Google Drive as the data currently on the computer is wiped in the upgrade 
process. If any special applications are installed on any of your systems, please complete a 
work order and specify your room, applications and whether it was installed on all 
computers or just the teacher computer. 
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OISD Annual Information Risk Assessment Report  


Risk Assessment Committee members: _______________________________  


_______________________________  _______________________________ 


Yes  No  


1. Do you have a security plan? 


2. Do you do an annual risk assessment report? 


3. Do you have a contingency plan if you lost critical data? 


4. Do you have a building and district configuration management plan, (security test 


and evaluation report)?  If so, what are the last dates they were applied and if 


not when are they planned?  


5. Does this system have an Information Systems Security Officer (ISO) assigned?  


6. Do you know who your Designated Approving Administrator (DAA) is? (This is the 


executive responsible for the security of the system)  


7. What password policy does your system enforce?   


  i. Number of Characters (minimum 8)   


ii. Account Lockout (3 attempts) 


8. What method do you use to encrypt passwords  in transit and  in storage?  (key 


type, key length, etc.) 


9. Do you have a procedure for identifying users before resetting passwords? 


10.  Do  you  have  a method  of  authorizing  new  accounts  and  getting  rid  of  old 


accounts?  


11. Do you have a process to limit access based on job function and/or roles? 


12. Do you regularly review your access control lists, if so how often? 


13. Do you give individuals only enough access to do their jobs? (i.e. Least privilege 


rule) Only Tech administrators have administrator rights.  


14. Do you enforce each user to be logged on with only one session? 


15. Do you enforce password protected screen savers? 


16. Does this system have any external connectivity?  


i. Wireless (describe controls)  


ii. Internet (describe controls‐ e.g. VPN, FW, etc.)  


17. Do you use a firewall (briefly describe what is and is not allowed) 


18.  Do  you  use  an  intrusion  detection  system?  (host,  network,  briefly  describe 


configuration)  
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19. Do you use a policy compliance tool or agent? Policy and Procedures  for end 


users  


20. Do you use vulnerability scanning tools? describe 


21. Do you use encryption? If so, describe (symmetric, asymmetric, key lengths, etc.)  


22. Do you have auditing turned on?  


23. What events are you auditing for?  


24. How often do you review audit logs? 


25. Do you have a Virus Protection Policy? 


26. Do you have virus protection installed? ________ 


27. How often is it updated and is it automatic?  


28. Do you have a Contingency Planning/Backups Policy? ________ 


29. How often do you do back‐ups?  


30. Do you have procedures to restore systems? ________ 


31. How many people could restore systems? ________ 


32. How long would it take to restore systems? ________ 


33. Where do you keep your backups in relation to your system?  


34. Do you have a contingency plan that includes continuity of operations? 


35. Have you tested your back‐up procedures? Date last tested 


36. Have you hardened the system using NSA Hardening Guides or other Industry 


hardening guides? (Explain)  


37. Have you applied all applicable security patches? 


38. Have you secured your systems using the SANS Top 20?  Deploy an automated 


asset inventory discovery tool to managed control of all system devices.  


39. How do you do change management? 


40. Do you have a separate system to test changes? 


41. Does your configuration management plan apply to change management?  


42. Is your data sensitive, so that it should not be obtainable upon disposal?  


43. What method do you use to dispose of data?  


i. Hard drive (Triple overwrite, degauss)  


ii. Paper (shred) 


44. Are your servers in a locked room with tight access controls? 


45. What kind of access controls does your building have?  
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46. Are there any special considerations that need to be taken  into consideration 


based on building location? (hurricanes, tornados, floods, etc.) 


47.  Is your system protected from environmental threats? (heat, fire, water, etc.) 


explain  


48. Are your users trained on the security of this system or have they taken security 


awareness training?  


49. Have your users read the rules of behavior or trained for either this system or 


the organizational rules (SOPs) and district policies?  


50. Have employees and/or contractors who have privileged access to this system 


undergone background investigations? Who checks?  


51. Do you have separation of duties between programmers and administrators? 


Duty descriptions (In SOPs)  


52. Briefly describe your process to handle critical security incidents.  


53. Briefly describe your process to handle security advisories. 


54. Have you provided security awareness training to all employees? (PowerPoint` 


and handouts)  


55.  Is security awareness an ongoing activity throughout the year? Notification of 


end users of viruses and virus advisories.  


56.  Are  your  security  officers,  system  administrators,  senior  executives,  system 


program managers, and business and departmental managers trained  in their 


security responsibilities? Last date of training for new employees.  


57. Have you had a level one Low Impact Information Resource Occurrence that has 


had a limited adverse effect on the District this year?  How many?  


58. Have you had a  level two Moderate  Impact  Information Resource Occurrence 


that has had a serious adverse effect on the District this year? How many?  


59. Have you had a level three High Impact Information Resource Occurrence that 


has had a severe or catastrophic adverse effect on the District this year? How 


many?  


______________________  ______            _____________________  ______         


Superintendent of Schools       date            Information Security Officer       date 
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Travel Guidelines Overview: 


School Board Policy DEE Local states: An employee shall be reimbursed for reasonable, allowable expenses 
incurred in carrying out District business only with the prior approval of the employee’s immediate supervisor. 
Reimbursement for authorized travel shall be in accordance with legal requirements. Accounting records shall 
accurately reflect that no state or federal funds were used to reimburse travel expenses beyond those authorized 
for state employees. For any authorized expense incurred, the employee shall submit a statement, with receipts 
documenting actual expenses and in accordance with administrative procedures. 


Note: Travel expenses incurred due to the fault of a traveler, except for extenuating circumstances, such 
as late registration, cancelled flight, etc. are not considered to be reasonable or necessary; therefore, all 
such expenses shall be paid or reimbursed by the traveler. 


All travel expenses shall comply with federal, state and local guidelines. The District shall apply the same travel 
guidelines and rates for all travel expenses regardless of funding sources, except for the following: 


 Tips for meals – shall be allowed only with local funds (Fund 199), not to exceed 20% of the meal 
expense. 


 Excess lodging above the GSA schedule, as applicable only with local funds (Fund 199) 


Federal guidelines (IRS): 
 All travel expenses shall be paid under an Accountable Plan: 1) travel must have a business 


connection; 2) the traveler shall account for all expenses; and 3) meal expenses shall be in conjunction 
with overnight travel only. 


 The meal expenses for the day of departure and return shall be adjusted based on the time of departure 
and return as noted in the District travel guidelines. 


 Travel advances are not allowable. 
 If any travel expenses fail to meet the accountable plan guidelines, the payment to (or on behalf of) the 


traveler shall be taxed through the normal payroll cycle. 


Federal Guidelines (EDGAR): 
 All travel expenses paid with federal grant funds (typically funds 2XX) shall meet the new EDGAR 


requirements (200.474) such as: 1) all travel costs must be reasonable and necessary; 2) all travel costs 
must be consistent with the district’s travel policy; 3) all travel costs must be directly related to the grant 
award; and 4) all travel costs must meet the obligation of expenses rules. 


 In addition, all federally-funded travel expenses must meet the TEA’s Current Travel & Mileage 
Reimbursement Rates (as published in the most recent TEA Correspondence). 


State Guidelines (TEA): 
 All mileage, lodging, and meal reimbursement rates published by the Texas Comptroller of Public 


Accounts apply to all grants (federal and state, typically funds 2XX, 3XX and 4XX) funded by TEA for 
individuals on travel status. Refer to GSA rates for the current fiscal year at: 
https://fmx.cpa.texas.gov/fmx/travel/textravel/rates/current.php


 All travel expenses paid with federal and state grant funds shall meet the allowable travel expenses as 
specified in the TexTravel Guidelines, subject to limits imposed by District travel guidelines. 
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Local District Guidelines: 


The local District guidelines shall apply to all travel expenses regardless of funding source for in-state and out- 
of-state travel. All anticipated travel costs shall be encumbered in the Ascender>Purchasing system, approved 
by the immediate supervisor, and Business Manager. All anticipated travel costs shall be encumbered to the 
appropriate budget account code(s) before any travel-related costs are incurred by the district or traveler. All in- 
state overnight student travel must be approved by the Superintendent prior to travel. All out-of-state student 
travel must be approved by the School Board prior to travel. [FMG(Local)] 


Travel Rates: 


The mileage, lodging, and meal reimbursement rates published by the comptroller apply to all travel 
reimbursement rates. The link below to the Domestic Maximum Per Diem Rates should be used to determine 
the appropriate rates for in-state and out-of-state travel:  https://www.gsa.gov/travel?topnav=travel


Note: General fund accounts shall be used to pay meal and lodging costs in excess of the Domestic 
Maximum Per Diem Rates. Onalaska ISD does not pay for any staff meals for day trips. A day 
trip is defined as a trip that does not require an overnight stay. 
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District Allowable Travel Expenses: 


Meals 
Staff meals for overnight district related travel are paid on a reimbursable basis up to an allowance set by the 
district.


Student meals for overnight district related travel are paid on a per diem basis at a rate of $35 per day. 


The following must be provided when a requisition for student per diem is submitted:
o A detailed list of the students names going on the trip
o Date the per diem check is needed prior to travel


Lodging 


 Lodging costs shall be allowable for travel events that require an overnight stay away from the traveler’s 
home (typically, Onalaska). No lodging shall be allowable in the traveler’s home city at a commercial 
lodging establishment. 


 The maximum nights of lodging shall be based on the start and end times of the travel event and the 
distance of the travel location. Lodging costs that exceed the required minimum shall not be deemed 
necessary or allowable travel costs. For example, if an event in Houston has a 10 am or later start, 
lodging costs would not be reasonable, necessary or allowable travel costs. 


 The traveler shall submit a requisition for the lodging expense per night (including city taxes, 
surcharges, minus state sales tax). A conference or event hotel shall be the first priority to minimize 
costs at the event city. 


 The federal per diem rates for lodging shall be used to determine the maximum amount that may be 
charged to a state or federal grant. The maximum lodging rate, for state and federal grants, shall be for 
the city of travel and the month of travel based on the GSA website. 


 The traveler (or campus secretary on behalf of the traveler) shall make the hotel reservation and secure 
with their personal credit card, or a district credit card, as appropriate. 


 Hotel and travel websites such as Hotels.Com, Expedia, Travelocity, etc. shall not be used to make hotel 
reservations if the website requires pre-payment of the hotel stay. 


 Lodging costs shall be paid with a district-issued check for staff that does not have a district issued 
credit card in their name  on site at the time of arrival and/or departure based on the hotel’s charging 
policy. Travelers may choose to pay the hotel expense with personal funds and seek reimbursement 
after-the-fact. Under this scenario, the traveler must ensure that only district-authorized travel costs 
are paid and requested for reimbursement. 


 The traveler may, at his/her request, stay with a family member or friend instead of at a hotel. If the 
traveler selects this option, the traveler shall not receive any payment in lieu of lodging costs. 


 The traveler may, at his/her request, choose to return to their home city each day of a multiple-day travel 
event if the distance from their home city to the event city is less than 100 miles each way. 


 The traveler shall present a Hotel Occupancy Tax Exemption Certificate to a Texas hotel. If the traveler 
fails to present the certificate, the traveler shall reimburse the district for the unallowable tax expense. 
The Hotel Occupancy Certificate can be found at the district’s Business Office or on the State 
Comptroller’s Website. The hotel occupancy tax exemption does not apply to out-of-state travel. 


Procedures:  Travel Guidelines, Rates 
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 When at least two (2) travelers (district employees) are traveling to the same event, they may share the 
lodging and each receive the maximum lodging rate on the GSA schedule. Each traveler shall submit a 
requisition for their portion of the lodging costs if they are on different campuses. District employees 
shall not be required to share a room with another employee, but may be encouraged to share a room to 
minimize the lodging costs. 


 When a traveler shares lodging with a non-district employee or district employee not in travel status, the 
maximum lodging costs shall be the appropriate GSA schedule rate for single occupancy. 


 Lodging costs such as movies, gym facility, spa or other non-essential costs are not allowable for 
reimbursement or payment with any district funds. 


 Lodging tips may be paid at the traveler’s discretion, but will not be allowable travel costs for 
reimbursement or payment with any district funds. 


 A detailed lodging receipt must be submitted by the traveler within 10 days after the travel event. 


Transportation – Mileage 


 Travelers should use a district-owned vehicle as the preferred method of transportation. A request for a 
vehicle shall be submitted using Eduphoria>Facilities & Events. If a district-owned vehicle is not 
available for the travel event, the traveler shall be authorized to use their personal vehicle and be 
reimbursed at the maximum allowable mileage reimbursement rates. 


 Travelers who are required to drive their personal vehicle instead of a district-owned vehicle due to lack 
of availability, shall be reimbursed at the current mileage rate established by the Texas Comptroller 
and/or TEA, provided there was no district vehicle available. 


 Travelers shall be required to submit fuel receipts, if any, for travel in a district-owned vehicle. Travelers 
shall not be required to submit any fuel receipts for travel in a personal vehicle. 


 The District has chosen the Google mapping system to document mileage reimbursements. A Google 
printout with the mileage from the point of origin [home or district address] to the point of destination 
shall be printed and attached to the Purchase Order requesting reimbursement to the employee. 


 Mileage costs related to personal destinations before, during or after the travel event shall not be 
allowable costs. In addition, mileage costs due to the traveler’s error in reaching the destination, such as 
getting lost shall not be allowable costs. 


 When four or fewer employees travel on the same itinerary, only one may be reimbursed for mileage. 
When more than four employees travel on the same itinerary, only one out of every four may be 
reimbursed for mileage. The district shall allow for an equal distribution of the mileage allotment among 
the travelers if they opt to drive separately to the event when a district provided vehicle is not available. 
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Transportation – Parking Charges 


 Parking charges shall be allowable for all travel events as appropriate, if the traveler is traveling in a 
rental car, district-owned vehicle, or personal car while on travel status. 


 Parking receipts must be submitted by the traveler with the Purchase Order requesting reimbursement 
within 10 days after the travel event. 


Registration Fees 


 Registration fees for a conference, workshop, or other training event as supported by a registration form 
are allowable costs. Fee-based optional events such as a speaker or awards luncheon shall be approved 
on a case-by-case basis if the event fee is reasonable and the traveler would derive a work-related 
benefit from attending the event. Fee-based optional events such as socials, excursions, tours, or other 
purely entertainment events are not allowable costs. 


 The authorized travel expenses shall be supported by the registration form. The documentation shall 
include the start and end dates of the event, event location and registration fee. 


 A copy of the registration form and a requisition must be submitted prior to payment being issued. 


District Non-Allowable Travel Expenses: 


 Supplies and/or other conference resources. [This type of expense may be allowable if a purchase order 
is submitted before the travel event, typically an Open PO not to exceed a specified amount.] 


 Alcoholic drinks or beverages 
 Entertainment expenses, such as in-room movies, fee-based hotel amenities such as gyms, spas, etc. 
 Expenses for spouses or other non-district employees 
 Expenses due to the traveler’s failure to cancel a registration or travel arrangements (except for 


extenuating circumstances) 
 Hotel Internet charges (unless expense is work-related and pre-approved) 
 Non-substantiated or fraudulent travel reimbursement requests shall be non-allowable travel expenses. 


Travelers who submit fraudulent travel reimbursement requests shall be subject to disciplinary action, 
up to and including termination of employment. 
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University
Interscholastic 


League


Booster Club 
Guidelines


Be they music, fine arts, academic 
or athletic, booster clubs should 


exist to enrich students’ involvement 
in extracurricular activities without 


endangering their eligibility. 


| GENERAL GUIDELINES |


The role of competition
	 Participation teaches that it 
is a privilege and an honor to 
represent one’s school. Students 
learn to win without boasting and 
to lose without bitterness. 
	 Self-motivation and intellectual curiosity are essential 
to the best academic participants. Artistic commitment 
and a desire to excel are traits found in music participants. 
Physical training and good health habits are essential to the 
best athletes. Interscholastic competition is a fine way to 
encourage youngsters to enrich their education and expand 
their horizons. 
	 Leadership and citizenship experiences through school 
activities help prepare students for a useful and wholesome 
life. 
Plus, competition is fun! 


Role of the Superintendent
	 Member schools make UIL rules and determine policies 
regarding penalties to schools, school district personnel and 
student participants. The superintendent is solely responsible 
for the entire UIL program. All school 
activities, organizations (including the 
booster club), events and personnel 
are under the jurisdiction of the 
superintendent. Booster clubs must 
recognize this authority and work 
within a framework prescribed by the 
school administration. 


Role of Booster Clubs
	 Neighborhood patrons form booster clubs to help enrich 
the school’s participation in extracurricular activities. The fund-
raising role of booster clubs is particularly crucial in today’s 
economic climate. 


Written Policies
	 Booster clubs should develop and annually review policies 
to cover: 
	 *how to obtain administrative approval before beginning 
projects; 
	 *how to plan and publicize meetings; 
	 *bookkeeping and fund administration including process to 
obtain superintendent’s approval prior to raising or spending 
funds; 
	 *election of officers (suggestion: one president; one 
secretary; one treasurer; and three vice - presidents: one vice 
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president to oversee fall, winter and spring sports); 
	 *taking, distributing and filing minutes; 
	 *public communication; 
	 *proper interaction with fine arts directors and academic 
and athletic coaches through the lines of authority as 
established by the school board; 
	 *a sportsmanship code governing behavior of booster club 
members and fans at contests, treatment of officials, guests, 
judges, etc.; and 
	 *plans to support the school regardless of success in 
competition, keeping the educational goals of competition at 
the forefront of all policies. 


Relationship with the school
	 The superintendent or a designee who does not coach or 
direct a UIL contest has approval authority over booster clubs 
and should be invited to all meetings. All meetings should be 
open to the public. 
	 *Booster clubs do not have authority to direct the duties 
of a school district employee. The scheduling of contests, 
rules for participation, methods of earning letters and all other 
criteria dealing with inter-school programs are under the 
jurisdiction of the local school administration. 
	 *Minutes should be taken at each meeting and kept on file 
at the school. 
	 *School administration should apprise booster clubs of all 
school activities. 
	 *Booster clubs should apprise school administrators of all 
club activities. 
	 *Periodic financial statements itemizing all receipts and 
expenditures should be made to the general club membership 
and kept on file at the school. 


| CLUB FINANCES |


Fundraising | Spending | Stipends | Gifts to Coaches
	 Money given to a school cannot be earmarked for 
any particular expense.  Booster clubs may make 
recommendations, but cash or other valuable consideration 
must be given to the school to use at its discretion. 
	 *Fund-raising projects are subject to state law. Nonprofit or 
tax-exempt status may be obtained from the Internal Revenue 
Service. 
	 *Community-wide sales campaigns should be coordinated 
through the school administration to minimize simultaneous 
sales campaigns. 
	 *Sales campaigns should be planned carefully to insure 
that the projects provide dollar value for items sold, and that 
most of the money raised stays at home. Otherwise donations 
are often more rewarding than letting the major part of the 


money go to outside promoters. 
	 *Fund-raising activities should support the educational goals 
of the school and should not exploit students. Activities and 
projects should be investigated carefully before committing the 
school’s support. 
	 *Individuals who actively coach or direct a UIL activity should 
serve in an advisory capacity to the booster club and should 
not have control or signature authority over booster club funds, 
including petty cash or miscellaneous discretionary funds. 
Coaches wish-lists should have received prior approval from 
school administration before submission to boosters. 
     
	 *Coaches and directors of UIL academics, athletics and 
fine arts may not accept more than $500 in money, product or 
service from any source in recognition of or appreciation for 
coaching, directing or sponsoring UIL activities. The $500 limit 
is cumulative for a calendar year and is not specific to any one 
particular gift. 
	 *The district may pay a stipend, fixed at the beginning of the 
year, as part of the annual employment contract. The amount of 
the stipend can’t depend on the success of a team or individual. 
In other words, a coach can’t receive more money if a team or 
individual qualifies to region or state. 
     *Funds are to be used to support school activities. To 
provide such funding for non-school activities would violate UIL 
rules and the public trust through which funds are earned. 


| ATHLETIC BOOSTERS |


     Club restrictions
	 Booster clubs cannot give anything 


to students, including awards. Check 
with school administrators before giving 
anything to a student, school sponsor or 


coach. Schools must give prior approval for any banquet or 
get-together given for students. All fans, not just members of 
the booster club, should be aware of this rule. It affects the 
entire community. 
	 *Unlike music and academic booster clubs, athletic booster 
club funds shall not be used to support athletic camps, clinics, 
private instruction or any activity outside of the school. 
	 *Booster groups or individuals may donate money 
or merchandise to the school with prior approval of the 
administration. These kinds of donations are often made to 
cover the cost of commercial transportation and to cover costs 
for out-of-town meals. It would be a violation for booster groups 
or individuals to pay for such costs directly. 
	 *Individuals should be informed of the seriousness of 
violating the athletic amateur rule. 
	 The penalty to a student-athlete is forfeiture of varsity 
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athletic eligibility in the sport for which the violation occurred 
for one calendar year from the date of the violation. Student 
athletes are prohibited from accepting valuable consideration 
for participation in school athletics - anything that is not given 
or offered to the entire student body on the same basis that 
it is given or offered to an athlete. Valuable consideration is 
defined as tangible or intangible property or service including 
anything that is usable, wearable, salable or consumable. 
Local school districts superintendents have the discretion to 
allow student athletes to accept, from their fellow students, 
small ‘goodie bags’ that contain candy, cookies or other items 
that have no intrinsic value and are not considered valuable 
consideration. 
	 *Homemade “spirit signs” made from paper and normal 
supplies a student purchases for school use may be placed on 
the students’ lockers or in their yards. Trinkets and food items 
cannot be attached. Yard signs made of commercial quality 
wood, plastic, etc. if not purchased or made by the individual 
player’s parent, must be returned after the season. 
	 *The school may provide meals for contests held away 
from the home school. If the school does not pay for meals, 
the individual parents need to purchase their own child’s food. 
Parents may purchase anything they wish for their own child 
but may not provide food for their child’s teammates unless 
approved by the school.   The school may also provide supplies 
for games and practices and transportation for school field trips. 
Students should pay admission fees during school field trips. 
	 *Parties for athletes are governed by the following State 
Executive Committee interpretation of Section 441 of the UIL 
Constitution & Contest Rules.


Official Interpretation of the UIL Athletic 
Amateur Rule, section 441 of the 


UIL Constitution and Contest Rules:


	 (a) VALUABLE CONSIDERATION SCHOOL TEAMS AND 
ATHLETES MAY ACCEPT:
	 1. Pre-Season.  School athletic teams may be given pre-
season meals, if approved by the school.
	 2. Post-Season.  School athletic teams may be given post-
season meals if approved by the school.  Banquet favors or 
gifts are considered valuable consideration and are subject to 
the Awards and Amateur Rules if they are given to a student 
athlete at any time.
	 3. Other. If approved by the school, school athletic teams 
and athletes may be invited to and may attend functions where 
free admission is offered, or where refreshments and/or meals 
are served. Athletes or athletic teams may be recognized at 
these functions, but may not accept anything, other than food 
items, that is not given to all other students.


	 (b) ADDITIONAL VALUABLE CONSIDERATION THAT 
SCHOOL TEAMS AND ATHLETES MAY ACCEPT
	 Examples of additional items deemed allowable under this 
interpretation if approved by the school, include but are not 
limited to: 
	 1. meals, snacks or snack foods during or after practices; 
	 2. parties provided by parents or other students strictly for 
an athletic team


	 Local school district superintendents continue to have the 
discretion to allow student athletes to accept small “goodie 
bags” that contain candy, cookies or other items that have no 
intrinsic value and are not considered valuable consideration.


| ACADEMIC BOOSTERS |


	 The rules for athletics are different than the rules for 
academics and music. Athletes are restricted by the Athletic 
Amateur Rule, which states that athletes cannot accept 
money or valuable consideration for participating in a UIL 
sport or for allowing their names 
to be used in promoting a 
product, plan or service related 
to a UIL contest.  Academics 
has no amateur rule. Journalism 
participants may work for a 
newspaper and be paid. Actors may work summer stock 
and be paid. Students may win calculators and software for 
participating in invitational math contests. 
	 UIL academic students are restricted by the Awards 
Rule.  So, as a general practice, booster clubs should not 
give gifts or awards to students for their participation in UIL 
contests that count toward district, region or state standing. 
School booster clubs may raise money to purchase letter 
jackets, provided the funds are given to the school without 
designation to buy jackets for particular students and the 
school determines criteria for awarding the jackets. Parents 
may purchase jackets for their own children provided the 
school designates the student as being qualified to receive 
the jacket. 
	 Booster Clubs may raise money to provide an annual 
banquet for academic participants and coaches.  
	 With prior administrative approval, you may also: 
     *Purchase equipment for programs such as computers or 
software for yearbook or computer science; 
	 *Organize and chaperone trips and assist with expenses 
for travel to academic competitions or educational trips such 
as journalism conventions or speech tournaments. Booster 
club funds may be used to provide food and refreshments for 
students on these trips. A purely recreational trip to Six Flags 
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Parents
*Remember: The classroom comes first! 


*Help conduct fair and equitable competition: adhere to rules, uphold the law 
and respect authority. 


*Remember that officials are human. Respect their decisions. 
*Delegate authority to the school, then support its decisions. 


*Set standards by which you expect children to conduct themselves, and live 
by those standards yourself. 


*Be aware of capabilities and limitations of young people. Don’t have 
unrealistic expectations. 


*Allow your children to live their own lives. 
*Be involved in areas in which your own child is not involved, thus 


contributing to school unity and spirit. 
*Show respect to the opponents of your children. 


*Praise. Don’t criticize. Urge others to do the same. 
*Help your children and their friends develop integrity through the intensity of 


competitive activity.


Work with the administration
 *Positive and direct communication can prevent most problems. Keep the 


superintendent informed of all activities. 
*Make sure your local administration has a copy of all club publications. 


*Invite administrators to all booster club meetings.
*Have an officer meet with the school administration regularly. 


 *Have a chain of command for communication with the administration. 
*Clear all activities through your administration.


Coaches and Fine Arts directors
*Be sure your booster club wish list has been approved by your supervisor 


before it goes to the booster club. 
*Work with your administration to determine what your club can provide. 


*Make your request to the club benefit as many students as possible. 
 *Attend the booster club meetings and/or know what the club is doing. 


*Understand that your advisory role to the boosters is without vote. 
*Support other programs within your district. 


*Meet with parents regularly and make them aware of relevant rules. 
*Involve your staff with your booster club. Let the booster club know who 


your staff is and what duties they perform.


What You Can Do:


www.uiltexas.org


Over Texas would not meet the definition of an educational field 
trip and could be considered a violation of the Awards Rule; 
	 *Run tournaments, organize fund-raising efforts, recruit 
corporate donors, raise money for scholarships and arrange for 
tutors and professional trainers to work with students; 
	 *Fund academic workshop scholarships provided selection 
of the recipients is not based solely on their success in 
interscholastic competition. Selection could be based on grade 
point average or the student’s selection of high school courses. 
All students meeting the conditions for scholarship assistance 
should be notified and eligible for financial assistance. Funds 
should be monitored to ensure that they are expended for 
camp or workshop purposes. 
	 We wish we had more academic booster clubs, whether 
they cover UIL academic competition in general or specific 
programs such as theatre, speech/debate, journalism or math/
science. A great need exists for parental involvement and 
support. 


| MUSIC BOOSTERS |


	 In addition to the general procedures outlined, the following 
guidelines apply to Music Booster Club activities. 
	 *Some music booster clubs assist with expenses for 
travel to various music-related activities such as UIL contests 
and performances at away athletic events. Such financial 
support violates no UIL rules provided that it is approved and 
coordinated by the local school district. 
	 *Many music groups schedule educational field trips with 
the approval of the local school administration and under local 
school district policies. For such trips, specific educational 
components must be included such as performing for a music 
festival, an adjudicated contest or a concert tour. Marching 
performances such as the Macy’s Thanksgiving Day Parade, 
the Rose Bowl Parade or other 
similar ceremonial appearances 
also qualify. However, educational 
components need not be limited to 
performances. Concert attendance, 
visiting university/conservatory music 
facilities and other music related, 
non-performing opportunities would 
also be appropriate if approved by the 
local school district. 
	 *A recreational trip, on the other 
hand, would not meet the definition of an educational field trip 
as provided in Section 480 of the UIL Constitution and Contest 
Rules. Students receiving the benefits of a purely recreational 
trip would likely be in violation of the Awards Rule. 
	 *Booster Clubs may also fund scholarships for private 


lessons and summer music camps provided the selection 
of the recipients is not based on success in interscholastic 
competition. Funds for such activities should be carefully 
monitored to ensure that they are expended for educational 
rather than recreational activities. 
	 *The awarding of patches, T-shirts or other items for 
achievement in interscholastic competition would be subject 
to the UIL Awards Rule. In order to protect all music students’ 
eligibility, such awards should be approved and administrated 
by the local school district in accordance with school district 
policies. 
	 *Be mindful of the fact that there is no Music Amateur 
Rule. Therefore, limitations established in athletics intended 
to ensure compliance with the Athletic Amateur Rule do not 
apply to music programs and related activities. 








Certification for Contracts, Grants, Loans, and Cooperative Agreements


(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for 
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an 
officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal 
contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard 
Form-LLL, ''Disclosure of Lobbying Activities,'' in accordance with its instructions.


(3) The undersigned shall require that the language of this certification be included in the award documents 
for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and 
cooperative agreements) and that all subrecipients shall certify and disclose accordingly. This certification 
is a material representation of fact upon which reliance was placed when this transaction was made or 
entered into. Submission of this certification is a prerequisite for making or entering into this transaction 
imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be
subject to a civil penalty of not less than $10,00 0 and not more than $100,000 for each such failure. 


If any funds have been paid or will be paid to any person for influencing or attempting to influence an officer
or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of
a Member of Congress in connection with this commitment providing for the United States to insure or 
guarantee a loan, the undersigned shall complete and submit Standard Form-LLL, ''Disclosure of Lobbying 
Activities,'' in accordance with its instructions. Submission of this statement is a prerequisite for making or 
entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file the
required statement shall be subjec t to a civil penalty of not less than $10,000 and not more than $100,000
for each such failure.


* APPLICANT'S ORGANIZATION


* SIGNATURE: * DATE:


* PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE


Suffix:


Middle Name:


* Title:


* First Name:


* Last Name:


Prefix:


CERTIFICATION REGARDING LOBBYING


(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any
person for influencing or attempting to influence an officer or employee of an agency, a Member of 
Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with 
the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the
entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or 
modification of any Federal contract, grant, loan, or cooperative agreement.


The undersigned certifies, to the best of his or her knowledge and belief, that:


Statement for Loan Guarantees and Loan Insurance 


The undersigned states, to the best of his or her knowledge and belief, that:








DISCLOSURE OF LOBBYING ACTIVITIES
Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352


(See Reverse for public burden disclosure.)


Approved by OMB No. 0348-0046


1.  Type of Federal Action: 2.  Status of Federal Action: 3.  Report Type:


a.  contract
b.  grant
c.  cooperative agreement
d.  loan
e.  loan guarantee
f.  loan insurance


a.  bid/offer/application
b.  initial award
c.  post-award


a.  initial filing
b.  material change


For Material Change Only:
year quarter
date of last report


Federal Use Only: 


Authorized for Local Reproduction
Standard Form LLL (Rev. 7-97)


4.  Name and Address of Reporting Entity:


6.  Federal Department/Agency:


5.  If Reporting Entity in No. 4 is a Subawardee, Enter Name
     and Address of Prime:


Congressional District, If known:


8.  Federal Action Number, If known:


7.  Federal Program Name/Description:


9.  Award Amount, If known:


b.  Individuals Performing Services (Including address if
     different from No. 10a)
     (last name, first name, MI):


10.  a.  Name and Address of Lobbying Registrant
           (If individual, last name, first name, MI):


11.
Signature:


Print Name:


Title:


Telephone No.: Date:


Information requested through this form is authorized by title 31 U.S.C.
section 1352.  This disclosure of lobbying activities is a material
representation of fact upon which reliance was placed by the tier above
when this transaction was made or entered into.  This disclosure is
required pursuant to 31 U.S.C. 1352.  This information will be reported to
the Congress semi-annually and will be available for public inspection.
Any person who fails to file the required disclosure shall be subject to a
civil penalty of not less that $10,000 and not more than $100,000 for
each such failure.


Prime Subawardee


Tier , if known:


Congressional District, If known:


$


CFDA Number, if applicable:







INSTRUCTIONS FOR COMPLETION OF SF-LLL, DISCLOSURE OF LOBBYING ACTIVITIES


This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, at the initiation or receipt of
a covered Federal action, or a material change to a previous filing pursuant to title 31 U.S.C. section 1352.  The filing of a form is required
for each payment or agreement to make payment to any lobbying entity for influencing or attempting to influence an officer or employee of
any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a
covered Federal action.  Complete all items that apply for both the initial filing and material change report.  Refer to the implementing
guidance published by the Office of Management and Budget for additional information.
 1.  Identify the type of covered Federal action for which lobbying activity is and/or has been secured to influence the outcome of a covered
      Federal action.


 2.  Identify the status of the covered Federal action.


 3.  Identify the appropriate classification of this report.  If this a followup report caused by a material change to the information previously
      reported, enter the year and quarter in which the change occurred,  Enter the date of the last previously submitted report by this
      reporting entity for this covered Federal action.


 4.  Enter the full name, address, city, State and zip code of the reporting entity.  Include Congressional District, if known.  Check the
      appropriate classification of the reporting entity that designates if it is, or expects to be a prime or subaward receipt.  Identify the tier
      of the subawardee, e.g.,  the first subawardee of the prime is the 1st tier.  Subawards include but are not limited to subcontracts,
      subgrants and contract awards under grants.


 5.  If the organization filing the report in item 4 checks :Subawardee," then enter the full name, address, city, State and zip code of the
      prime Federal recipient.  Include Congressional District, if known.


 6.  Enter the name of the Federal agency making the award or loan commitment.  Include at least one organizational level below agency
      name, if known.  For example, Department of Transportation, United States Coast Guard.


 7.  Enter the Federal program name or description for the covered Federal action (Item 1).  If known, enter the full Catalog of Federal
      Domestic Assistance (CFDA) number for grants, cooperative agreements, loans and loan commitments.


 8.  Enter the most appropriate Federal identifying number available for the Federal action identified in Item 1 (e.g., Request for Proposal
      (RFP) number; Invitation for bid (IFB) number; grant announcement number; the contract, grant, or loan award number; the
      application/proposal control number assigned by the Federal agency).  Include prefixes, e.g. "RFP-DE-90-001."


 9.  For a covered Federal action where there has been an award or loan commitment by the Federal agency, enter the Federal amount of
      the award/loan commitment for the prime entity identified in Item 4 or 5.


10.  (a) Enter the full name, address, city, State and zip code of the lobbying registrant under the Lobbying Disclosure Act of 1995 engaged
        by the reporting entity identified in Item 4 to influence the covered Federal action.


       (b) Enter the full names of the individual(s) performing services, and include full address if different from 10 (a).  Enter Last Name, First
       Name and Middle Initial (MI).


11.  Certifying official shall sign and date the form, print his/her name, title and telephone number.


According to the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unless it displays a valid OMB
Control Number.  The valid OMB control number for this information collection is OMB No. 0348-0046.  Public reporting burden for this collection of
information is estimated to average 10 minutes per response, including time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding the burden estimate or any other
aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork Reduction
Project (0348-0046), Washington, DC 20503.
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LOCAL GOVERNMENT OFFICER CONFLICTS 
DISCLOSURE STATEMENT


FORM  CIS 
 (Instructions for completing and filing this form are provided on the next page.) 


OFFICE USE ONLOFFICE USE ONLOFFICE USE ONLOFFICE USE ONLOFFICE USE ONLYYY YY


Date Received 


This questionnaire reflects changes made to the law by H.B. 23, 84th Leg., Regular Session. 


This is the notice to the appropriate local governmental entity that the following local
government officer has become aware of facts that require the officer to file this statement 
in accordance with Chapter 176, Local Government Code. 


1 Name of Local Government Officer 


2 Office Held 


 3 Name of vendor described by Sections 176.001(7) and 176.003(a), Local Government 
Code 


4 Description of the nature and extent of each employment or other business relationship and each family relationship 
with vendor named in item 3. 


5 List gifts accepted by the local government officer and any family member, if aggregate value of the gifts accepted
from vendor named in item 3 exceeds $100 during the 12-month period described by Section 176.003(a)(2)(B). 


 
Date Gift Accepted ____________   Description of Gift _________________________________________________ 


Date Gift Accepted ____________   Description of Gift _________________________________________________ 


Date Gift Accepted ____________   Description of Gift _________________________________________________ 
 


(attach additional forms as necessary) 


  


  


 


6 SIGNATURE I swear under penalty of perjury that the above statement is true and correct. I acknowledge that the disclosure applies 


to each family member (as defined by Section 176.001(2), Local Government Code) of this local government officer.  I 


also acknowledge that this statement covers the 12-month period described by Section 176.003(a)(2)(B), Local 


Government Code. 


Signature of Local Government Officer 


Please complete either option below: 


(1) Affidavit


NOTARY STAMP / SEAL 


Sworn to and subscribed before me by _______________________________________________ this the ________ day of __________________, 


20 ___________, to certify which, witness my hand and seal of office. 


Signature of officer administering oath Printed name of officer administering oath Title of officer administering oath 


(2) Unsworn Declaration
 


My name is _____________________________________________________, and my date of birth is _______________________________. 


My address is ________________________________________________, ___________________, _______, __________, ______________.


(street)       (city) (state)      (zip code)                   (country)    


Executed in ___________________ County, State of ______________ , on the _______ day of _______________, 20______.
(month) (year)


Signature of Local Government Officer (Declarant) 


Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 8/17/2020
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LOCAL  GOVERNMENT  OFFICER  CONFLICTS  DISCLOSURE  STATEMENT 


Section 176.003 of the Local Government Code requires certain local government officers to file this form.  A "local 
government officer" is defined as a member of the governing body of a local governmental entity; a director, superintendent, 
administrator, president, or other person designated as the executive officer of a local governmental entity; or an agent of 
a local governmental entity who exercises discretion in the planning, recommending, selecting, or contracting of a vendor. 
This form is required to be filed with the records administrator of the local governmental entity not later than 5 p.m. on the 
seventh business day after the date on which the officer becomes aware of the facts that require the filing of this statement. 


A local government officer commits an offense if the officer knowingly violates Section 176.003, Local Government Code. 
An offense under this section is a misdemeanor. 


Refer to chapter 176 of the Local Government Code for detailed information regarding the requirement to file this form. 


INSTRUCTIONS FOR COMPLETING THIS FORM 


The following numbers correspond to the numbered boxes on the other side. 


  


 


 


 


1. Name of Local Government Officer.   Enter the name of the local government officer filing this statement.


2. Office Held. Enter the name of the office held by the local government officer filing this statement.


3. Name of vendor described by Sections 176.001(7) and 176.003(a), Local Government Code.  Enter the name of 
the vendor described by Section 176.001(7), Local Government Code, if the vendor: a) has an employment or other 
business relationship with the local government officer or a family member of the officer as described by Section 
176.003(a)(2)(A), Local Government Code; b) has given to the local government officer or a family member of the officer 
one or more gifts as described by Section 176.003(a)(2)(B), Local Government Code; or c) has a family relationship with 
the local government officer as defined by Section 176.001(2-a), Local Government Code.


4. Description of the nature and extent of each employment or other business relationship and each family 
relationship with vendor named in item 3.  Describe the nature and extent of the employment or other business 
relationship the vendor has with the local government officer or a family member  of the officer as described by Section 
176.003(a)(2)(A), Local Government Code, and each family relationship the vendor has with the local government officer 
as defined by Section 176.001(2-a), Local Government Code.


5. List gifts accepted, if the aggregate value of the gifts accepted from vendor named in item 3 exceeds $100. 
List gifts accepted during the 12-month period (described by Section 176.003(a)(2)(B), Local Government Code) by the 
local government officer or family member of the officer from the vendor named in item 3 that in the aggregate exceed $100 
in value. 


6. Signature.  Signature of local government officer. Complete this section after you finish the rest of this report.  You 
have the option to either: (1) take the completed form to a notary public where you will sign above the first line that 
says “Signature of Local Government Officer” (an electronic signature is not acceptable) and your signature will be 
notarized, or (2) sign above both lines that say “Signature of Local Government Officer (Declarant)” (an electronic 
signature is not acceptable), and fill out the unsworn declaration section. 


Local Government Code § 176.001(2-a):  “Family relationship” means a relationship between a person and another 
person within the third degree by consanguinity or the second degree by affinity, as those terms are defined by Subchapter 
B, Chapter 573, Government Code. 


Local Government Code § 176.003(a)(2)(A): 
(a) A local government officer shall file a conflicts disclosure statement with respect to a vendor if:


*** 
(2) the vendor:


(A) has an employment or other business relationship with the local government officer or a
family member of the officer that results in the officer or family member receiving taxable income, 
other than investment income, that exceeds $2,500 during the 12-month period preceding the
date that the officer becomes aware that:


(i) a contract between the local governmental entity and vendor has been executed; or
(ii) the local governmental entity is considering entering into a contract with the vendor.


Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 8/17/2020
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ONALASKA ISD


ACTIVITY ACCOUNT


Daily Collections Report


Payments from students for fees, field trips, etc.


CAMPUS:   CLUB/ORGANIZATION:  


FUNDRAISER PURPOSE:  


DATE STUDENT/PARENT AMOUNT


RECEIVED NAME COLLECTED CASH CHECK COMMENTS


Multiple individual sales such as candy, ice cream, etc.  Report total sales per day.


CAMPUS:   CLUB/ORGANIZATION:  


FUNDRAISER PURPOSE:  


DATE AMOUNT


RECEIVED ITEMS SOLD COLLECTED CASH CHECK COMMENTS


SPONSOR SIGNATURE:  ________________________________________________________________


DATE SUBMITTED TO DISTRICT EXECUTIVE ASSISTANT:  ________________________________








Print or Type 


THE SCHOOL DISTRICT OF ONALASKA I.S.D.


Employee Confidentiality Agreement for 


Personal Identification and Protected Health Information 


Employee ID# ______ _ School/Department _____________________


Employee First Name ___________ Ml Last Name 
----------------


I, above named employee, have accepted a position or currently hold a position with the Onalaska Ind. School District. As a 
condition of my employment or continued employment with the School District, I understand and agree with the following provisions 
governing the confidentiality of personal identification information and protected health information (confidential information), to which 
I am bound as an employee: 


1. I will only access, use, or disclose confidential information, during the course of my employment or after my employment ends, as 
required and permitted in the performing of duties and responsibilities for which I have been hired with the School District. I
understand that this obligation extends to any confidential information that I may acquire during the course of my employment or 
association with the School District, whether in oral, written or electronic form and regardless of the manner in which access was
obtained. I understand confidential includes:


a. Personal identification information which means an individual's first name, first initial and last name, or any middle and
last name, in combination with and linked to any one or more of the following, when not encrypted or redacted: social
security number; driver's license number or Texas Identification Card Number; or financial account number, credit or debit 
card number, in combination with any required security code, access code or password that would permit access to an
individual's financial account.


b. Protected Health Information which means information collected from an employee, retiree or student that is created or
received by the School District, in electronic media or any other form or medium, that relates to the past, present or future
physical or mental health or condition of an employee, retiree or student in the provision of health care to the employee,
retiree or student and that identifies the employee, retiree or student individually or which reasonably can be used to
identify the employee, retiree or student. Protected health information does not include individually identifiable health
information in education records covered by the Family Education Rights and Privacy Act (FERPA).


2. I agree to safeguard all confidential information I access in the course of my employment and to keep it confidential as required by
law and in accordance with School Board Policies.


3. I understand unauthorized use or disclosure of confidential information will result in disciplinary action, up to and including the 
termination of my employment or association with the Onalaska Ind. School District, and the imposition of possible civil or criminal
actions.


4. If I become aware that a breach of confidential information has occurred due to my own or others' acts or omissions, I agree to
immediately report the breach of confidential information to the Superintendent of Schools and my immediate supervisor. I
understand that should I fail to report a breach or to comply with this agreement or Board Policies, I will be subject to disciplinary
action, up to and including termination of my employment. In addition, I understand that the District reserves the right to take
further action, including referral to the appropriate internal or law enforcement authorities for investigation, adjudication or
prosecution, or the pursuit of civil remedies.


5. Upon termination of my employment or as requested by my supervisor, I will return any and all material containing confidential
information to my supervisor or designee.


6. I understand that this obligation will survive the termination of my employment or end of my association with the Onalaska Ind. 
School District regardless of the reason for such termination.


By signing and dating this Agreement in the spaces below, I certify that I have read and understood this Agreement in its entirety, and 
that I agree to be bound by its terms during my employment and after I leave my position with the School District. 


Signature of Employee Date 


ORIGINAL - Human Resources 












Semiannual Cer fica on 


Fiscal Year:  _________________ 


Start Date:  _________________ 


End Date:  __________________ 


 


Employer:  Onalaska I.S.D. 


Employee Name:  _________________________________ 


Employee Posi on:  ________________________________ 


Federal Program Funding Source or Cost Objec ve:  ________________________________ 


I, __________________________, cer fy that 100% of my me 


was spent performing ________________________________ 


du es and responsibili es during the period specified above. 


___________________________________________________      ________________________________________________ 


Employee’s Signature      Supervisor’s Signature 


 


________________      ________________ 


Date Signed       Date Signed 





		Fiscal Year: 

		Start Date: 

		End Date: 

		Employee PosiŸon: 

		Federal Program Funding Source or Cost ObjecŸve: 

		was spent performing: 

		Employee Name: 

		Date 1: 

		Date 2: 








STAFF FTE REPORT
CAMPUS:  _____001  _____101


EMPLOYEE NAME: GRADE LEVEL: ASSIGNMENT AREA: PROGRAM AREA: PIC: FTE's:







PIC:
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34
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38
39


PROGRAM:


Regular Program


Gifted & Talented


Career & Technical Education


 Special Education
Accelerated Instruction 
Bilingual/ESL Education


Non‐Disciplinary Alternative Ed 
Disciplinary Alternative Ed Basic 
Disciplinary Alternative Ed SCE 
Title I, Part A Schoolwide


Pre‐Kindergarten


Pre‐Kindergarten Special Education


Pre-Kindergarten Compensatory Education
Pre-Kindergarten Bilingual Education
Early Education Allotment
Dyslexia or Related Disorder Services
College, Career or Military Readiness
Dyslexia - Special Education








Name of Employee Program/Fund Minutes %


Position Title A 135 100%


District/Campus(s) B 0 0%


C 0 0%


D 0 0%


E 0 0%


F 0 0%


G 0 0%


H 0 0%


TOTAL MINUTES/TOTAL PERCENTAGE OF TIME: 135 100%


Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Program:
Minutes:


Activity:


Substitute System of Time‐and‐Effort Schedule


For Employees Supported by Multiple Cost Objectives


30 15 60


Consult w/staff regarding 


Title I


Consult w/staff regarding 


Title I


Consult w/staff regarding 


Title I


Consult w/staff regarding 


Title I


Consult w/staff regarding 


Title I


84.287 – Twenty‐First Century Community Learning Centers ‐ Fund Code 265


84.002 – Adult Education—Basic Grants to States ‐ Fund Code 220


Monday Tuesday Wednesday Thursday Friday


A A A A A


15 15


Lunch Break Lunch Break Lunch Break Lunch Break Lunch Break


Schedule for 


Certification Period


Complete the fields above. In the program/fund table to the right,


select programs from the dropdown lists in fields A‐E. Programs not


included on the dropdown list may be typed into fields F‐G, with the


corresponding fund code. Complete each box of the schedule below


by selecting the duration of each activity from the dropdown list (in


15‐minute increments); typing a brief description of the activity


performed; and using the dropdown list to select the letter that


corresponds to the program as listed in the program table. If


applicable, select the duration of lunch from the dropdown list for


each day.


84.027 – Special Education—Grants to States (IDEA, Part B) ‐ Fund Code 224


State/Local (Fund Code 199 or 420)







1


2


3


4


5


6


7


8


9


10


11


12


13


14


15


16


17


18


19


20


SCHEDULE and CERTIFICATE


Enter the certification period for the schedule you are entering.


Substitute System of Time‐and‐Effort Instructions


For Employees Supported by Multiple Cost Objectives


CERTIFICATE


File the schedule and signed certificate for each participating employee.


Verify that the program reference letters (A, B, C, etc.), program names, and total minutes are accurate.


All other fields will automatically populate.


You may enter up to seven program names into the program table.  Field H corresponds to State/Local and cannot be 


changed.


You may enter up to 13 activities  and one lunch break per day.  If you take no lunch break, leave the field blank.


Program: Using the dropdown list, select the letter in the program menu that corresponds to the program.


Activity: Type a brief description of the activity performed. 


Minutes: Select the number of minutes spent on the activity from the dropdown list, rounding up or down to 


nearest 15‐minute increment.


Enter the name of your supervisor.


Using the total from your schedule, complete the Total Number of Hours Worked in the Week field. 


Enter the date that your supervisor signed the certificate.


Print the certificate worksheet.


SCHEDULE


Using the total from your schedule, enter the Total Number of Lunch Hours in the Week. 


This workbook may be used to create the employee schedule and certification required from employees participating


in the substitute system of time‐and‐effort reporting. Each participating employee must complete a schedule and


certification, unless the certification is waived by Ed‐Flex. The LEA may use this workbook, which includes all


elements TEA auditors are required to check, or create its own employee schedule and certification forms. All the


LEA's participating employees must use the same forms.
INSTRUCTIONS:


You and your supervisor must sign the certificate. 


Open the Schedule worksheet.


Open the Certificate worksheet.


All other fields will automatically populate.


Enter your name.


Print the Schedule worksheet.


Complete the program/fund table on the right side of the worksheet. For fields A‐E, select the program name from the 


dropdown list.  For programs not included on the list, typed the program name and fund code into fields F‐G.


Complete the boxes of the Monday‐Friday schedule as follows:


Enter the date that you signed the certificate.


Enter your position title.


Enter the district and campus names.







Name of Employee Schedule for Certification Period


Position Title District/Campus(s)


Total Number of Hours Worked in the Week: Total Number of Minutes Worked in the Week: 135     


Total Number of Lunch Hours in the Week: Total Number of Lunch Minutes in the Week: ‐      


Total Hours:  x 60 = 0 (a) Total Minutes: 135      (b)


A


B


C


D


E


F


G


H


TOTAL MINUTES/TOTAL PERCENTAGE OF TIME:


Signature of Employee Date


Name of Supervisor


Signature of Supervisor Date


Substitute System of Time‐and‐Effort Certificate


For Employees Supported by Multiple Cost Objectives


‐                                                                                                                                                                          


0.00


0%


0%


0%


Program/Fund


# of Minutes 


Worked in 


Week


135


0


0


0


I certify that I have firsthand knowledge that the above employee performed work consistent with the attached schedule and as distributed in the above 


percentages during the certification period.


0%0


0%


0%


0%


0


‐                                                                                                                                                                          


‐                                                                                                                                                                          


State/Local (Fund Code 199 or 420)


135


0


Each participating employee must complete this certificate based on his or her established schedule.


Most fields on this certificate are autofilled with data from the Substitute System of Time‐and‐Effort Schedule (on the Schedule tab of this workbook).


However, you must manually complete two fields: Total Number of Hours Worked in the Week and the Total Number of Lunch Hours in the Week. The


figure you enter for Total Number of Hours Worked in the Week must be consistent with the autofilled figure for Total Number of Minutes Worked in the


Week. Both you and your supervisor must sign and date the certificate.


0


Distribution of 


Time (%)


100%


NOTE: If an employee's established schedule changes by 10% or more, the employee must submit an updated certification. 


I certify that I performed work consistent with the attached schedule and as distributed in the above percentages during the certification period.


100%


84.002 – Adult Education—Basic Grants to States ‐ Fund Code 220


84.287 – Twenty‐First Century Community Learning Centers ‐ Fund Code 265


84.027 – Special Education—Grants to States (IDEA, Part B) ‐ Fund Code 224


‐                                                                                                                                                                          








ONALASKA I.S.D. 


Payroll New Hire Form 


Campus/Dept:_______________________________  


NAME:  ____________________________________________ Employee ID:  ____________ 


PosiƟon to be filled:  ______________________________________________________   New PosiƟon 


Replacing whom:  __________________________________________________________________________   


StarƟng Date of Employment:  _______________________    Yrs Experience School Business:  ____________ 


EducaƟon:     Master’s       Bachelor’s     Associate’s     Some College    HS Diploma/GED    


Employee Type:   AdministraƟve    Professional     Paraprofessional    Auxiliary  


Teacher CerƟficaƟon Type/Area(s):  ___________________________________________________________              


Coaching, Dept. Head/Grade Level Chair, Sponsor, etc.:  ___________________________________________ 


Assignment Area/Subject/Grade Span:  _________________________________________________________            


Base Salary  $__________________ per year  $____________per day       $___________per hour 


SƟpend/Other:  Pay Grade/Step:  _________  Pay Rate:  _____________ 


_____________  ______________________ 


_____________  ______________________ 


_____________  ______________________ 


_____________  ______________________ 


Total Salary:  $__________________ 


Number of days employed per year ___________    Number of State Days from Prior District _________ 


Budget Code:  _______________________________________________________ 


Rate Change JusƟficaƟon:  Employee step adjustment to fit in pay rate range.  All new hires, transfers from job posiƟons, or job 


changes must be submiƩed to the Superintendent of Schools for approval.  If pay rate change is suggested, please jusƟfy here  


_________________________________________________________________________________________________________ 


Signature:  Business Manager    Date: 


     


Signature:  Superintendent   Date: 



Angela Foster

Cross-Out
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ONALASKA I.S.D.


EMPLOYEE CREDIT CARD AGREEMENT


I, ____________________________, hereby request an Onalaska ISD ___Corporate Visa ___Sam's 
Club Direct ____Lowe's Credit Card _____Tractor Supply Corp card.  As a cardholder, I have read, 
understand and agree to comply with the Onalaska ISD Purchasing Procedures.


1. I understand that I am being entrusted with a valuable tool, the corporate credit card.  I will be
making financial commitments on behalf of The District.  I will obtain the best value for Onalaska ISD
by using the card wisely and with discretion.


2. I agree to use this card for official approved work-related purchases only.  I fully understand that
misuse or abuse of the card will result in revocation of the card and in appropriate disciplinary action
which may include termination of my employment.


3. Policy violations include, but are not limited to:
• Purchasing items for personal use or non-district business purposes
• Exceeding purchasing limits if any
• Using the card for unauthorized expenditures
• Failure to turn the card over to the card administrator when appropriate
• Failure to submit proper documentation (detailed receipts) within 5 days of each purchase
• Allowing the card to be used by someone else


4. I agree that if sales tax is mistakenly added to my district purchase, I will be responsible for obtaining
either a credit/refund from the vendor or reimbursing the district for the sales tax.


5. I agree to return the card immediately upon request or upon termination of employment (including
retirement and resignation).  Should I be transferred, qualify for extended leave or undergo an
organizational change which causes my duties to no longer necessitate the use of the card, I agree
to return it immediately and arrange for a new one as may be appropriate.


6. I agree that if the card is lost or stolen, I agree to immediately notify the Onalaska ISD Business
Manager, Angela Foster (646-1002 or @ afoster@onalaskaisd.net) verbally and in writing.


Specific Uses or Restrictions: ________________________________________________________________________ 


________________________________________ _____________________________________ 
Employee Signature/Campus/Department  Date 


_____________________________________ _______________________________________
Business Manager/Credit Card Administrator Date  


Submit to Business Manager for Authorization


Prior approval via an approved Purchase Order must be obtained prior to use.



mailto:Estrada.r@lacklandisd.net

Angela Foster
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01-339 (Back)
(Rev.7-10/7)


Texas Sales and Use Tax Exemption Certification 
This certificate does not require a number to be valid. 


Name of purchaser, firm or agency 


Address (Street & number, P.O. Box or Route number) Phone (Area code and number) 


City, State, ZIP code 


I, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable 
items described below or on the attached order or invoice) from: 


Seller: 


Street address: City, State, ZIP code: 


Description of items to be purchased or on the attached order or invoice: 


I understand that I will be liable for payment of all state and local sales or use taxes which may become due for failure to comply with 
the provisions of the Tax Code and/or all applicable law. 


I understand that it is a criminal offense to give an exemption certificate to the seller for taxable items that I know, at the time of purchase, 
will be used in a manner other than that expressed in this certificate, and depending on the amount of tax evaded, the offense may range 
from a Class C misdemeanor to a felony of the second degree. 


Purchaser claims this exemption for the following reason: 


Purchaser Title Date 


NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle. 
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID. 
Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist. 


This certificate should be furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts. 





		Exemption purchaser: 

		Exemption purchaser street: 

		Exemption purchaser phone: 

		Exemption purchaser city: 

		Exempt item description lines: ______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

		Exemption reason lines: ______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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		Exempt seller street: 
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		Exempt purchaser sig date: 
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    UNAUTHORIZED PURCHASE FORM 


 
 


 


To:  OISD Business Office  Date:      


From:      


(Individual who procured the good or service)  


Requisition Number:       


 


Section 1 – to be completed by the responsible Administrator 


   Department:     


1. Vendor name:      
 


2. Unauthorized item(s) or service(s) purchased: 
 


 
 


3. Date of purchase:    4.  Total cost:      
 


5. Reason(s) OISD purchasing procedures were not followed: 
 


 
 


6. Describe measures taken to prevent a recurrence of unauthorized purchase: 
 


 
 


A. Purchase was necessary and appropriate.  OISD will benefit from the purchase.  Yes  No 
 


B. All goods were received, or services were performed.  Yes  No 
 


C. Funds are available for payment.  Yes  No 
 


D. Price paid is reasonable.  Yes  No 
 


 


Signature (Principal of Campus / Dept. Head)        Date 
 
 


Forward to Superintendent for continued processing 
 
Section 2 ‐ to be signed by Superintendent   


 
 
 


Signature  Date 





		Individual who procured the good or service: 

		Requisition Number: 

		1 Vendor name: 

		2 Unauthorized items or services purchased: 

		3 Date of purchase: 

		4 Total cost: 

		5 Reasons OISD purchasing procedures were not followed: 

		6 Describe measures taken to prevent a recurrence of unauthorized purchase: 

		Date: 

		Dept: 

		Date2: 

		Date_3: 

		Yes 1: Yes

		No 1: No

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

		Check Box4: Off

		Check Box5: Off

		Check Box6: Off

		Check Box7: Off

		Check Box8: Off








Employee Agreement for Acceptable Use


Page 1 of 2


EMPLOYEE AGREEMENT FOR ACCEPTABLE USE OF THE ELECTRONIC


COMMUNICATIONS SYSTEM


Full Name


Employee ID


Today's Date


The District electronic communication system is to be used for educational purposes.


Limited personal use may be permitted if the use:


o Imposes no tangible cost on the District


o Does not unduly burden the District’s computer or network resources; and


o Has no adverse effect on an employee’s job performance or on a student’s


academic performance.


x I agree


I will be held responsible at all times for the proper use of the District electronic


communication system according to district and campus guidelines, and the District may


suspend or revoke my access for any violation.


x I agree


I am responsible for all hardware and software checked out to me by the District, and will ensure that


such software is consistent with District standards and properly licensed.


x I agree


I WILL NOT ENGAGE IN THE FOLLOWING INAPPROPRIATE USE:


o Using the system for any illegal purpose.


o Using another person’s ID or password.


o Downloading, uploading, or using copyrighted information without permission from the


copyright holder.


o Posting messages, chain letters, or accessing materials that are abusive, obscene, sexually


oriented, threatening, harassing, damaging to another’s reputation, or illegal.


o Wasting school resources through improper use of the communications system.


o Gaining unauthorized access to restricted, inappropriate, or illegal information or


resources.


o Personal use while supervising students.


x I agree


I understand that the consequences for inappropriate use are:


o Suspension of access to the system; and/or


o Other disciplinary or legal action, in accordance with the District policies and applicable laws.


x I agree


I understand that my use of the District electronic communication system is not private and that the


District can monitor my activity.


x I agree


I understand that it is my responsibility to report immediately to the principal and the technology


department any inappropriate use of the district’s electronic communication system by students.


Furthermore, I also have the responsibility to report immediately to the appropriate supervisor any


actions that are illegal or that may damage the system.







Employee Agreement for Acceptable Use


Page 2 of 2


x I agree


I have read the District’s electronic communications system policy and administrative regulations and


agree to abide by their provisions. In consideration for the privilege of using the District’s electronic


communications system and in consideration for having access to the public networks, I hereby release


the District, its operators, and any institutions with which they are affiliated from any and all claims and


images of any nature arising from my use of, or inability to use, the system, including, without limitation,


the type of damages identified in the District’s policy and administrative regulations.


Attached Workflow Employee Signature


Current Status Draft


Workflow Steps 1 Signature Direct Report








ONALASKA INDEPENDENT SCHOOL DISTRICT 
TRAVEL EXPENSE VOUCHER 


Name________________________________________ Date___________________________ 


Reason for travel__________________________________________________________________ 


Account Code _________________________________________________


 MILEAGE:  Please list information as it applies.  Mileage will be reimbursed at a rate of $0.70 per mile. 


Date:_________ Destination:_____________________ Miles:_________ Amt:____________ 


Date:_________ Destination:_____________________ Miles:_________ Amt:____________ 


MEALS:  Please list the total meal cost by the day.  Employees MUST attach cash tickets or receipts showing the cost 
of each meal and the detail of items purchased.  Receipts showing only a “total” without detail will not be accepted.  The 
total reimbursement  maximum is $64.00/day.  An overnight stay is required in order to receive meal reimbursement. 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


Date:__________ Amount:______________ Date:_________ Amount:_____________ 


MISCELLANEOUS:  Please list any items not described above.  Employees must attach all applicable receipts
showing detail of expense. 


Date:__________ Amount:______________ Explanation:________________________________ 


Date:_________ Amount:______________ Explanation:________________________________ 


Date:_________ Amount:______________ Explanation:________________________________ 


TOTAL AMOUNT DUE:  $_________________ 


_____________________________________  ____________________________________ 
Employee Signature  Supervisor Signature 





		Employee Name: 

		Date 1: 

		Date3: 

		Date2: 

		Date4: 

		Date5: 

		Date6: 

		Date7: 

		Date8: 

		Date9: 

		Date10: 

		Date11: 

		Date12: 

		Date13: 

		Date14: 

		Date15: 

		Date16: 

		Date17: 

		Date18: 

		Reason: 

		Account Code: 

		Destination 1: 

		Destination 2: 

		Miles 1: 

		Miles 2: 

		Amount 2: 

		Amount 4: 

		Amount 5: 

		Amount 6: 

		Amount 7: 

		Amount 8: 

		Amount 9: 

		Amount 10: 

		Amount 11: 

		Amount 12: 

		Amount 13: 

		Amount 14: 

		Amount 15: 

		Amount 1: 

		Amount 16: 

		Amount 17: 

		Amount 18: 

		Text27: 

		Text28: 

		Text29: 

		Amount 19: 








CONFLICT OF INTEREST QUESTIONNAIRE
For vendor doing business with local governmental entity


FORM CIQ


OFFICE USE ONLY


Date Received


This questionnaire reflects changes made to the law by H.B. 23, 84th Leg., Regular Session.


This questionnaire is being filed in accordance with Chapter 176, Local Government Code, by a vendor who
has a business relationship as defined by Section 176.001(1-a) with a local governmental entity and the
vendor meets requirements under Section 176.006(a).


By law this questionnaire must be filed with the records administrator of the local governmental entity not later
than the 7th business day after the date the vendor becomes aware of facts that require the statement to be
filed.  See Section 176.006(a-1), Local Government Code.


A vendor commits an offense if the vendor knowingly violates Section 176.006, Local Government Code. An
offense under this section is a misdemeanor.


1 Name of vendor who has a business relationship with local governmental entity.


2
Check this box if you are filing an update to a previously filed questionnaire. (The law requires that you file an updated


completed questionnaire with the appropriate filing authority not later than the 7th business day after the date on which


you became aware that the originally filed questionnaire was incomplete or inaccurate.)


3 Name of local government officer about whom the information is being disclosed.


        Name of Officer


4 Describe each employment or other business relationship with the local government officer, or a family member of the
officer, as described by Section 176.003(a)(2)(A).  Also describe any family relationship with the local government officer.
Complete subparts A and B for each employment or business relationship described.  Attach additional pages to this Form
CIQ as necessary.


A. Is the local government officer or a family member of the officer receiving or likely to receive taxable income,
other than investment income, from the vendor?


  Yes   No


B. Is the vendor receiving or likely to receive taxable income, other than investment income, from or at the direction
of the local government officer or a family member of the officer AND the taxable income is not received from the
local governmental entity?


  Yes   No


5 Describe each employment or business relationship that the vendor named in Section 1 maintains with a corporation or
other business entity with respect to which the local government officer serves as an officer or director, or holds an


6
Check this box if the vendor has given the local government officer or a family member of the officer one or more gifts
as described in Section 176.003(a)(2)(B), excluding gifts described in Section 176.003(a-1).


7


Signature of vendor doing business with the governmental entity Date


ownership interest of one percent or more.


Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 1/1/2021







Revised 1/1/2021Form provided by Texas Ethics Commission www.ethics.state.tx.us


CONFLICT OF INTEREST QUESTIONNAIRE


       For vendor doing business with local governmental entity


A complete copy of Chapter 176 of the Local Government Code may be found at http://www.statutes.legis.state.tx.us/
Docs/LG/htm/LG.176.htm. For easy reference, below are some of the sections cited on this form.


Local Government Code § 176.001(1-a): "Business relationship" means a connection between two or more parties
based on commercial activity of one of the parties.  The term does not include a connection based on:


(A) a transaction that is subject to rate or fee regulation by a federal, state, or local governmental entity or an
agency of a federal, state, or local governmental entity;
(B) a transaction conducted at a price and subject to terms available to the public; or
(C) a purchase or lease of goods or services from a person that is chartered by a state or federal agency and
that is subject to regular examination by, and reporting to, that agency.


Local Government Code § 176.003(a)(2)(A) and (B):
(a) A local government officer shall file a conflicts disclosure statement with respect to a vendor if:


***
(2) the vendor:


(A) has an employment or other business relationship with the local government officer or a
family member of the officer that results in the officer or family member receiving taxable
income, other than investment income, that exceeds $2,500 during the 12-month period
preceding the date that the officer becomes aware that


(i) a contract between the local governmental entity and vendor has been executed;
or
(ii) the local governmental entity is considering entering into a contract with the
vendor;


(B) has given to the local government officer or a family member of the officer one or more gifts
that have an aggregate value of more than $100  in the 12-month period preceding the date the
officer becomes aware that:


(i) a contract between the local governmental entity and vendor has been executed; or
(ii) the local governmental entity is considering entering into a contract with the vendor.


Local Government Code § 176.006(a) and (a-1)
(a) A vendor shall file a completed conflict of interest questionnaire if the vendor has a business relationship
with a local governmental entity and:


(1) has an employment or other business relationship with a local government officer of that local
governmental entity, or a family member of the officer, described by Section 176.003(a)(2)(A);
(2) has given a local government officer of that local governmental entity, or a family member of the
officer, one or more gifts with the aggregate value specified by Section 176.003(a)(2)(B), excluding any
gift described by Section 176.003(a-1); or
(3) has a family relationship with a local government officer of that local governmental entity.


(a-1)  The completed conflict of interest questionnaire must be filed with the appropriate records administrator
not later than the seventh business day after the later of:


(1) the date that the vendor:
(A) begins discussions or negotiations to enter into a contract with the local governmental
entity; or
(B) submits to the local governmental entity an application, response to a request for proposals
or bids, correspondence, or another writing related to a potential contract with the local
governmental entity; or


(2) the date the vendor becomes aware:
(A) of an employment or other business relationship with a local government officer, or a
family member of the officer, described by Subsection (a);
(B) that the vendor has given one or more gifts described by Subsection (a); or
(C) of a family relationship with a local government officer.








Debarment Certification Statement


 
 


CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND OTHER 
RESPONSIBILITY MATTERS (Executive Order 12549, Debarment and Suspension, 
34 CFR Part 85) 


Vendor certifies to the best of its knowledge and belief, that it and its principals: 


(a) [    ] Are  [    ] are not presently debarred, suspended, proposed for debarment, 
declared ineligible, or voluntarily excluded from covered transactions by any 
Federal department or agency;


(b) [    ] Have [    ] have not within a three-year period preceding award of this 
consulting agreement been convicted of or had a civil judgment rendered against 
them for commission of fraud or a criminal offense in connection with obtaining, 
attempting to obtain, or performing a public (Federal, State or Local) transaction 
or contract under a public transaction; violation of Federal or State antitrust 
statutes or commission of embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, or receiving stolen property;


(c) [    ] Are [    ] are not presently indicted for or otherwise criminally charged by a 
governmental entity (Federal, State or Local) with commission of any of the 
offenses enumerated in Paragraph (b) above; and


(d) [    ] Have [    ] have not within a three-year period preceding award of this 
consulting agreement had one or more public transactions (Federal, State or 
Local) terminated for cause or default. 


________________________________ ________________________________ 
Vendor Signature Date 


________________________________ 
Typed or Printed Name 


___________________________________ 
Vendor Doing Business As (Print or Type)












ONALASKA INDEPENDENT SCHOOL DISTRICT 
 


FELONY CONVICTION NOTIFICATION 
 
 


The Texas Education Code, Section 44.034(a) states that a person or business entity that enters 
into a contract with a school district must give advance notice to the district if the person or an 
owner or operator of the business entity has been convicted of a felony.  The notice must include 
a general description of the conduct resulting in the conviction of the felony. 
 
Furthermore, Section 44.034(b) states that a school district may terminate a contract with a 
person or business entity if the district determines that the person or business entity failed to give 
notice as required by Subsection (a) or misrepresented the conduct resulting in the conviction.  
The district must compensate the person or business entity for services performed before the 
termination of the contract. 
 
Lastly, Section 44.034 (c) states that this section does not apply to a publicly held corporation. 
 
(   )  My firm is a publicly held corporation, therefore this requirement is not applicable. 
 
(   )  My firm is not owned nor operated by anyone who has been convicted of a felony. 
 
(   )  My firm is owned or operated by the following individual(s) who has/have been 
        convicted of a felony: 
 
        Name:  ___________________________________________________________________ 
        Description of conduct resulting in a felony:  _____________________________________ 
        _________________________________________________________________________ 
        Name:  ___________________________________________________________________ 
        Description of conduct resulting in a felony:  _____________________________________ 
        _________________________________________________________________________ 
        Name:  ___________________________________________________________________ 
        Description of conduct resulting in a felony:  _____________________________________ 
        _________________________________________________________________________ 
 
I, the undersigned agent for the firm named below, certify that the information concerning 
notification of felony conviction has been received by me and that the information furnished 
above is true to the best of my knowledge. 
 
Vendor’s Name:  _______________________________________________________________ 
 
Authorized Company Official’s Name: _____________________________________________ 
 
Authorized Company Official’s Title:  ______________________________________________ 
 
_____________________________   ___________________________________ 
Date       Signature 
 





		Name 1: 

		Name 2: 

		Description of conduct resulting in a felony: 

		Name 1_2: 

		Name 2_2: 

		Description of conduct resulting in a felony_2: 

		Name 1_3: 

		Name 2_3: 

		Description of conduct resulting in a felony_3: 

		Vendors Name: 

		Authorized Company Officials Name: 

		Authorized Company Officials Title 1: 

		Authorized Company Officials Title 2: 

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

















SB 9 Contractor Certification 
Contractor Employees 


 
 
Introduction:  Texas Education Code Chapter 22 requires entities that contract with school districts to 
obtain criminal history records on covered employees.  Covered employees with disqualifying criminal 
histories are prohibited from serving at a school district.  Contractors must certify to the district that 
they have complied and must obtain similar certifications from their subcontractors. 
 
The district may not obtain criminal histories for contractors.  The law requires each contractor to obtain 
the criminal histories of its covered employees.  For more information or to set up an account, a 
contractor should contact the Texas Department of Public Safety’s Crime Records Service at 512‐424‐
2474. 
 
Definitions: 
 
Covered employees:  Employees of a contractor who have or will have continuing duties related to the 
service to be performed at the District and have or will have direct contact with students.  The District 
will be the final arbiter of what constitutes continuing duties or direct contact with students. 
 
Disqualifying criminal history:  (1) a conviction or other criminal history information designated by the 
District; or (2) one of the following offenses, if at the time of the offense, the victim was under 18 or 
enrolled in a public school: (a) a felony offense under Title 5, Texas Penal Code; (b) an offense for which 
a defendant is required to register as a sex offender under Chapter 62, Texas Code of Criminal 
Procedure; (c) an equivalent offense under federal law or the laws of another state. 
 
 
On behalf of _____________________________________________________ (“Contractor”), I, the 
undersigned authorized signatory for Contractor, certify to Onalaska Independent School District 
(“District”) that [check one]: 
 
[    ]  None of Contractor’s employees are covered employees, as defined above.  If this box is checked, I 
         further certify that contractor has taken precautions or imposed conditions to ensure that its 
         employees will not become covered employees.  Contractor will maintain these precautions or 
         conditions throughout the time the contracted services are provided. 
 
Or  
 
[    ]  Some or all of Contractor’s employees are covered employees.  If this box is checked, I further 
         Certify that: 


(1)  Contractor has obtained all required criminal history record information regarding its 
covered employees.  None of the covered employees has a disqualifying criminal history. 
 


(2) If Contractor receives information that a covered employee subsequently has a reported 
criminal history, Contractor will immediately remove the covered employee from contract 
duties and notify the District in writing within 3 business days. 







(3) Upon request, Contractor will provide the District with the name and any other requested 
information of covered employees so that the District may obtain criminal history record 
information on the covered employees. 


 
If the District objects to the assignment of a covered employee on the basis of the covered 
employee’s criminal history record information, Contractor agrees to discontinue using the 
covered employee to provide services at the District. 


 
I also certify to the District on behalf of Contractor that Contractor has obtained certifications from its 
subcontractors of compliance with Education Code, Chapter 22. 
 
Noncompliance or misrepresentations regarding this certification may be grounds for contract 
termination. 
 
 
 
___________________________________________    ______________________________ 
Signature              Date 
 
___________________________________________    ______________________________ 
Printed Name              Title 
 
 
 








SB 9 Contractor Certification 
Independent Contractor 


 
 
Introduction:  Texas Education Code Chapter 22 requires entities that contract with school districts to 
obtain criminal history records on covered employees.  Covered employees with disqualifying criminal 
histories are prohibited from serving at a school district.  Contractors must certify to the district that 
they have complied and must obtain similar certifications from their subcontractors. 
 
The district may not obtain criminal histories for contractors.  The law requires each contractor to obtain 
the criminal histories of its covered employees.  For more information or to set up an account, a 
contractor should contact the Texas Department of Public Safety’s Crime Records Service at 512‐424‐
2474. 
 
Definitions: 
 
Covered employees:  Employees of a contractor who have or will have continuing duties related to the 
service to be performed at the District and have or will have direct contact with students.  The District 
will be the final arbiter of what constitutes continuing duties or direct contact with students. 
 
Disqualifying criminal history:  (1) a conviction or other criminal history information designated by the 
District; or (2) one of the following offenses, if at the time of the offense, the victim was under 18 or 
enrolled in a public school: (a) a felony offense under Title 5, Texas Penal Code; (b) an offense for which 
a defendant is required to register as a sex offender under Chapter 62, Texas Code of Criminal 
Procedure; (c) an equivalent offense under federal law or the laws of another state. 
 
 
I certify to Onalaska Independent School District (“District”) that I have obtained all required criminal 
history record information regarding myself through the Texas Department of Public Safety’s 
Fingerprint‐based Applicant Clearinghouse of Texas (FACT).  I further certify to the District that I do not 
have a disqualifying criminal history.  I agree to notify the District in writing within 3 business days if I am 
arrested or adjudicated for a disqualifying reason during the contract term. 
 
I agree to provide the District, upon request, my full name and any other requested information so that 
the District may obtain my criminal history record information.  I understand that the District may 
terminate my services at any time if the District determines, at its sole discretion, that my criminal 
history is not acceptable. 
 
Noncompliance or misrepresentations regarding this certification may be grounds for contract 
termination. 
 
___________________________________________    ______________________________ 
Signature              Date 
 
___________________________________________    ______________________________ 
Printed Name              Title 








SB 9 Contractor Certification 
Subcontractor 


 
 
Introduction:  Texas Education Code Chapter 22 requires entities that contract with school districts to 
obtain criminal history records on covered employees.  Covered employees with disqualifying criminal 
histories are prohibited from serving at a school district.  Contractors must certify to the district that 
they have complied and must obtain similar certifications from their subcontractors. 
 
The district may not obtain criminal histories for contractors.  The law requires each contractor to obtain 
the criminal histories of its covered employees.  For more information or to set up an account, a 
contractor should contact the Texas Department of Public Safety’s Crime Records Service at 512‐424‐
2474. 
 
Definitions: 
 
Covered employees:  Employees of a contractor who have or will have continuing duties related to the 
service to be performed at the District and have or will have direct contact with students.  The District 
will be the final arbiter of what constitutes continuing duties or direct contact with students. 
 
Disqualifying criminal history:  (1) a conviction or other criminal history information designated by the 
District; or (2) one of the following offenses, if at the time of the offense, the victim was under 18 or 
enrolled in a public school: (a) a felony offense under Title 5, Texas Penal Code; (b) an offense for which 
a defendant is required to register as a sex offender under Chapter 62, Texas Code of Criminal 
Procedure; (c) an equivalent offense under federal law or the laws of another state. 
 
 
Subcontractor has entered into a contract with ______________________________________________     
(“Contractor”), to provide services in connection with the contract between Onalaska Independent 
School District(“District”) and Contractor.  On behalf of ________________________________________ 
(“Subcontractor”), I, the authorized signatory for Subcontractor, certify to the District and Contractor 
that [check one]: 
 
[    ]  None of Subcontractor’s employees are covered employees, as defined above.  If this box is  
         checked, I further certify that contractor has taken precautions or imposed conditions to ensure 
         that its employees will not become covered employees.  Contractor will maintain these precautions  
         or conditions throughout the time the contracted services are provided. 
 
Or  
 
[    ]  Some or all of Subcontractor’s employees are covered employees.  If this box is checked, I further 
         Certify that: 


(1)  Subcontractor has obtained all required criminal history record information regarding its 
covered employees.  None of the covered employees has a disqualifying criminal history. 
 







(2) If Subcontractor receives information that a covered employee subsequently has a reported 
criminal history, Subcontractor will immediately remove the covered employee from 
contract duties and notify the District in writing within 3 business days. 


 
(3) Upon request, Subcontractor will provide the District with the name and any other 


requested information of covered employees so that the District may obtain criminal history 
record information on the covered employees. 


 
If the District objects to the assignment of a covered employee on the basis of the covered 
employee’s criminal history record information, Subcontractor agrees to discontinue using 
the covered employee to provide services at the District. 


 
I also certify to the District and Contractor on behalf of Subcontractor that Subcontractor has obtained 
certifications from its subcontractors of compliance with Education Code, Chapter 22. 
 
Noncompliance or misrepresentations regarding this certification may be grounds for contract 
termination. 
 
 
 
___________________________________________    ______________________________ 
Signature              Date 
 
___________________________________________    ______________________________ 
Printed Name              Title 
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General	Information	


The district has established fiscal procedures that apply to all financial transactions regardless of the funding source. 


Procedures that relate directly and/or indirectly to federal and state grant compliance are indicated 


with a (†). A separate section in this Business Operations Manual will include specific procedures related to 


acquiring, expending, and managing grant funds. 


In accordance with School Board Policy, BP Local, the Superintendent and administrative staff shall be responsible 


for developing and enforcing procedures for the operation of the District.  These procedures shall constitute the 


administrative regulations of the District and shall consist of guidelines, handbooks, manuals, forms, and any other 


documents defining standard operating procedures.  The Superintendent shall approve this State and Federal Grans 


Manual on an annual basis, or as appropriate, if federal, state or local changes in regulations or policy warrant 


immediate changes.  Administrative regulations/procedures are subject to Board review but shall not be 


adopted by the Board. [BP Local]  


Business	Department	Mission	
The mission of the Onalaska Independent School District is to provide a safe and exceptional 


education that unlocks student potential to become responsible members of society. It is the mission of 


the Business Office to provide support to all District staff, students, parents and the community in order 


to ensure that all business operations are supportive of the instructional goals and objectives of the 


district 


Business	Department	Staff	
The Business Department staff shall perform multiple roles; however, adequate controls of separation of 


duties shall be maintained at all times. The staff consists of: 


Angela Foster 
Business Manager 


Peggy Samuels 
Administrative Assistant 


Ashley Maichetti 
Executive Assistant 


936‐646‐1002  936‐646‐1090  936‐646‐1099 
afoster@onalaskaisd.net  psamuels@onalaskaisd.net  amaichetti@onalaskaisd.net 


All Business Department staff are expected to comply with the Code of Ethics and Standard Practices for 


Texas Educators [Board Policy DH (Exhibit), the Onalaska ISD Code of Conduct (Employee Handbook), 


and the data systems Acceptable Use Guidelines. In addition, all business department staff shall comply 


with School Board Policy CAA Local regarding fraud. 


Each staff member shall have an up‐to‐date job description on file in the Human Resources department. 


In addition, each staff member should receive and sign a job description and corresponding evaluation 


instrument during the annual evaluation process. Changes to job descriptions should be made when 


substantial changes occur in job duties or responsibilities. 


Jill Lawson
HR Coordinator
936‐646‐1202 
jlawson@onalaskaisd.net 
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Organizational	Chart	


General	Ledger	Maintenance(†)	
General ledger entries shall be made on an on‐going basis as needed. End‐of‐the‐month and end‐of‐the‐ 


year entries shall be made on a timely basis.  End‐of‐the‐year entries shall be made prior to the audit 


field work by the district’s external audit firm. 


The Business Manager shall be responsible for monitoring the general ledger maintenance on a monthly 


basis as part of the monthly End‐of‐Month Process.  The Business manager shall have the ultimate 


responsibility for the accuracy of the general ledger.  The general ledger shall be reviewed for accuracy 


in areas such as, but not limited to the following: 


 Cash and investment balances equal the respective bank or investment monthly statements


 Aged purchase orders, receivables and payables


 Verify that fund accounts are in balance


 Verify that bank account reconciling items are posted to the general ledger


Journal	Entries(†)	
All general ledger entries shall be in balance (debits shall equal credits). A copy of the Journal Voucher 


shall be printed and used to document all entries. All journal entries shall be numbered for tracking 


purposes. A manual numbering system shall be utilized by the district. The Administrative Assistant shall 
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be authorized to create journal entries and post journal entries with review and approval of the 


Business Manager.  The Business Manager shall be authorized to post journal entries to the general 


ledger and are reviewed by the Administrative Assistant in order to establish proper segregation of 


duties. The numbering system consists of the Month – Sequential numbering starting with 01, 02….(ie. 


06‐01, 06‐02, 06‐03, etc) 


All payroll general journals shall be interfaced to the finance system by the payroll department. The 
Administrative Assistant shall verify that the pre‐post payroll general journals and the finance payroll 
general journals are in balance and posted accurately to the general ledger. The Business Manager 
shall review and approve payroll journals prior to execution and posting.  All payroll general journals 
must be posted to the finance general ledger no later than (5) business days following the actual pay 
date. 


All changes to the general ledger should be posted within the same month as the changes occurred, if 
possible, or as soon as practicable. At times, prior to closing the month, additional reconciling journal 
entries may be posted in accordance with the creation and approval guidelines.  


School Board Reports and a detailed Check Register report for the previous month should be generated 
and forwarded to the Executive Assistant for board review. The financial reports and check payment list 
shall not be approved by the School Board. 


All reports should be filed for audit purposes including, but not limited to, the following: 


 Cash Receipts Journal
 General Journal
 Check Payments & Check Register
 Detail General Ledger
 Summary General Ledger
 Bank Statements
 Bank Account Reconciliations


The Business Manager shall review a Summary General Ledger on a monthly basis to ensure the 
accuracy of fund accounting. 


Data	Entry	and	Validation(†)	
All data entry shall be from the appropriate source document(s). All data entry shall be validated 


(verified) with the source documents. A system of checks and balance shall be in place to ensure that all 


postings to the general ledger result in the desired outcome. For example, a cash receipt journal shall be 


validated to ensure that the total amount deposit matches the posted cash receipt journal. 


Ongoing, daily data entry validation greatly increases the accuracy of the fund accounting and facilitates 


reconciliation of the monthly bank statements with the general ledger. 


General	Ledger	Transaction	(Minimum	Data	Required)	–	(†)	
All general ledger financial transactions shall require the following minimum data: 


 Date of the general ledger transaction – the date of the transaction should be within the
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posting month and within the posting fiscal year.


 Account code(s) – the proper account code shall be used for all transactions
 Journal [transaction] number – the number assigned should be manually or automatically


assigned in a sequential order. A log of the journal numbers utilized each fiscal year should be


available in a manual or automated form. Automated, system‐generated general ledger entries


shall be easily distinguished from manual general ledger entries.


 The credit and debit amounts– the total debits must match the total credits
 Reason for the general ledger transaction – the reason should explain the reason for the


transaction such as cash receipt number, adjustment to budget/expense, etc.


 Supporting document – supporting documentation, if any, shall be attached to the journal entry


form for audit tracking purposes


 Signature or initials, as appropriate


Signature or initials of the appropriate approval(s)


All general ledger payroll transactions shall require the following minimum data: 


 Check date – the system‐generated general ledger transaction should reflect the check date as


part of the journal entry number


 Account code(s) – the account codes charged for all payroll disbursements, including liability


accounts, should exist in the general ledger prior to posting the system‐generated journal


entries. [Note: During the payroll posting process, the payroll department must verify that all


payroll accounts exist on the general ledger. If accounts do not exist on the general ledger, the


accounts should be verified for accuracy and if accurate, the list of account codes must be


submitted to Business Manager to ensure that the appropriate accounts are created in the


finance system.


End	of	Month	Process	


Within 5 days after the end of the month, all end‐of‐month reports should be generated and verified 


and the end‐of‐month process completed. There are four (4) steps in completing the End‐of‐Month 


process as listed below: 


 Reconciliation of all bank accounts


 EOM Activities (Report Generation & Verification)


 Run EOM Reports (archival purposes)


 Process the EOM Close


The Finance EOM Checklist and Procedures should be utilized to ensure that all critical steps are 


followed during the EOM Process. 


End	of	Fiscal	Year	Process	
All changes to the general ledger should be posted within the same month as the changes occurred, if 
possible, or as soon as practicable. Within 30 days after the fiscal year, all end‐of‐fiscal year reports 
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should be generated and verified for audit purposes. 


All end‐of‐fiscal year adjustments should be posted to the general ledger prior to closing out the fiscal 
year. Prior to the start of the audit field work, the following adjustments shall be posted to the general 
ledger: 
 Reconcile all cash and investment accounts – all cash and investment accounts shall match the


corresponding bank or investment balances as of August 31st, as reflected on the respective
monthly statement.


 Reconcile all revenue accounts with amounts received and/or earned as of August 31st – All
measurable revenue should be posted to the general ledger. For example, all state aid earned as
of the most recent Summary of Finance report from TEA shall be posted to the appropriate state
revenue accounts.


 Reconcile all state and federal grant revenue and expenditures – the revenue and
expenditures in every grant program (state and federal) should equal. The excess revenue if
any should be reclassified to a payable (218X) to the granting agency, unless the excess
revenue is an advance payment (deferred revenue 2310). If expenditures exceed revenue, the
amount due from the granting agency should be posted to the revenue account and accounts
receivable accounts (124X).


 Reconcile the final amended budget – verify that all budget amendments (at the functional
level) have been posted to the general ledger. The sum of the original budget, plus all budget
amendments during the fiscal year shall equal the final amended budget.


 Reconcile and post all accounts receivables – all funds due from other sources, as of August
31st, shall be posted to the general ledger. The other receivables (2190) shall be measurable
and expected to be received within 60 days after the end of the fiscal year in accordance with
the district’s accounting standards.


 Reconcile and post all accounts payables – all payables due to others (vendors especially), as of
August 31st, shall be posted to the general ledger. The amounts due for all goods and/or services
received as of August 31st are classified as accounts payable and paid during the next fiscal year.
The district has established a September 20th cut‐off for prior year accounts payables, unless the
accounts payable expense exceeds $10,000 and is known prior to the end of the audit field
work. [Note. The accounts payable account (2110) in the prior fiscal year and the next fiscal year
must be in balance.]


 Reconcile all accrued wages and benefits as of August 31st – All accrued wages and benefits
(object codes 2161 and 2211) shall be posted to the general ledger, especially for all wages
earned in August but scheduled to be paid in the next fiscal year (after September 1st).


 Reconcile all TRS deductions and payments as of August 31st ‐All TRS employee and
employer deductions and expenses shall be posted to the general ledger and paid to TRS
before the end of the fiscal year.  Any funds remaining in object code 2155 shall be reconciled
to identify under and/or overpayments to TRS.


 Reconcile all mandatory and voluntary deductions as of August 31st – All mandatory (social
security, withholding tax, and garnishments) and voluntary deductions (insurance and other
benefits) shall be posted to the general ledger and disbursed as required by law.  Any
remaining funds in object codes 2151, 2153 and 2159 shall be reconciled at year end.


 Reconcile all Due To and Due From accounts as of August 31st ‐All Due To and Due From
accounts shall be in balance throughout the year and at the end of the fiscal year. (217X and
126X).



 Reconcile all prepaid expenses as of August 31st – All prepaid expenses shall be posted to the


general ledger and A prepaid expense is typically one that is represents a disbursement of
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funds (payment) for goods or services that will be received or utilized in the next fiscal year. For 
example, a maintenance agreement that has a term of January 1st through December 31st, 
would have an expense for 6 months in the current fiscal and a prepaid expense of 6 months at 
the end of the fiscal year. [Note. The prepaid expenses should be cleared in the next fiscal year 
by posting the expense to the appropriate expense account code(s).


 Reconcile the fixed assets ledger with all fixed asset additions, deletions, or changes – All
assets (as defined in the Fixed Asset Procedures) acquired during the fiscal year shall be added
to the fixed asset database. All assets disposed of (sold or lost) shall be removed from the fixed
asset database. Changes, if any, to the location, value, or category of assets shall be posted to
the fixed asset ledger in Fund Code 901.


 Reconcile the fund balance as of August 31st – All changes, reductions, additions, and/or
designations [restricted, committed, assigned, etc.] of fund balance accounts shall be posted to
the general ledger. All budgetary fund balance accounts (object code 3700) shall be posted to
the appropriate fund balance account (typically object code 3600).  Changes to the budgeted
and committed fund balances should be supported by minutes of Board approval.  The
Superintendent and Business Manager are authorized by the Board of Trustees to assign fund
balances.


Segregation	of	Duties(†)	
At a minimum, the business office staff shall operate under a segregation of duties, including but not 


limited to, the following: 


 Endorsement of checks – The same staff member shall not prepare and endorse accounts


payable or payroll checks without the review by a supervisor.


 Bank reconciliations – The same staff member shall not prepare cash disbursements, cash


deposits, or other cash transactions and reconcile the district’s bank accounts.


 Maintain non‐cash accounting records – The same staff member shall not prepare non‐cash


general ledger transactions and post the transactions to the general ledger without approval.


 Purchasing and Receiving functions – The same staff member shall not serve as the final


approver of a purchase order and verify receipt of the goods.


 Contract Management – The same staff member shall not approve a contract for goods or


services and have sole approval authority to disburse the payment for the contracted goods or


services.


 General Ledger Maintenance ‐The same staff member shall not prepare, approve and post


a general ledger transaction, unless a specific exception exists in district procedures.


Retention	of	Records(†)	
All financial records for the current fiscal year shall be retained for audit purposes in accordance with 


the district Local Records Retention Schedule at the district’s administration building. Prior year records 


shall be transferred to and archived at the district’s Records Center (HCDE).  Destruction of records, at 


the expiration of the records, shall also be in accordance with the district’s Local Records Retention 


Schedule. Note: The Destruction Schedule [list of all records destroyed] is a permanent document. 
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Unless a record that has been destroyed is specifically listed on a Destruction Schedule, it is presumed 


to still exist.  The local retention period or federal retention period, whichever is longer, shall prevail. 


Financial records, supporting documents, statistical records, and all other non‐Federal entity records 


pertinent to a Federal award must be retained for a period of three years from the date of submission 


of the final expenditure report or, for Federal awards that are renewed quarterly or annually, from the 


date of the submission of the quarterly or annual financial report, respectively, as reported to the 


Federal awarding agency or pass‐through entity in the case of a subrecipient. [2 CFR 200.233]  


The district shall maintain grant‐related records in a combination of paper and electronic formats.  The 


following records shall be maintained in format(s) specified below 


 Grant applications and grant award notifications (NOGA paper and pdf files)


 Grant revenues and expenditures (Ascender Finance System)


 Grant purchasing records (Ascender Purchasing & Finance systems)


 Grant expenditure draw‐downs (reimbursements)


In accordance with federal regulations, the district shall maintain the grant‐related records in an open 


and machine‐readable format.  Specifically, the district shall use the following formats to store electronic 


data.  [2CFR 200.335] 


 Microsoft products such as Word or Excel


 Financial Management System, Ascender Finance, HR, Purchasing, etc.


The Records Custodian of the financial records of the district is the Business Manager.  All questions 


related to the retention, destruction, and/or addition of new record series shall be directed to the 


District’s Records Management Officer (RMO), Superintendent or Designee. 


Data	System	Security	&	Access(†)	
Business department staff handles and/or processes a substantial amount of confidential information. 
All staff is strictly prohibited from revealing confidential information to an unauthorized individual. 
Unless required by Federal, State and local statute, the district is not required to permit public access to 
their records.  The district shall make all grant‐related records available for access to the federal 
granting agency and/or pass‐through entity upon request.  [2 CFR 200.336]  


All business office staff shall sign a Confidentiality Agreement.  Among the most critical information is 
documentation related to employee’s health, benefits, financial, family members, or other personal 
information. [2 CFR 200.337] Violators will be subject to discipline, employment termination, and/or 
may be reported to the appropriate legal authorities. Violations of some protected information, such as 
health or medical information, is also protected by federal laws, such as HIPPA. 


Unless notified otherwise by the federal granting agency, the district shall retain all financial and 
program records related to the grant award in accordance with the federal grant.  Upon request from 
the federal granting agency, the district shall transfer the records to the requesting federal agency.  [2 
CFR 200.334] 


The business office staff shall be authorized to access the district’s financial and/or payroll system(s) for 
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job‐related purposes only. Use of the systems for personal reasons or benefit will result in disciplinary 


action, up to and including employment termination. 


Each staff member shall take appropriate steps to ensure that their respective computer system is 


managed in a control environment to prevent unauthorized access. At no time (including lunch breaks) 


shall a computer system be logged on to a financial data system while unattended by the respective 


staff member. All computer systems shall revert to a screen lock after 30 minutes or less of nonuse. 


Assignment	of	Access	and	Passwords(†)	
Access to data systems shall be based on the specific job duties and responsibilities of each staff 


member. Except for limited exceptions, staff will not be given unilateral access to all modules in the 


financial and payroll system. For example, a payroll staff member will not have access to the human 


resources system unless the access is limited in scope and “read‐only”. These restrictions to unilateral 


access are designed to prevent complete autonomy which could lead to fraud. 


Each staff member shall be responsible for securing their assigned (selected) password. At no time shall 


passwords be shared with others or posted in visible locations within the staff member’s workspace. 


Violators of this restriction shall be subject to disciplinary action, including but not limited to 


employment termination. 


Data system access to the authorized modules, shall be determined by the Security 


Administrator/Business Manager. Each staff member shall have access to their respective database(s) 


and tabs within a database based on their position. Security roles will be established and assigned with 


the specific access to each module. In the event that a staff member gains access, due to human or 


software error, that he/she is not entitled to, it is the responsibility and duty of the staff member to 


notify the Security Administrator/Business Manager regarding the ability to access the restricted 


database or module(s). 


Revoking	Access(†)	
Access to data systems are subject to change and/or revocation when changes occur to a staff member’s 


position, duties or responsibilities. Access to data systems is also subject to revocation when a staff 


member violations the Acceptable Use Guidelines. Each staff member shall sign an Acceptable Use Form 


when initially hired by the district.  The agreement shall last the duration of employment with the 


district. 


Business	Staff	Training(†)	
Every staff member will be scheduled to attend at least two trainings and/or conference opportunities 
per year. 


An annual training calendar shall be developed that may include, but is not limited to, topics in the 
following areas: 
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 Account coding
 GASB
 Payroll and HR Compliance Issues
 PEIMS Data Reporting and Quality
 Audit requirements
 Legal changes, such as Purchasing
 State and Federal Grants Management
 Data system (Ascender/Other Software)
 Travel Guidelines
 Other job related area(s) assigned by Business Manager as a growth opportunity


Staff members that have attained TASBO certification status will be afforded an opportunity to attend at 
least 20 hours per year (for a total of 60 every 3 years) through a TASBO‐approved CEU provider. 
Training opportunities for other certification or licensing programs, such as a CPA, shall be provided in a 
manner that seeks to meet the continuing education requirements for that specific certification or 
license. 


Additional training requests should be submitted to the Business Manager. It is the employee’s 
responsibility to request additional training that he/she feels will be beneficial in performing the 
assigned job tasks. At times, the immediate supervisor may also recommend or direct that a staff 
member attend specific training to improve their skills or comply with a Growth Plan. 


In an effort to support compliance of fiscal policies and procedures, the business office shall conduct 
annual training for campus and department administrative and support staff, as appropriate. Critical 
training areas shall include, but not be limited to: 


 Activity Account Management
 Budget Development Process
 State and Federal Grants Management
 Purchasing Procedures
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State	and	Federal	Grant	Management(†)	


The Department of Contracts, Grants and Fiscal Administration (CGFA) at the Texas Education Agency is responsible 


for overseeing all phases of federal and state contracts and grants awarded to TEA grantees, including independent 


school districts or LEA’s.  The department houses the following divisions: 


 Grants Administration Division – provides centralized administration of all formula and discretionary state
appropriated funds and federal grant funds awarded to TEA



 Federal Fiscal Compliance and Reporting Division – Oversees activities of federal grant programs to determine
whether organizations are in compliance with fiscal requirements to ensure that grant recipients spend funds
in the manner specified by the grant program



 Federal Fiscal Monitoring Division – Monitors the expenditures of federal grant recipients to ensure federal


funds are used for authorized purposes in compliance with federal statutes, regulations, and terms and
conditions of the federal awards.






Compliance with all federal and state grant requirements is essential to ensure that all granted funds remain with the 


district. Failure to comply with grant requirements may result in denial of reimbursement requests and/or requests 


from the granting agency to return a portion or in some cases all grant funds. 


The Texas Education Agency acts as the pass-thru entity for many of the United States Department of Education 


(USDE) federal grants. 


TEA Grant Opportunities are posted on the TEA webpage to provide administrative guidance, timelines, due 


dates, program specific guidelines, use of funds, and many more resources. 


Federal Regulations for Federal Grant Awards 


All federal grant funds are subject to the compliance with Administrative (EDGAR) and Programmatic (ESSA, IDEA, 


etc.) regulations for each federal grant award. 


Title 34 of the Code of Federal Regulations (34 CFR), known as the Education Department General Administrative 


Regulations (EDGAR), pertains to TEA grants.  For a complete description of the federal regulations that apply to 


federal education grant awards, visit USDE’s EDGAR Website.  Refer to the EDGAR Materials and Resources page 


of the TEA website for details on new federal regulations, including their effective/applicability date, purpose, a list 


of the OMB circulars they replace, and links to related TEA grantee guidance. 


For state-administered federal grants, TEA shall notify the district on the Notice of Grant Award (NOGA) of the 


applicable administrative regulations. 
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When the district’s local policies and/or procedures conflict with the federal regulations, the district 


shall comply with the more restrictive regulations in all aspects of federal and state grants 


management. 


Overview of the Education Department General Administrative Regulations (EDGAR).  The EDGAR as amended on 


December 26, 2014, includes six (6) subparts and multiple appendices under 2 CFR Part 200 of EDGAR as noted 


below: 


 Subpart A – Acronyms and Definitions


 Subpart B – General Provisions


 Subpart C – Pre-Award Requirements


 Subpart D – Post-Award Requirements


 Subpart E – Cost Principles


 Subpart F – Audit Requirements


 Appendices – I through XI


Generally, 2 CFR Part 200 applies to all programs under the Every Student Succeeds Act (ESSA) and may apply to 


other US Department of Education grants.  NOTE:  The Title VII Impact Aid Program is specifically excluded form 2 


CFR Part 200. [Reference:  34 Part 299.2] 


The EDGAR in its entirety can be access at:  Education Department General Administrative Regulations (EDGAR) and 


Other Applicable Grant Regulations 


Technical assistance and interim guidance can be accessed at:  Uniform Administrative Requirements, Cost 


Principles, and Audit Requirements for Federal Awards>U.S. Department of Education .  Interim guidance should be 


monitored to ensure that additional requirements or flexibilities issued via an OMB Memorandum, but not codified in 


the EDGAR are known and complied with.  To ensure with the EDGAR, the district shall utilize the acronyms and 


definitions included in the EDGAR for general terms related to the management of federal grant funds.  The EDGAR 


Acronyms and Definitions can be found in CFR 200.0 through 200.1, respectively. 


Programmatic regulations for each of the district’s federal grant awards are hyperlinked in the List of Grant Awards 


for easy access to the Fiscal Guidelines, Allowable Costs, and/or other programmatic regulations. 


At the District level, managing State and Federal Grants shall be a collaborative process between the 


Finance, Human Resources and Grant Management Departments. Each respective department shall be 


responsible for their duties and responsibilities as they relate to the management of state and/or 


federal grants. The duties of each department are listed below in general terms. Additional, specific 


duties and responsibilities may be listed within an area of compliance within this Manual. 
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Finance Department 


 Assisting the Assistant Superintendent of Curriculum/Special Programs with budgeting grants


funds. Preparing and posting the initial budget and all amendments to the general ledger.


 Assisting the Human Resources department with determining the payroll distribution code(s) for


all grant‐funded staff.


 Preparing all grant‐related financial reports (monthly, quarterly and/or annual).


 Preparing all financial records for the annual financial audit and single audit, as appropriate.


 Ensuring compliance with the FASRG in coding all payroll and non‐payroll expenditures.


 Adjusting the general ledger, as appropriate, after the Assistant Superintendent of


Curriculum/Special Programs reconciliation of the time and effort reports, as appropriate if


adjustments are necessary


 Managing the day‐to‐day cash needs for grant expenditures and drawing‐down cash


reimbursements, as appropriate


 Managing all purchasing and contractual commitments in compliance with the grant periods and


allowable cost principles


 Retaining all financial records for the required length of time (5 years) for audit purposes


Human Resources Department 


 Ensuring that all grant‐funded staff meet the Highly Qualified Staff federal guidelines, as


appropriate (And, all state certification requirements)


 Ensuring that all grant‐funded staff have a job description with the grant‐related duties and


funding. (And, that all grant‐funded staff sign a job description on an annual basis)


 Assist the Assistant Superintendent of Curriculum/Special Programs in preparing any Highly


Effective and/or certification reports as required by ESSA.


 Maintaining audit‐ready HR employee files for financial audit or single audit purposes, as


appropriate


 Assisting the Assistant Superintendent of Curriculum/Special Programs with determining the


position title, Role ID and other salary information for use in completing the grant application


 Retaining all personnel records for the required length of time (5 years) for audit purposes


Grant Management Department 


 Working cooperatively with the campus administrative staff to ensure that all grant activities are


collaboratively planned and appropriate to each campus.


 Providing supporting documentation for budgeted grants funds and submitting all grant


amendments to the finance department to facilitate budget amendments.


 Assisting the Human Resources department with determining the payroll distribution code(s) for


all grant‐funded staff.


 Preparing all grant‐related programmatic (evaluation) reports (monthly, quarterly and/or


annual).
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 Ensuring compliance with  the FASRG in coding all payroll and non‐payroll expenditures.


 Receiving and monitoring the time and effort reports, as appropriate, and retain for the


required length of time (5 years) for audit purposes


 Monitoring the spending thresholds throughout the grant period to ensure that the grant


activities are being conducted systematically throughout the grant period


 Reviewing and approving all purchasing and contractual commitments in compliance with the


grant periods and allowable cost principles


 Retaining all grant records for the required length of time (5 years) for audit purposes


 Providing information to the Human Resources department regarding the number and type of


grant‐funded positions approved in the grant application by the granting authority


 Verifying with the HR department that all grant‐funded staff meet the Highly Qualified Staff


federal guidelines, as appropriate (And, all state certification requirements)


 Verifying with the HR department that all grant‐funded staff have a job description with the


grant‐related duties and funding. (And, that all grant‐funded staff sign a job description on an


annual basis)  Original:  Talent Ed – Digital Personnel File


 Verifying with HR and preparing the Highly Effective Staff Annual Report and conducting the


required public notice or hearing, as appropriate


 Work with the HR department in determining the position title, Role ID and other salary


information for use in completing the grant application


 Manage all fixed assets acquired by state and/or federal funds and ensuring compliance with the


inventory and disposition federal guidelines


All departments shall provide staff training for their respective staff and other staff, as appropriate, 


regarding the grant management duties and responsibilities for each staff member. 
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Part	I	–	State	and	Federal	Programs/Grants(†)	


State	Programs	–	Allotments	
The Texas Education Agency’s State Funding Division is responsible for administering the Foundation 


School Program (FSP) and wealth equalization provisions of the Texas Education Code.  In addition to 


the FSP Basic Allotment, the district receives state program allotments to meet the needs of specific 


student populations.  The special program allotments shall be used to supplement (beyond the basic 


program) the academic needs of students enrolled in a special program. 


State Program allotments are estimated and paid to school districts through a Summary of Finance 


template created by the Texas Education Agency. The actual state allotments are calculated as noted 


below in each respective section. A settle‐up process occurs at the end of each fiscal year – funds owed 


to a district are paid by TEA and funds owed by a district are paid to TEA (or TEA reduces the following 


fiscal year funds by the amount owed to the state). 


A percentage of each state allotment must be spent on “direct” expenditures for the given special 


program. The current percentages and program intent code (PIC) are noted below by program: 


 Special Education 55%  PIC 23 


 Career & Technical Education 55%  PIC 22 


 Gifted & Talented Education 100%  PIC 21 


 State Compensatory Education (SCE)  55% PIC 24‐30 (except 25 & 27) 


 Bilingual/ESL Education 55%  PIC 25 


 CCMR (College Career Military) 100%  PIC 38 


 Dyslexia 100%  PIC 37 


 Early Education Allotment 100%  PIC 36 


Budgeting Special Program Allotments 


The per pupil expenditures of federal, state and local funds, including actual personal expenditures and 


actual non‐personnel expenditures must be in compliance with federal regulations [ESSA and 34 CFR].  


As a best practice, the district shall ensure that the appropriate program intent code (PIC) and 


campus/department organization codes are used during the budget and expenditure processes.  


Expenditures coded to PIC 99 and Organization Code 999 will be distributed by TEA using a methodology 


that may include:  student enrollment by campus, staff FTEs, square footage of buildings (for functions 


such as 34, 35, 51, etc.), or other methodology as may be determined by TEA. 


During the budget process, the estimated state allotment shall be calculated by the Business Manager 


based on prior year special program enrollment and average daily attendance (ADA). The estimated 


state allotment by special program shall be provided to the Special Program Administrator as noted 


below. The Special Program Administrator shall be responsible for the programmatic compliance in their 


respective program(s). Programmatic compliance shall include, but not be limited to: program eligibility, 


program design, instructional delivery, entry/exit procedures, professional development, certification, 


and fiscal management. 
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 Special Education


 Career & Technical Education


 College, Career, Military Readiness (CCMR)


 Gifted & Talented Education Assistant Superintendent of Curriculum & Special 
programs Dyslexia


 State Compensatory Education (SCE)


 Bilingual/ESL Education


 Early Education


The finance department, specifically the Business Manager, shall be responsible for the financial 


compliance in each of these special programs. Financial compliance shall include, but not limited to: 


budgeting development & monitoring, approval of expenditures, financial reporting to TEA, and financial 


audit. 


As part of the budget adoption process, the Business Manager shall verify that the proposed budget 


includes appropriations in each of the special programs of no less than the percentages stated above. 


[Note. If the District does not budget to compliance, it may not spend to compliance.] 


Program Intent Codes (PICs) ‐ FASRG 


Throughout the fiscal year and at the end of the fiscal year, the Business Manager, shall 


calculate the periodic and final spend percentages for each special program. The allocated 


expenditures by program intent code (PIC) shall be used to determine compliance. In the 


event that direct expenditures fall below the mandated percentages, the Business Manager 


shall ensure that the deficit amount is budgeted in the following fiscal year. 


The mandated program intent codes (as defined in the FASRG) are classified as Basic or Enhanced. The 
PICs in these classifications for regular and special program allotments are noted below: 


Basic Services – PIC 1X 
 PIC 11 Basic Educational Services 


Enhanced Services – PIC 2X – 3X 
 PIC 21  Gifted & Talented 
 PIC 22  Career & Technical Education 
 PIC 23  Special Education 
 PIC 24  Accelerated Education (State Compensatory Education) 
 PIC 25  Bilingual and ESL Education 
 PIC 26  Non‐Disciplinary Alternative Education Program 
 PIC 28  Disciplinary Alternative Education Program – Basic 
 PIC 29  Disciplinary Alternative Education Program – SCE Supplemental 
 PIC 30  Title I, Part A Schoolwide Activities related to SCE 


(Campuses with 40% or more educationally 
disadvantaged students) 
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 PIC 32 Prekindergarten, Regular 
 PIC 33 Prekindergarten, Special Education 
 PIC 34 Prekindergarten, SCE 
 PIC 35 Prekindergarten, Bilingual ESL 
 PIC 36 Early Education Allotment 
 PIC 37 Dyslexia Allotment 
 PIC 38 CCMR (College, Career & Military Readiness) 
 PIC 43 Dyslexia, Special Education 


If the “intent” of particular course or program is one of the Enhanced Services, the 


appropriate PIC shall be used for the expenditures even if an incidental student(s) benefit 


from the program. For example, the salary of a Bilingual Instructional Aide should be paid 


100% from PIC 25, if the intent of his/her position is to support Bilingual students even though 


1 or 2 non‐Bilingual students also benefit from a small group instructional setting. 


Student Special Program Enrollment Reporting (PEIMS/TSDS) 


The special program enrollment shall be reported to TEA through the PEIMS data submissions. 
Campus administrators shall be responsible for developing procedures to identify the entry and 
exit of students into the state mandated special programs. The procedures shall comply with the 
Texas Education Code, Chapter 29 for each respective special program. The entry and withdrawal 
of students in special programs shall be in accordance with the district’s Attendance Accounting 
Procedures Handbook, TEA’s Student Attendance Accounting Handbook (SAAH) and the Texas 
Student Data Standards (TSDS). 
Upon enrollment and throughout the school year, the Student Information System (Ascender) shall 
be used to record student enrollment in each special program. The student enrollment record shall 
include the entry and exit date(s) for all special programs that generate state funding. 


The PEIMS Annual Timeline shall be used to ensure that prior to the submission of the Fall, 
Summer and Extended Year PEIMS Student Data that all students are properly coded in their 
respective special programs. The campus principals shall review the appropriate TSDS reports prior 
to all PEIMS Submissions to ensure that the student special program enrollment is accurate and 
reasonable compared to the historical data. The reports listed on the table below include some, 
but not all, of the reports that each principal shall review and sign‐off on before the submission of 
PEIMS data to TEA. 
Submission  Report #  Report Name 


Fall  PDM1‐120‐002  LEP/BL/ESL and Parental Denial Students 


PDM1‐120‐003  Student Program Roster 


PDM1‐120‐005  Student Data Review 


PDM1‐120‐009  Disaggregation of PEIMS Student Data 


Summer  PDM3‐120‐004  Disaggregation of PEIMS Summer Attendance Data 


PDM3‐120‐013  Special Programs Attendance Data 


PDM3‐120‐015  Previous Year Average Daily Attendance Data 


Extended Yr  PDM4‐120‐001  Extended School Year (ESY) Services Roster 


PDM4‐120‐004  Bilingual/ESL Summer School Roster 
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Staff Full‐time Equivalents (FTEs) and Payroll Account Coding 
At the beginning of each school year, the salaries of all staff should be determined based on their 
position and assignment. Specifically, we need to know the following: 


 What the employee will do? Determines the function code 


 What is the FLSA status of employee?  Determines the object code [Exempt staff – 6119 and


     Non‐exempt staff – 6129] 
 Where the employee will work? Determines the organization code (may be split) 


 Who will benefit? Determines the population served or PIC (may be split) 


Determining the correct payroll account distribution code(s) is critical to ensure that all payroll 
costs are expensed in the correct account code(s). This is extremely important for staff assigned on 
a part‐time or full‐time basis to support a special program. Only the payroll costs for services 
whose intent is to serve one or more special program may be charged to the special program PIC. 


By July 15th, each school year, the Campus Principals shall prepare a list of staff assignments 


that is based on the Master Schedule. The staff assignment list shall reflect the names of all 


staff, the position, and the assignment(s) by PIC code. [Note. The master schedule shall reflect 


the teaching assignment for all teachers and every course section shall reflect the “intent”, or 


population served code. The population served codes (PEIMS Population Served Code Table 


030 in Exhibit Section) and program intent codes are correlated below: 


 Population Served Code 04 PIC 21  Gifted & Talented 
 Population Served Code 05 PIC 22  Career & Technical Education 
 Population Served Code 06 PIC 23  Special Education 
 Population Served Code 03 PIC 24  Accelerated Education (State Compensatory Education) 
 Population Served Code 02 PIC 25  Bilingual Education 
 Population Served Code 07 PIC 25  ESL Education 
 Population Served Code 03 PIC 26  Non‐Disciplinary Alternative Education Program 
 Population Served Code 03 PIC 28  Disciplinary Alternative Education Program – Basic 
 Population Served Code 03 PIC 29  Disciplinary Alternative Education Program – SCE 


 Population Served Code 03 PIC 30 
Supplemental 
Title I, Part A Schoolwide Activities related to SCE 
(Campuses with 40% or more educationally disadvantaged 
students) 


All staff assigned to support all students, not specifically served in a special program, shall 


be coded as basic population served (01) and the basic program intent code (11). 
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The Assistant Superintendent of Special Program Administrator shall also submit a Staff Listing 


for non‐campus administrative staff by July 15th at the beginning of each fiscal year. The PIC 


codes for the non‐campus staff shall reflect what they do, where they are assigned to work, 


and the special program(s) that they support. 


The Staff FTEs report shall be submitted to the Business Manager no later than the deadline of 


July 15th at the beginning of each fiscal year. The Business Manager shall verify the Staff 


Assignment Listing(s) and ensure that funds are budgeted in the appropriate payroll account 


codes. Budget changes and/or amendments, if any, shall be prepared by the Business 


Manager. [Note. The minimum spend percentages shall be verified again to ensure that the 


budgeted amount by PIC still meets or exceeds the minimum spend percentage by special 


program.] 


After approval of the Staff FTEs report, the Business Manager shall submit the Staff FTEs to 


the payroll department prior to the deadline for the September 1st payroll for the purpose of 


updating the distribution record(s) of each district employee. 


Campus Principals and Special Program Administrator shall be responsible to ensure that any 


changes to staff assignments are submitted to the Business Manager within five (5) days of 


the assignment change. The prior process of verifying the FTEs/account codes, approval of the 


FTE report, and submission of the reports to the payroll department shall occur upon the 


receipt of assignment changes. 


State Allotment Program Expenditures Compliance 


Throughout the fiscal year and at the end of the fiscal year, the Business Manager shall calculate 
the periodic and final spend percentages for each special program. The allocated expenditures by 
program intent code (PIC) shall be used to determine compliance. In the event that direct 
expenditures fall below the mandated percentages, the Business Manager shall ensure that the 
deficit amount is budgeted in the following fiscal year. The deficit amounts, if any, shall be 
provided by the Business Manager to the Special Program Administrator no later than September 
1st  for planning and budgeting purposes. The Special Program Administrator shall submit the 
proposed budget to the Business Manager no later than October 1st  of the following fiscal year. 


The TEA Special Allotments Monitoring Program (SAMP) methodology and expenditure rate calculation 


worksheet shall be used by the finance department, specifically the Business Manager to ensure compliance 


with required spend percentages. The SAMP shall include the supplemental state allotment programs: 1.) 


Special Education, 2.) Compensatory Education, 3.) Bilingual Education, 4.) Career and Technology 


Education, 5) Dyslexia, 6) Early Education, and 7) CCMR. The Gifted and Talented expenditures (PIC 21) will 


also be monitored by the TEA. 
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Upon receipt of a TEA Preliminary SAMP report, the Special Programs Administrator shall review the report 


and submit any additional information to TEA within 10 days of the report. If the results of a TEA Special 


Allotments Monitoring Program report indicate that the district did not over a period of three (3) fiscal 


years, utilize the state allotment program funds in accordance with TEC, TAC or TEA guidelines, the Special 


Programs Administrator shall develop a Corrective Action Plan. If the Corrective Action Plan indicates that 


the district must return state allotment program funds to TEA, the funds shall be submitted to TEA within 


the allotted time period. If the Corrective Action Plan indicates that the district shall correct operational 


procedures related to the budgeting and expensing of state allotment program funds, the Special Programs 


Administrator shall draft and implement the operational procedures. 


State Allotment Program Legal Requirements (TEC excerpts) 


State laws, specifically Chapter 29 and Chapter 48 include requirements related to program 
eligibility and allowable funds. Excerpts from each state allotment program fund requirements are 
noted in the following sections. 


Gifted	and	Talented	
The Gifted and Talented program must adhere to state law, Texas Education Code (TEC) 29.121 
and TEC 42.156. Chapter 29 addresses the programmatic guidelines related to eligibility, 
identification, and program services. Chapter 42 addresses the funding weight(s) and allowable 
costs. 


Specifically, each school district shall identify students eligible for the GT program and serve the 


students in an appropriate manner to obtain state funds. All student identification and 


enrollment shall meet the special program guidelines in the Student Attendance Accounting 


Handbook (SAAH). Student enrollment data shall be submitted to TEA through the PEIMS Fall 


Submission as of the snapshot date. The attendance and/or contact hour data for funding 


purposes shall be submitted to TEA through the PEIMS Summer Submission. 


Each school district must annually certify to the commissioner that the district has established a 
program for gifted and talented students as required by Chapter 29 and that the program is 
consistent with the state plan developed under Section 29.123 


The Special Program Administrator will have oversight responsibility to certify the Gifted & 


Talented special program data prior to submission to TEA. 


Career	and	Technical	Education	(CTE)	
The Career and Technical Education program must adhere to state law, Texas Education Code (TEC) 


29.181 and TEC 48.106. Chapter 29 addresses the programmatic guidelines related to 
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eligibility, identification, and program services. Chapter 48 addresses the funding weight(s) 


and allowable costs. 


Specifically, each school district shall identify students eligible for the CTE program and serve the 


students in an appropriate manner to obtain state funds. The Master Schedule shall serve as the 


official document to support that each student was enrolled in a CTE course. All student 


identification and enrollment shall meet the special program guidelines in the Student 


Attendance Accounting Handbook (SAAH). Student enrollment data shall be submitted to TEA 


through the PEIMS Fall Submission as of the snapshot date. The attendance and/or contact hour 


data for funding purposes shall be submitted to TEA through the PEIMS Summer Submission. 


The Special Program Administrator will have oversight responsibility to certify the Gifted & 


Talented special program data prior to submission to TEA. 


Special	Education	
The Special Education program must adhere to state law, Texas Education Code (TEC) 29.003 and 
TEC 48.102. Chapter 29 addresses the programmatic guidelines related to eligibility, identification, 
and program services. Chapter 48 addresses the funding weight(s) and allowable costs. 


Specifically, each school district shall identify students eligible for the Special Education program 


and serve the students in an appropriate manner to obtain state funds. The student’s 


Individualized Education Plan (IEP) shall serve as the official document to support that each 


student is eligible for special education, the type of instructional arrangement, and the number 


of contact hours to be served in a special education setting. All student identification and 


enrollment shall meet the special program guidelines in the Student Attendance Accounting 


Handbook (SAAH). Student enrollment data shall be submitted to TEA through the PEIMS Fall 


Submission as of the snapshot date. The attendance and/or contact hour data for funding 


purposes shall be submitted to TEA through the PEIMS Summer Submission. 


The Special Program Administrator will have oversight responsibility to certify the Special 


Education program data prior to submission to TEA. 


Compensatory	Education	(SCE)	
The Compensatory Education program must adhere to state law, Texas Education Code (TEC) 
29.081 and TEC 48.104. Chapter 29 addresses the programmatic guidelines related to eligibility, “at 
risk” identification, and program services. Chapter 48 addresses the funding formula and allowable 
costs. The SCE program is funded based on fall PEIMS snapshot count of enrolled students who are 
reported as economically disadvantaged and the census‐based weight associated each identified 
student’s home address. All student identification and enrollment shall meet the special program 
guidelines in the Student Attendance Accounting Handbook (SAAH). Student enrollment data shall 
be submitted to TEA through the PEIMS Fall Submission as of the snapshot date. The campus 
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administrator (Principal) and the Child Nutrition Administrator shall be responsible for the 
collection, maintenance and verification of student home address and free/reduced lunch 
eligibility respectively. 


Specifically, each school district shall identify students eligible for the Compensatory Education 


program and serve the students in an appropriate manner to obtain state funds. There are 


fourteen (14) at‐risk indicators in state law. The Counselor at each campus shall be responsible 


for identification of all at‐risk students. The at‐risk student enrollment shall be reported to TEA 


through the PEIMS Fall Submission. 


The SCE program compliance is unlike the other special programs in that it requires specific 


documentation as outlined in the Financial Accounting System Resource Guide (FASRG) Module 


9. The District Improvement Plan (DIP) and Campus Improvement Plans (CIP) are the primary 
source of documentation for the expenditure of SCE funds. The DIP and CIPs shall include the 


SCE goals, strategies, activities and resources (Staff FTEs and budgeted funds).


According to TEA, annually within 150 days after the last day permissible to send data for the 


PEIMS data FINAL Midyear resubmission 2 (typically late July), the District shall electronically 


submit a PDF version of the DIP and at least two (2) CIPs through the TEAL system. The 


determination regarding which CIPs to submit to TEA shall be based on the TEA guidelines in the 


FASRG, Module 9.1.2 Summary of Filing Requirements. The District’s submission dates shall be 


as noted below to ensure compliance with this critical requirement. 


 Campus Principals shall submit their CIPs to the Assistant Superintendent of 


Curriculum & Special Programs by August 1st


 Superintendent or designee shall submit the DIP to the Assistant Superintendent 
of Curriculum & Special Programs by August 1st


 The Assistant Superintendent of Curriculum & Special Programs shall submit the 


DIP and CIPs through TEAL by June 30th


Financial guidelines related to supplement not supplant, targeted‐assistance versus 


school‐wide campus expenditures, staffing formulas, job descriptions, time and effort, student 


case counts, local identification criteria and allowable costs are described in Module 6 State 


Compensatory Education. 
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Bilingual	and	ESL	
The Bilingual and ESL program must adhere to state law, Texas Education Code (TEC) 29.053 and 
TEC 48.105. Chapter 29 addresses the programmatic guidelines related to eligibility, identification, 
and program services. Chapter 48 addresses the funding weight(s) and allowable costs. 


Specifically, each school district shall identify students eligible for the Bilingual or ESL program 


and serve the students in an appropriate manner to obtain state funds. All student identification 


and enrollment shall meet the special program guidelines in the Student Attendance Accounting 


Handbook (SAAH).  Student enrollment data shall be submitted to TEA through the PEIMS Fall 


Submission as of the snapshot date. The attendance and/or contact hour data for funding 


purposes shall be submitted to TEA through the PEIMS Summer Submission. 


The Special Program Administrator will have oversight responsibility to certify the Bilingual 


and ESL special program data prior to submission to TEA. 


New Allotments created by HB 3, 86th Legislative Session 


House Bill 3 created three new allotments that will require financial reporting: the dyslexia 
allotment, the college, career and military readiness (CCMR) outcomes bonus, and the early 
education allotment.  The FASRG has been updated in April 2021 with final rules related to the use 
of these allotments, but the allotments and statutory language around their use are described 
below. 


The use of the dyslexia allotment must be in accordance with TEC 48.103 and can be used only for 
a student who  is receiving services in accordance with an IEP under Section 29.005 or a plan 
developed under Section 504, is receiving instruction that meets dyslexia criteria established by 
the State Board of Education and is provided by a person with specific training in providing that 
instruction, or that is permitted to use modifications in the classroom or accommodations in the 
administration of assessment instruments on the basis of having dyslexia or a related disorder.  
School districts are prohibited from using more than 20 percent of the dyslexia allotment to 
contract with a private provider to provide supplemental academic services recommended in the 
student’s IEP or 504 plan.  Students may not be excused from school to receive these supplemental 
services.  At least 100 percent of the dyslexia allotment must be used in accordance with TEC 
48.103. 


The use of the early education allotment must be in accordance with TEC 48.108 and can only to 
fund programs and services designed to improve student performance in reading and math in 
grades prekindergarten through three, including programs and services designed to assist the 
district in achieving the goals from the district’s early childhood literacy and mathematics 
proficiency plans adopted under TEC 11.185. At least 100 percent of the early education allotment 
must be used in accordance with TEC 48.108. 
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At least 100 percent of the college, career and military readiness outcomes bonus must be used in 
accordance with TEC 48.110 in grades 8 through 12 to improve college, career and military 
readiness outcomes. 


Part	II	‐	Federal	Grants	


Acronyms and definitions related to federal grant management are listed in the EDGAR, Subpart A, 
200.0 through 200.1, respectively, and may be accessed at: Education Department General 
Administrative Regulations (EDGAR) and Other Applicable Grant Regulations. 


These acronyms and definitions are used throughout this manual. One of the most critical 
definitions is that of a “non‐federal entity”. When this definition is used it refers to the “school 
district”, as a recipient of a federal grant award. 


General	Provisions	(Conflict	of	Interest	&	Disclosure):	
The District shall comply with all General Provisions of EDGAR (Subpart B). Specific areas of 
compliance are noted below: 


Federal Regulations (EDGAR) 


1. The district shall execute an organizational conflict of interest disclosure (signed by the


Superintendent) only if the district enters into a relationship with an outside entity as


described in the EDGAR organizational conflict regulations. [2 CFR 200.318(c)(2)] At this


time, the district has no such relationships. [Note. EDGAR requires that if a non‐Federal


entity has a parent, affiliate, or subsidiary organization (that is not a state, local


government, or Indian tribe), the non‐Federal entity must also maintain written standards


of conduct covering organizational conflicts of interest.]


2. The district has developed a Purchasing Conflict of Interest Form to be used to disclose


employee conflicts related to purchasing, contract management or other expenditure of


federal grant funds. [EDGAR requires that employees engaged in the selection, award and


administration of contracts disclose conflicts to the district.] 2 CFR 200.318(c)(1)]


State Regulations (State Law) 


The District has established conflict of interest policies [School Board Policy BBFA, CAA, CB, CBB 
and DBD).  
1. School Board Policy DBD Legal states: A local government officer (defined as the School


Board and Superintendent) shall file a conflicts disclosure statement with respect to a
vendor if the vendor enters into a contract with the district or the district is considering
entering into a contract with the vendor and the officer has a conflict of interest or has
accepted gifts in excess of $100 in the aggregate in a 12‐month period.
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2. School Board Policy DBD Legal states: The Superintendent shall file an affidavit with the
Board President disclosing a substantial interest, as defined by Local Government Code
171.002, in any business or real property that the Superintendent or any of his or her
relatives in the first degree may have.


Local Regulations (Local Board Policy and/or Procedures) 


1. School Board Policy CB Local states: Each employee, board member or agent of the district
who is engaged in the selection, award or administration of a contract supported by a
federal grant or award and who has a potential conflict of interest as defined at Code of
Federal Regulations, Title 2, section 200.318, shall disclose to the district, in writing, any
conflict that meets the disclosure threshold in Chapter 176 of the Local Government Code.
In addition, each employee, board member or agent of the district shall comply with any
other conflict of interest requirements imposed by the granting agency or a pass‐through
entity.


2. School Board Policy DBD Local states: Any other employee who is in a position to affect a
financial decision involving any business entity or real property in which the employee has a
substantial interest, as defined by Local Government Code 171.002, shall file an affidavit
with the Superintendent; however, the employee shall not be required to file an affidavit
for the substantial interest of a relative.


Other Conflict of Interest Requirements 


1. The district shall comply with all additional conflict of interest requirements required by the


federal granting agency and/or the pass‐through entity (TEA).


a. The District shall disclose in writing to the granting agency and/or pass‐through


entities any potential conflict of interest concerning the expenditure of federal or


state grant funds. The TEA Division of Grants Administration Conflict of Interest


Disclosure Form shall be used disclose the potential conflict.


b. The District shall disclose in writing to the granting agency and/or pass‐through


entities any violations of federal criminal law including fraud, bribery, or gratuity


violations affecting a federal grant award. Upon detection of any fraud, abuse or


waste with federal grant funds, the District shall promptly notify the proper legal


authorities and pursue appropriate criminal and/or civil actions. The TEA Division of


Grants Administration Conflict of Interest Disclosure Form shall be used to disclose


the violation(s).


c. The Special Programs Administrator shall be responsible for overseeing, reporting,


and documenting any fraud, abuse, or waste of federal grant funds.


d. The Superintendent shall be responsible for completing the Certification Statement


on the TEA Division of Grants Administration Conflict of Interest Forms.


e. The District shall reclassify fraudulent expenditures made with federal grant awards


to local district funds, i.e. the General Fund on a temporary basis and shall seek to
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recover the funds for fraudulent expenditures from the individual(s) perpetrating 


the fraud. 


Conflict of Interest Forms:  


 Conflict of Interest Questionnaire (CIQ) – Texas Ethics Commission


 Conflict of Interest Disclosure (CIS) – Texas Ethics Commission


 Conflict of Interest Disclosure Form (Contracts and Purchasing) ‐ TEA Division of Grants


Administration 


 Potential Conflict of Interest Form – TEA Division of Grants Administration


 Mandatory Disclosure Form ‐ TEA Division of Grants Administration


All district employees are prohibited from soliciting gifts or tokens from vendors or other parties 
who are affected by (or have an interest in) a federal grant award. 


In addition, all district employees are prohibited from accepting unsolicited gifts or tokens from 
vendors or other parties who are affected by (or have an interest in) a federal grant award that 
exceed a nominal (individual) value of $25 [IRS business gift limit] and an aggregate value of $100 
[or current Conflict of Interest limit, whichever is less] in a fiscal year. The unsolicited gifts or 
tokens may be a nominal meal, vendor exhibit promotional items, calendars, or other nominal 
value items not specifically excluded below: 


 Items prohibited at a public elementary and secondary schools such as drugs, tobacco or


alcohol products


District employees who violate this administrative directive shall be subject to disciplinary action, 
up to and including termination of employment with the district. Violations that exceed the federal 
Conflict of Interest thresholds shall be reported to the federal granting agency and/or pass‐through 
entity by the Special Programs Administrator. 


Pre-Federal Award Requirements: 
The federal awarding agency and pass‐through entities, in accordance with 2 CFR 200.332, are 
required to evaluate the risk of the District in respect to financial stability, quality of management 
system, history of performance (grants), audit reports and ability to effectively implement the 
grant program. 


To comply with this requirement, the Federal Fiscal Monitoring Division at TEA conducts an annual 
risk assessment of all subrecipients, including local educational agencies, to determine their 
potential risk of noncompliance. Based upon the outcome of the risk assessment, subrecipients are 
assigned a risk level of low, medium, or high. 


The division updates the risk assessment model annually to ensure that risk indicators and weights 
reflect current risks, such as economic conditions; political conditions; regulatory changes; 
unreliable information; financial problems that could lead to diversion of grant funds; loss of 
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essential personnel; loss of accreditation; rapid growth; new activities, products, or services; and 
organizational restructuring.  


The risk assessment criteria include indicators and weights derived from multiple sources. Each 
subrecipient is allotted points based upon these criteria, and assigned a risk level of high, medium, 
or low based on the total number of points allotted. 


The current TEA criteria to determine the risk level is available on the TEA website at: Annual 
Federal Fiscal Risk Assessment | Texas Education Agency.  


The effects of the district’s risk level determined by TEA may impact the districts in the following ways: 


 Differentiated Grant Negotiation. TEA uses a differentiated grant negotiation process for
federal grant applications. Organizations with a medium or high risk level are subject to a
more stringent grant negotiation review than those with a low risk level.


 Subrecipient Monitoring. Each year, TEA selects subrecipients for fiscal monitoring,
according to their risk levels. The higher your organization’s risk level, the more likely you
are to be selected for monitoring.


The  Business Manager shall obtain the district’s risk assessment level by accessing the GFFC 
Reports and Data Collections secure application on an annual basis. 


The District shall implement strategies as noted below to ensure that its risk level for federal grants 
management is determined to be “low”: 


1. Timely submission of all required programmatic and financial reports


2. Timely and consistent submission of reimbursement requests as an indication that the


district is regularly spending the federal grant funds to conduct approved grant activities


3. Complying with the federal grant award fiscal guidelines and allowable cost principles


4. Ensuring that all grant‐related staff are properly trained in their respective grants


management role on at least an annual basis.


5. Developing and implementing district policies and procedures for all critical business


functions


6. Developing and implementing grant management procedures and internal controls


If the District is determined to be a “high risk” district, it shall comply with all of the additional 
requirements as imposed by the federal granting agency and/or pass‐through entity. In addition, 
the District shall develop and implement strategies to correct the identified deficiencies in an 
effort to move to a “low risk” entity status. 


No pre‐award expenses or obligations shall be made by the District prior to the approval of the 
federal granting agency or pass‐through entity. [2 CFR 200.458] Non‐authorized pre‐award 
expenses, if any, shall be paid from local District funds, i.e. the General Fund. 
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Grant	Application	Process	


The district may be eligible to apply for “entitlement” and/or “competitive” federal grant funds.  
Federal entitlement grant funds include, but are not limited to, Every Student Succeeds Act (ESSA), 
Individuals with Disabilities Education Act (IDEA), and Carl D. Perkins. The “maximum” and/or 
“final” entitlement awards for the district are posted on the TEA Grants Management webpage at: 
Administering a Grant | Texas Education Agency. The Special Programs Administrator shall obtain 
the annual entitlement amounts and begin the grant development process with the appropriate 
stakeholders. 


A list of competitive grants administered by the TEA are also posted on the TEA Grants 
Management webpage at: ProgramSearch (state.tx.us). The Special Programs Administrator shall 
obtain the competitive grant information to determine whether the grant(s) is appropriate for the 
district. Some competitive grants may have matching‐funds and/or in‐kind payment requirements 
which may place a burden on the district’s available financial resources. 


TEA’s Grant Opportunities webpage provides a wealth of information related to available grants 
such as: 
[http://burleson.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx] 


 General and Fiscal Guidelines


 Program Guidelines


 Program‐Specific Provisions and Assurances


 General Provisions and Assurances


 Debarment and Suspension Certification


 Lobbying Certification


 Sample Application


 Deadlines and Due Dates for: grant application, amendments and grant reporting.


All district staff involved in the management of federal grant awards shall be aware of these 
resources. 


The school district’s grant application process for federal grants is illustrated below on a 


flowchart (Illustration 1).  As noted on the flowchart, all grant applications must be reviewed by 


the finance department and grants management department. In addition, all grant applications 


that will support student instruction at one or more campuses, must be developed in 


collaboration with the respective campus principal(s). 
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Illustration 1.  Grant Application Flowchart 


The final approval of a grant application shall be the Superintendent. 


The Special Programs Administrator shall work collaboratively with the finance department to 
ensure that all grant budget schedules are completed using the correct account code structure (as 
appropriate); the district’s purchasing, travel, and other procedures; and are adequately 
documented if prior approval is required by the granting agency or pass‐through entity (TEA). 


The Special Programs Administrator shall obtain pre‐approval for the following activities which 
have been identified by the granting agency or pass‐through entity (TEA); 


 Student educational field trips – TEA Division of Grants Administration form


 Hosting or sponsoring conferences ‐ TEA Division of Grants Administration form


 Out‐of‐state travel ‐ TEA Division of Grants Administration form


 Request for Approval of Special or Unusual Costs – TEA Division of Grants Administration


form 


 Request for Approval of Participant Support Costs – TEA Division of Grants Administration


form 


An approved copy of a pre‐approval form, if required, shall be attached to the purchase order for 
audit purposes. 


Grants that require matching or in‐kind district contributions shall be evaluated for overall impact 
on the district’s local funds. 


No federal grant funds shall be budgeted, encumbered, or spent until either of the following has 


occurred: 


Grant Originator 


(Assist. Supt. of 
Curriculum/Special 


Programs) 


Campus 
Administrator and/or 


Site‐Based 
Committee 


Final Approval 


Superintendent 
Finance Review 
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 grant has been approved by the granting agency and a Notice of Grant Award (NOGA) has


been issued to the district; or


 the entitlement grant has been received by the granting agency and the grant application


has been submitted to TEA


[NOTE: TEA allows federal grant expenditures from the grant application “stamp‐in date”; however, 


expenditures that require TEA’s specific approval and not approved until the NOGA is issued.] 


The grant application shall be the source document to create the original budget. The Business 
Manager shall review the grant application, especially the Budget Schedules, and only budget 
allowable expenditures and object categories. Reserved funds, if any, shall be included in the 
original budget.  


The finance department shall notify the grants management department when the funds 


have been budgeted and are ready for expenditure by the appropriate campus or 


department.  


General	Provisions	and	Assurances	


General Provisions and Assurances apply to all grants administered by TEA. Additional provisions 
and assurances may apply to specific grants. The Special Programs Administrator shall inform all 
staff involved in the expenditure of grant funds of the provisions and assurances for each grant 
program, as appropriate. 


Numerous resources are available on TEA’s Provisions and Assurances webpage at: 
http://tea.texas.gov/Finance_and_Grants/Grants/Administering_a_Grant/Provisions_and_Assuran
ces/ 


 General Provisions and Assurances (The New EDGAR)


 Debarment and Suspension (The New EDGAR)


 Lobbying Certification (The New EDGAR)


Certification	Regarding	Debarment,	Suspension,	Ineligibility,	and	Voluntary	
Exclusion	
The district must not award a contract [required for all federal grants, regardless of dollar amount] 
to a vendor which is debarred or suspended or is otherwise excluded from or ineligible for 
participation in federal grant award programs. [2 CFR 200.213] 


The finance department shall verify the eligibility of each vendor with this certification 
requirement by requesting that the vendor execute a Certification Regarding Debarment, 
Suspension, Ineligibility and Voluntary Exclusion for Covered Contracts and Grants Form before 
awarding a contract and/or issuing a purchase order. A copy of the certification Form shall be 
maintained with the contract and/or purchase order for audit purposes. 
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The finance department shall monitor ongoing contracts to verify the contractor’s compliance with 
the debarment, suspension, ineligibility and voluntary exclusion provisions. In the event that a 
vendor is suspended or debarred during a contract, the district shall continue the contract in force 
until the contract lapses. The contract term shall not include any extensions to the original term of 
the contract. 


The Vendor Management Procedures shall be utilized to verify that vendors are not on the State of 
Texas or Federal (www.sam.gov) debarred lists. 


Lobbying	Certification	
For all federal grants in excess of $100,000, the district shall certify on the grant application that no 
federal grant funds are expended for the purpose of lobbying. [Appendix II – H1] The grants 
management and finance departments shall jointly execute a Lobbying Certification Form 
[Standard Form – LLL: Disclosure of Lobbying Activities], as applicable, if the district used funds 
other than federal grant funds for lobbying activities. 


The Grants Manager shall ensure that all contract award documents with federal grant funds 
contain the appropriate lobbying certification language. 


Budgeting	Grant	Funds	
The finance department shall budget grant funds in the appropriate fund code as authorized by Financial 


Accountability System Resource Guide, or the granting agency, as appropriate. In addition, the object 


expenditure codes noted on the grant application shall be consistent with the budgeted account codes. 


For example, if the grant application included $2,000 for “6219 Professional Services”, the budget shall 


include an appropriation for Professional Services in object code 6219. However, if the intent was to 


expend funds to pay a Math Consultant, the grant application may need to be amended to move the 


“6219 Professional Services” funds to the correct object code “6299 Other Professional Services”. All 


expenditures shall be made from the correct FASRG object code. 


Federal grant funds shall be budgeted and available for use no later than 30 days after receipt of 
the NOGA or from the stamp‐in date, whichever is earlier. 


Budget amendments, if any, shall be approved by the Business Manager, to ensure that the 


reclassification of funds is allowable under the grant management guidelines related to budget 


amendments. Some grants allow a transfer of funds, up to 25% of the grant award, but only within the 


same object class and if the new object code does not require specific approval from the granting agency. 


The TEA Grants Division has developed guidance related to “When to Amend” grants administered 
by the TEA. The guidance document is posted on the TEA website at: 
http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx. 
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The guidance document contains the following guidance: 
1. Use Table 1 for federally funded grants and for grants funded from both federal and


state sources.


2. Use Table 2 for state‐funded grants. Refer to the “Select Grantees” column if the


NOGA is for over $1 million.


In addition to TEA’s guidelines, federal regulations require that the district amend the grant 
application when grantees deviate from the original scope or grant objectives. Other amendments 
may be necessary when the district changes the designated Grant Manager, disengages from grant 
activities for more than three (3) months, or a 25% reduction in the time devoted by a grant 
manager.  


Best	Practice	for	Monitoring	Grant	Expenditures 
The Special Programs Administrator shall monitor the need for amendments at least quarterly 
throughout the grant period and at least one (1) month prior to the grant amendment deadline, as 
applicable. If an amendment is necessary for any of the reasons specified by the pass‐through 
entity (TEA) or in federal regulations, the Special Programs Administrator shall initiate the 
amendment process and collaborate with the Business Manager prior to submission of the grant 
amendment. The approval process of a grant amendment shall be the same as the grant 
application process, i.e. the Superintendent shall approve all federal grant amendments. 
The finance department, Business Manager shall be responsible for ensuring that the finance 
system budget corresponds to the most recent grant NOGA.  


Financial	and	Program	Management 
The District must comply with all requirements of federal grant awards including the provisions of 
the Federal Funding Accountability and Transparency Act (FFATA) and the Financial Assistance Use 
of Universal Identifier and Central Contractor Registration (CCR). [2 CFR 200.211] 


FFATA	Reporting	
The district shall report the following for all federal grant awards, as appropriate. The Special 
Programs Administrator shall be responsible for collecting and reporting the information. 


1. The following data about sub-awards greater than $25,000
a. Name of entity receiving award [entity = district]
b. Amount of award
c. Funding agency
d. NAICS code for contracts / CFDA program number for grants
e. Program source
f. Award title descriptive of the purpose of the funding action
g. Location of the entity (including congressional district)
h. Place of performance (including congressional district)
i. Unique identifier of the entity and its parent; and
j. Total compensation and names of top five executives (same thresholds as for primes)


2. The Total Compensation and Names of the top five executives if:







State & Federal Grants Manual Page 34 


a. More than 80% of annual gross revenues from the federal government, and those
revenues are greater than $25M annually and
b. Compensation information is not already available through reporting to the SEC.


At the present time, the district has no federal grant sub-awards greater than $25,000. 


Financial	Management	System	
The District’s financial management system, Ascender, shall be utilized to record, expend and track 
all federal grant revenues and expenditures. The financial management system shall be maintained 
in a manner that provides adequate internal controls over the data integrity, security and accuracy 
of the financial data. [2 CFR 200.302(a)] 


The financial management system must contain information pertaining to all federal awards, 
authorizations, obligations, unobligated balances, assets, expenditures, income and interest and be 
supported by source documentation. All expenditures of federal grant funds shall be in accordance 
with the district’s written procedures such as cash management, accounts payable, purchasing, 
travel, allowable costs, capital asset tracking, contract management, and other procedures, as 
appropriate. In addition, the district shall include written procedures to implement the 
requirements of 2 CFR 200.305 Payments. [2 CFR 200.302(b)(6) 


Records	Retention	
The financial management system shall be utilized to store, maintain, and report all required 
federal grant information. [2 CFR 200.334] Consequently, the district shall ensure that access to 
the data is restricted to authorized individuals in accordance with the district’s Cyber Security Plan 
and policies. In addition, the district shall retain all federal grant records for a period of five (5) 
years in accordance with the district’s Local Records Retention Plan. [Note: The district’s retention 
period exceeds the three (3) year retention period required in the EDGAR.] The district’s Record 
Management Officer (RMO), the Superintendent or designee shall be responsible to ensure that all 
records are retained, stored and accessible, as appropriate. 


List	of	Federal	Grant	Awards	
A list of all federal grant awards shall be maintained to include all EDGAR required data (denoted 
with an *) and district‐required information listed below: [List of all federal grant awards with the 
required identification information is included in the Exhibit Section] [2 CFR 200.302(b)(1)] 


 The CFDA title and number*,


 Federal award identification number and year*,


 Name of the Federal agency*, and


 Name of the pass‐through entity*, if any.


 Grant period (start and end of the grant award)


 Grant award (dollar amount of award)







State & Federal Grants Manual Page 35 


• Grant manager for each grant (Generally, the Asst. Superintendent for C&SP shall serve 


as the Grant Manager, unless otherwise noted)


• Subgrants, if any


• TEA‐assigned risk level for each grant, as appropriate


• Applicable federal regulations (OMB A‐87 or EDGAR, based on the date of grant award)


On at least a monthly basis, the Business Manager shall review the status of each federal grant 
fund. The review shall include a comparison of budget to expenditures.  [2 CFR 200.302(b)(5)] 


Internal Controls 
Internal controls, defined in 2 CFR 200.1, is a process, implemented by the district, designed to 
provide reasonable assurance regarding the achievement of objectives in the following categories. 


 Effectiveness and efficiency of operations


 Reliability of reporting for internal and external use; and


 Compliance with applicable laws and regulations.


The district’s Internal Control Procedures over financial management, developed in accordance 
with the Internal Control Integrated Framework (COSO) and TEA’s Internal Controls Guidance 
Handbook, shall be made available to all staff involved in the management of federal grant funds. 
[2 CFR 200.303] TEA’s Internal Controls Guidance Handbook provides a general overview of 
internal controls as they relate to the federal grants TEA awards. According to the Handbook, the 
district must have an effective system of internal controls in place to prevent, detect and reduce 
the risks of fraud, waste and abuse of federal grant awards. 


The internal control procedures shall be reviewed on at least an annual basis and updated as 
appropriate. If any weakness in an internal control is detected, the internal control procedures 
shall be revised to incorporate the weakness(es) at either the annual review or as the need arises 
dependent upon the severity (materiality) of the weakness. 


The Business Manager shall be responsible for the annual review and update of the Internal 
Control Procedures. 


Bonds 
If the granting agency requires that the district obtain bonding and/or insurance for a specific 
project, the district shall ensure that the bonds are obtained from a company that holds a 
certificate of authority as specific in 31 CFR Part 223, Surety Companies Doing Business with the 
United States.  
The Business Manager shall be responsible for obtaining insurance and/or bonding, as appropriate. 


Payments from the Granting Agency and to Vendors 
Payments to vendors shall be made promptly in accordance with federal regulations and state law. 
Specifically, in accordance with the Texas Prompt Payment Act, the district shall pay all invoices 
within 30 days of receipt of the goods/services and the invoice, whichever is later. 
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The district has determined that it will not accept advanced payments for federal grant funds. 
Acceptance of advanced payments require depositing of the funds in an interest‐bearing bank 
account, tracking of interest earnings, and return of all investment earnings in excess of $500 per 
year to the granting agency. [2 CFR 200.305(9)] 


The district shall seek reimbursement for federal grant expenditures, rather than using an 
advanced payment method. Consequently, the district shall prepare and submit a “draw‐down” of 
federal grant funds only after the payments have been made and distributed to the vendor via 
mail, e‐payables or other delivery method. The draw‐down of expended funds shall be net of all 
rebates, refunds, contract settlements, audit recoveries and interest earned, as appropriate. The 
Finance Administrative Assistant shall be responsible for preparing the draw‐down of federal grant 
funds and then shall be reviewed and approved by the Business Manager. All draw‐downs shall be 
recorded on the general ledger as a receivable when the draw‐down process is complete and 
posted to the cash account upon receipt of the receivable. 


All expenditures must meet the Obligation Rules (Title 34, 76.707 ). Obligations that are liquidated 
and recognized as expenditures must meet the allowable cost principles in 2 CFR 200, Subpart E of 
EDGAR (as applicable) and program rules, regulations, and guidelines contained elsewhere. 


The Business Manager shall strive to “draw‐down” federal grant funds only a monthly, or at least 
quarterly basis. TEA requests that LEAs make timely draw‐downs to ensure that funds are being 
used and that grant activities are being met throughout the grant period. 


Cost Sharing or Matching Funds 
The Special Programs Administrator (Grant Manager) shall ensure that requirements for cost 
sharing and/or matching funds are approved through the grant approval process prior to the 
submission of the grant. At a minimum, the Special Programs Administrator (Grant Manager) and 
the Business Manager must approve the commitment of all cost sharing and matching grant funds.  


If cost sharing or matching funds are required as part of a federal grant award, the required direct 
or in‐kind expenditures should be recorded and tracked on the general ledger. If matching grant 
funds are required in the General Fund (Fund 199), the district shall utilize a sub‐object to 
separately track the expenditures for reporting and compliance purposes. 


All staff paid with cost sharing and matching funds, shall be subject to the federal Time and Effort 
Documentation requirements. 


Cost sharing and matching funds that are as a result of donated services or supplies, shall be 
recorded and tracked in accordance with the federal regulations (CFR 200.306). 


Program Income 
The district does not plan to generate any program income as part of a federal grant award. 
Federal regulations (CFR 200.307) allow the district to generate program income to offset federal 
grant award costs. Income earned, if any, must be expended in accordance with the grant 
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requirements.  


In the event that the district opts to generate program income as part of a federal grant award in 
the future, all recommendations for program income activities, shall be reviewed and approved by 
the Special Programs Administrator (Grant Manager) and the Business Manager. 


If program income activities are approved, the Special Programs Administrator (Grant Manager) 
over the activities, shall ensure that the costs of generating the program income are not federal 
grant funds, are nominal in cost, are offset from the program income, and meet all of the federal 
requirements. The TEA Division of Grant Administration Request to Add Program Income to 
Federal or State Grant Award and Expansion Delivery of Programmatic Services Form shall be used 
to request authorization to use any program income to support a state or federal grant.  


The district shall not retain any program income earned through a federal grant program. 


Period of performance (Obligations) 
All allowable grant expenditures shall be incurred during the grant period, i.e. begin date and end 
date of the federal grant award as designated on the Notice of Grant Award (NOGA). The the 
Special Programs Administrator (Grant Manager) shall notify the appropriate departments, such as 
Purchasing, Human Resources, Finance, Payroll, etc. of the grant periods for each federal grant 
award to ensure compliance as noted below: 


 No employee shall be hired and paid from federal grant funds except during the federal


grant period


 No purchase obligation shall be made from federal grant funds except during the federal


grant period


 No payroll or non‐payroll expenditures shall be made from federal grant funds except


during the federal grant period.


The district’s Purchasing Deadlines have been established to facilitate the purchase of all goods 
and service within the fiscal year and/or grant period. The purchasing deadline for non‐federally 
funded purchases is August 1st of each fiscal year. The purchasing deadline for federally funded 
purchases will follow this same deadline, unless the deadline is adjusted to fall within the grant’s 
period of performance. At a minimum, the purchasing deadlines for federally‐funded purchases 
shall end approximately two (2) months prior to the end of the grant period to ensure receipt and 
use of the goods or services for the intended grant activities. 


All obligations with federal grant funds must occur during the grant period. Obligations that occur 
before or after the grant period are not allowable costs. The obligations must be liquidated in 
accordance with the grant deadlines, especially as they relate to the final draw‐down of federal 
grant funds. [2 CFR 200.309] 


Guidance regarding the obligation of federal grants funds [Title 34 76.707] can be found in TEA’s 
General and Fiscal Guidelines. Excerpt from the guidelines is noted below: 
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Procurement	Standards	and	Expenditure	of	Grant	Funds 
Procurement with and expenditure of grant funds shall be through the documented purchasing, 
finance or payroll department processes in place for non‐grant funds and shall have additional 
requirements as noted below to ensure full compliance with federal regulations, specifically the 
Procurement Standards in EDGAR 2 CFR Part 200.318‐200.327. 


The district shall comply with the general procurement requirement of the EDGAR (2 CFR 200) 
effective July 1, 2018 and amended in November 2020. The district shall utilize a purchase order 
and encumbrance system to manage the expenditure of all federal grant funds unless other 
methods such as credit cards, petty cash, direct payments, etc. are authorized in the district’s 
operating procedures. All purchases shall be in accordance with the district’s School Board Policies 
(CH Legal and Local) and the district’s Purchasing Procedures (Exhibit Section).  The district 
purchasing procedures shall comply with all federal, state, and local procurement requirements. 
If a conflict arises between the federal, state and local requirements, the stricter requirement 
shall prevail. 


The district shall adhere to state law and federal guidelines related to competitive procurement of 
grant purchases. Specifically, the district shall comply with the Texas Education Code, Chapter 44 
regarding the authorized competitive procurement options available to school districts. In 
addition, any competitive procurement requirements specific to a federal grant must also be 
adhered to for all grant purchases. For example, a federal grant may require that all purchases 
and/or contracts that exceed $100,000 be approved by the granting agency before approval of a 
purchase order or contract. 


Additional compliance with federal guidelines may include specific approval for purchases from 
sole sources vendors, non‐appropriate cancellation language in multi‐year contracted purchases, 
vendor selection criteria, and other guidelines specific to a federal grant. 
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The district shall utilize the Financial Accountability System Resource Guide (FASRG) Account 
Code Structure to record all payroll and non‐payroll expenditures. Additional guidance regarding 
the FASRG Account Code Structure is available on the TEA Website (www.tea.texas.gov) and the 
district’s Chart of Accounts Reference Guide. 


The Special Programs Administrator (Grant Manager) for each state and federal grant shall be 
responsible for the programmatic and evaluation compliance and the Business Manager shall be 
responsible for the financial compliance. The use of the term “Special Programs Administrator” 
and/or “Grant Manager” throughout this document shall refer to the same district personnel unit 
directly responsible for each district state and federal grant listed in this document.  Currently at 
the time of this manual, this person is the Assistant Superintendent of Curriculum and Special 
Programs. 


Federal Regulations ‐ Education Department General Administrative Regulations (EDGAR) 
The district shall adhere to the Education Department General Administrative Regulations 
(EDGAR) and any additional grant‐specific cost principles. The 2 CFR Part 200 Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards include 
numerous requirements of the grantee.  


All refunds, rebates, discounts, or other credits to grant expenditures shall be posted to the 
finance general ledger as soon as the credit is known. [Note. It is essential to post all credits to the 
general ledger on a timely basis to ensure that the district does not draw‐down grant expenditures 
in excess of actual expenditures net of all credits.] 


Additional information related to the EDGAR is located at: 
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html 


State‐Administered Federal Grant Guidelines and Requirements 


The district shall also adhere to General and Fiscal Guidelines established by the Texas Education 
Agency.  The guidelines for grants awarded before and after December 26, 2014 are hyperlinked 
below: 


 General and Fiscal Guidelines (through December 26, 2014)


 General and Fiscal Guidelines: EDGAR (after May 1, 2020)


The district shall also adhere to grant‐specific cost requirements established by the Texas 
Education Agency.  The grant‐specific guidelines for current district grants are hyperlinked under 
the Grant Opportunities webpage at: Guidelines, Provisions, and Assurances | Texas Education 
Agency 
‐ 


 ESSA Consolidated Federal Grant Program Guidelines
o ESEA Title I, Part A Improving Basic Programs
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o ESEA Title II, Part A Teacher/Principal Training
o ESEA Title III, Part A English Language Acquisition


 IDEA, Part B Formula and Preschool


 Carl Perkins, Career and Technical Basic Grant


Local Guidelines Related to Unallowable Costs ‐ Optional 
The district has developed local guidelines related to unallowable costs with federal grant funds. 
The unallowable costs are noted below or in the Exhibit Section. 


Unallowable Costs 


 Snacks that do not meet the Smart Snack federal and/or state guidelines (Copy of USDA


Smart Snack Standards included in the Exhibit Section).


 Commercial printing in color, unless it is deemed necessary to accomplish grant activities


 Meals (during a Working Lunch or Professional Development) that exceed $20 per person


[maximum amount per EDGAR, but the district could elect a lesser amount]


 Educational field trips to an amusement park for recreational purposes only


 Consultant fees in excess of $2,500 per day [no maximum in EDGAR, but there may be a


grant‐specific maximum], unless an exception is authorized by the Superintendent


Procurement Tracking and Documentation 


The Business Manager shall assist the Special Program Administrator for ensuring compliance with 
all federal, state and local procurement requirements and for ensuring that the district maintains 
an up‐to‐date procurement history to include, but not limited to, the information below for all 
federal‐funded purchases (2 CFR 200.318(i)). 


 *Rationale for the method of procurement


 *Selection of contract type


 *Contractor selection or rejection


 *Basis for the contract price


 List of all procurements by type


 Like‐item category (commodity code)


 Advertisement date(s) of the procurement


 Release date of the procurement specifications


 Selection criteria for vendors


 Opening date of the procurement


 List of vendors submitting a proposal/bid


 Selection of Vendor


 Date of contract award


 Begin date of contract
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 End date of contract


 Contract Amount


*EDGAR‐specific provisions [2 CFR 200.318(i)].


The procurement history records and other procurement records shall be retained in accordance 
with the federal, state and/or local retention periods, whichever is greater. The procurement 
records shall be made available to the federal granting agency, pass‐through entity (TEA), and 
auditors, as appropriate. 


Purchasing Efficiency Strategies 


All purchases shall be purchased from a variety of qualified vendors with the ability to perform 
successfully under the terms and conditions of a proposed procurement. The district shall strive to 
avoid acquisition of unnecessary or duplicative items (2 CFR 200.318(d)).  


The district shall implement the following strategies to maximize federal grant funds: 


 Consolidation of purchases to obtain volume pricing, as appropriate


 Evaluate the cost efficiencies of leases versus purchases of equipment


 Utilize cooperative purchasing agreements, as appropriate, to obtain volume pricing (2 CFR


200.318(e))


 Utilize federal or state excess/surplus property supplies or equipment in lieu of purchasing


new supplies or equipment, as appropriate (2 CFR 200.318(f))


 Utilizing value‐engineering in construction projects to seek cost reductions (2 CFR


200.318(g))


 Develop vendor selection criteria to select the best vendor (2 CFR 200.318(h))


 Develop a tracking system of all informal and formal procurements (2 CFR 200.318(i))


 Avoid “time and materials” contracts if other alternatives exist (2 CFR 200.318(j)(1))


 Monitor vendor performance to ensure that the vendor   provides the services and/or


goods, as appropriate (2 CFR 200.318(k))


 Ensure that all contract and vendor disputes are resolved in the most advantageous


manner


 Minimize the risk of jurisdictional issues by ensuring that all contracts would be litigated in


a court within the county, city and/or state, as appropriate


The district has determined that its procurement systems comply with the Procurement 
Standards or the district may complete a review of the procurement system to self‐certify that 
the procurement system is efficient and effective (2 CFR 200.325). The Business Manager shall 
oversee the completion of the self‐certification. The results of the certification shall be 
distributed to all grant management staff. If deficiencies are noted, the Business Manager shall 
develop a Corrective Action Plan to remedy the deficiencies, as appropriate. 
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Conflict of Interest 
The Superintendent shall execute an Organizational Conflict of Interest document to disclose if any 
conflicts exist in the application, receipt of, or expenditure of federal grant funds. An 
organizational conflict of interest does not to apply to the district at this time – there are no 
parent, affiliate or subsidiary organizations related to the district. 


The Superintendent, Business Manager, and Grant Manager shall each execute a Conflict‐of‐
Interest Form to disclose a conflict of interest, as appropriate, related to the awarding of a contract 
or substantial expenditures with federal grant funds. Substantial expenditures shall be defined as a 
purchase in excess of $25,000.  


No employee, officer, or agent may participate in the selection, award, or administration of a 
contract supported by a Federal award if he or she has a real or apparent conflict of interest. In 
addition, no employee, officer or agent of the district may neither solicit nor accept gratuities, 
favors, or anything of monetary value from contractors or parties to subcontractors. All 
employees shall comply with the Educators’ Code of Ethics (DH Exhibit). Violators of the Code of 
Ethics shall be subject to disciplinary action, including but not limited to, termination of 
employment with the district. 


Vendor Competition 
The finance/purchasing department shall be responsible for selecting and awarding contracts to 
vendors that are qualified to provide the goods and/or services to be purchased with federal grant 
funds. The vendor selection process shall ensure that the district does not restrict competition 
among qualified vendors (2 CFR 200.319). 


Vendor Selection Criteria 
The district has selected vendor qualification criteria that includes, but is not limited to, the 
following: 


 Past experience with the district


 Cost of goods and services, including future costs of maintenance


 Vendor’s reputation, financial stability and position as it relates to the ability to provide the


goods and/or services


 Small, minority, woman‐owned, or labor surplus area firms


 Other criteria as reflected on the Vendor Management Procedures


The district shall not restrict vendor competition by requiring any of the following as selection 
criteria: [2 CFR 200.319] 


 Unreasonable requirements, such as excessive experience or bonding, brand name


products, or geographic preferences that would unduly restrict competition among


qualified vendors


 Arbitrary restrictions that are not essential to the bid/proposal specifications
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Vendor Database 
A vendor database shall be maintained by the Executive Assistant in the finance system 
(Ascender>Finance>Vendor Management). The district’s Vendor Management Procedures shall be 
adhered to for all purchases. Vendor selection shall include the following criteria: 


 Has not been debarred or suspended by the State of Texas or federal government


 Is licensed or registered with the State of Texas to perform the contracted services, as


appropriate


 Has obtained the minimum insurance limits and/or bonding established by the district, as


appropriate


 Has disclosed any felony convictions and/or criminal history, as appropriate


All vendors shall complete the appropriate vendor forms as required by federal or state regulations 
and the district. The district requires that every vendor have the following documents on file: 


 Vendor application file (new vendors)


 Form W‐9 – Internal Revenue Service


 Conflict of Interest Questionnaire (CIQ) – Texas Ethics Commission


 Felony Conviction Notice


 Fingerprinting (If working directly with students)


 Criminal Background and Fingerprinting (if working directly or indirectly with students)


 Certificate of Insurance (with the District as additional insured) if services will be rendered


on district property


Vendor Management 
A vendor database shall be maintained by the Executive Assistant to the Superintendent with 
oversight by the Business Manager.  The district’s Adding/Renewing Vendors Procedures shall be 
adhered to in adding and maintaining approved vendors.  


Although the district maintains a pre‐qualified vendor database, to ensure open competition, 
vendors shall be allowed to enter competition at any time during the school year. 


Bid and Proposal Specifications 
The district shall develop written bid/proposal specifications that are provided to every qualified 
vendor to ensure consistency in the procurement process. A vendor that is allowed to assist with 
the development of specifications shall be ineligible to submit a proposal for the specific 
procurement as this may provide a barrier to open, competition among the qualified vendors. [2 
CFR 200.319(b)] The bid/proposal documents must include guidance to vendors regarding the 
following: 


 Time, date and place of bid/proposal opening


 Anticipated award date, as applicable
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 Written specifications and addendums, as appropriate


 List of all bid/proposal required documents such as CIQ, Felony Conviction Notice, etc.


 Bid/Proposal Sheet


 Bid/Proposal evaluation criteria, including the weights, as applicable


 Other documents, as appropriate for a specific bid/proposal


The district’s specifications shall incorporate a clear and accurate description of the technical 
requirements for the material, product, or service to be procured. Such description must not, in 
competitive procurements, contain features which unduly restrict competition. The description 
may include a statement of the qualitative nature of the material, product or service to be 
procured and, when necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. When it is impractical or uneconomical to make a 
clear and accurate description of the technical requirements, a “brand name or equivalent” 
description may be used as a means to define the performance or other salient requirements of 
procurement. [2 CFR 200.319(b)(6)]. 


The Business Manager shall oversee all bid/proposal documents before release to the vendor to 
ensure the documents comply with the federal requirements. 


Procurement Methods 
The district shall use one of the procurement methods allowed by federal regulations to procure 
goods and services with federal grant funds [2 CFR 200.320]. In addition, the district shall comply 
with state purchasing laws and local Board Policy, CH Legal and Local. 


The procurement method shall be determined based on the type of goods or services to be 
purchased with federal grant funds. The Superintendent or Business Manager shall be responsible 
for selecting the appropriate procurement method for each procurement.  


The district shall adhere to the most restrictive federal regulations, state laws, local policies 
and/or procedures when the guidance documents are in conflict. [CFR 200.403(c)] 


Procurement Levels and Requirements 
The district has developed and implemented a Purchasing Levels and Requirements Chart for non‐
federal and federally‐funded purchases. The chart includes the following data: 


 Purchase Commitment Amount


 Support [Documentation] Required


 Additional Forms Required, if any


 RFP/RFQ Requirement


 Board Approval Requirement


 Advertising Requirement
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Illustration #2  ‐ Onalaska ISD Purchasing Levels and Requirements 


Note. The threshold shall be determined by expenditures for “like‐items” in the aggregate over a 
fiscal year (September 1st through August 31st).  The Business Manager shall review expenditures 
from all district funds (local, state and federal) by “like‐item” on at least a quarterly basis to 
monitor that the district does not exceed any “like‐item” categories. The district has elected to use 
a coding system for “like‐items” that is similar to the State of Texas Procurement Commodity 
Codes, plus locally defined codes that may not exist on the Commodity Codes. A copy of the 
district’s Like‐Item Categories are in the Exhibit Section. In addition, vendors in the finance system 
shall be coded to a primary vendor category. 


The ‘like‐item” categories shall be entered in the finance system, (such as Ascender Business 
System), as vendor categories and shall be indicated on every purchase order as illustrated below. 
The sample requisition indicates that the supplies for Math have been coded to Like‐Item Category 
#393 – Supplies, Instructional, Math. 







State & Federal Grants Manual Page 46 


The Business Manager shall review annual expenditures from all district funds (local, state and 
federal) after the close of the fiscal year to determine if any additional “like‐item” categories 
should be added for the following fiscal year. The budgeted funds by like‐item categories may also 
be helpful in planning for large expenditures in a particular like‐item category in a given fiscal year. 


Micro‐Purchase Procurement Method 


Micro‐purchases may be awarded without soliciting competitive price or rate quotations if the 
non‐Federal entity considers the price to be reasonable based on research, experience, purchase 
history or other information and documents it files accordingly. Credit Cards can be used for micro‐
purchases if procedures are documented and approved by the school district [2 CFR 
200.320(a)(1)(ii)].  


The school district is responsible for determining and documenting an appropriate micro‐purchase 
threshold based on internal controls, an evaluation of risk, and its documented procurement 
procedures. The micro‐purchase threshold used by the school district must be authorized or not 
prohibited under State or local laws or regulations. School districts may establish a threshold 
higher than the Federal threshold. [2 CFR 200.320(a)(1)(ii) and (iii). 


The Business Manager [Chief Financial Officer] shall conduct an evaluation on an annual basis of 
the district’s internal controls, TEA‐assigned risk level and documented procurement procedures to 
determine the appropriate micro‐purchase threshold. The Self‐Certification of Micro‐Purchase 
Threshold form shall be submitted to the Superintendent at least 30 days prior to the start of each 
fiscal year for his/her review and consideration.  The approved threshold shall be documented in 
the State and Federal Grants Manual to ensure that all stakeholders are aware of the approved 
micro‐purchase threshold. 


Micro‐Purchase Procedures – Less than $50,000 
The Procurement by Micro‐purchase may be the most frequently used method due to the 
frequent purchase of goods or services that are less than $50,000 in the aggregate, as defined in 
CFR 200.1 and the granting agency. The district shall purchase goods and services under this 
method from among qualified vendors, but will not competitively procure the micro‐purchases, 
unless in the aggregate in a 12‐month period (fiscal year), the district exceeds federal or state law 
thresholds [2 CFR 200.320 (a)], or the district’s threshold in Board Policy CH Legal or Local. 
The finance/purchasing department shall distribute micro‐purchases equitably among qualified 
vendors to the maximum extent possible and shall ensure that the price is reasonable. 


Micro‐Purchase Procedures – Up to $49,999  


As of November 12, 2020, 2 CFR 200.320(a)(1)(iv) states that a Non‐Federal entity increase to the 
micro‐purchase threshold up to $50,000. Non‐Federal entities may establish a threshold higher 
than the micro‐purchase threshold identified in the FAR in accordance with the requirements of 
this section. The non‐Federal entity may self‐certify a threshold up to $50,000 on an annual basis 
and must maintain documentation to be made available to the Federal awarding agency and 
auditors in accordance with §200.334. The self‐certification must include a justification, clear 
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identification of the threshold, and supporting documentation of any of the following: 
(A) A qualification as a low‐risk auditee, in accordance with the criteria in §200.520 for the
most recent audit;
(B) An annual internal institutional risk assessment to identify, mitigate, and manage
financial risks; or,
(C) For public institutions, a higher threshold consistent with State law.


The district’s Board Policy CH Local has a $25,000 threshold for Board approval of purchases. 


The district has elected to self‐certify a threshold up to $49,999 in accordance with Texas law (TEC 
44.031). The Superintendent shall complete the Self‐Certification of Increased Micro‐purchase 
threshold Form (Rogers, Morris & Grover 2021) on an annual basis at least 30 days prior to the 
start of each fiscal year. A copy of the form is included in the Exhibit Section. 


Small Purchase Procedures ‐ $50,000 – $249,999 
The Procurement by Small Purchase Procedures shall be used by the district when the purchase of 
goods or services do not exceed $250,000, the Simplified Acquisition Threshold (CFR 200.1). The 
purchasing department shall require written, emailed, or faxed quotations from at least three (3) 
qualified vendors for all small purchases, i.e. purchases that do not exceed $50,000 [the state law 
threshold which requires a competitive procurement]. Note. The quotes can be from three (3) 
separate vendors within a qualified purchasing cooperative or different purchasing cooperatives to 
meet both the EDGAR and state law requirements for competitive procurement. 


The district shall use a Small Purchase Quotation Form to document the quotations from vendors. 
A copy of the Small Purchase Quotation Form shall be filed with the appropriate purchase order. 
The Small Purchase Quotations shall be tabulated by the Business Mangaer on a Quotes Tabulation 
Form. 


The district shall strive to obtain small purchases from qualified vendors under a Cooperative 
Purchasing Program [2 CFR 200.318 (e)]. Even though these cooperative purchasing programs have 
competitively procured the vendor contracts, the district shall compare the pricing among the 
vendors to select the best quality and price. 


The Cooperative Purchasing programs shall provide an EDGAR compliance certification on an 
annual basis. If the Cooperative fails to provide the certification, the district shall not purchase 
goods or services through the Cooperative with federal grant funds. Reminder: District must still 
obtain at least 2 quotes from cooperatives to ensure compliance. 
The district is currently participating in the following cooperative purchasing programs: 


 TASB Buy Board


 ESC 4 – TCPN


 ESC 5 – South East Texas Purchasing Cooperative


 ESC 6 – EPIC 6


 ESC 20 ‐  Purchasing Co‐Op
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 ESC 8 – Interlocal Purchasing System (TIPS)


 Choice Partners Cooperative


 State of Texas Co‐Op Purchasing Program (TxSmartBuy)


Sealed Bid Procedures – Over $250,000* 
The Procurement by Sealed Bids (formal advertising) method shall be used by the district when 
the purchase of goods or services exceed $250,000 if the acquisition of the goods or services lends 
itself to a fixed price contract and the selection of the successful bidder can be made principally on 
the basis of price [2 CFR 200.320 (b)(1)]. The district shall comply with the sealed bid 
requirements, as defined by the EDGAR, as noted below: 


 Bids must be solicited from an adequate number of bidders, but no less than two (2)


bidders


 Bids must be publicly advertised and bidders shall be provided an adequate amount of time


to prepare and submit their bid. Local criteria shall include:


o The district shall publicly advertise all bids in accordance with state law, i.e. at least


two (2) times in two separate weeks


o The district shall provide no less than ten (10) days for bidders to prepare and


submit their bids


 Bids must contain detailed specifications to ensure that bidders have a clear understanding


of the goods or services that the district is seeking to purchase


 Bids must specify the time, date, and district location where bids will be opened publicly


 Bids must be awarded based on a fixed price contract to the lowest responsive and


responsible bidder. The district shall consider discounts, transportation costs, and life cycle


costs only if these factors were included in the bid specifications. The district will consider


payment discounts because the district does routinely take advantage of payment


discounts.


 Bids will be evaluated, ranked, and a recommendation for award made to the School Board


at a regularly scheduled board meeting.


o If no bidder is recommended, the district shall reject all bids and evaluate whether


to modify the bid specifications to initiate a new bid process


 The district shall notify the successful bidder and process the contract documents and/or


purchase orders, as appropriate


 The district shall notify all of the unsuccessful bidders to ensure that qualified bidders are


encouraged to submit bids during future bid opportunities


*Note. The state regulations (TEC Chapter 44) related to competitive procurement shall be
implemented at a $50,000 threshold even though the federal regulations allow greater
flexibility.
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Competitive Proposal Procedures – Over $250,000 
The Procurement by Competitive Proposal method shall be used by the district when the 
acquisition of the goods or services exceeds $250,000 and does not lend itself to a fixed price 
contract [2 CFR 200.320 (b)(2)]. The district shall comply with the competitive proposal 
requirements, as defined by the EDGAR, as noted below: 


 Requests for Proposals (RPF) must be publicly advertised


 The RFP shall identify the evaluation factors and their weight in awarding the proposal


 Proposals shall be solicited from an adequate number of bidders, but no less than two (2)


qualified vendors


 Proposals shall be evaluated, ranked, and a recommendation for award made to the School


Board at a regularly scheduled board meeting [2 CFR 200.320(b)(2)(ii)]


o The district shall utilize the Competitive Sealed Proposal Process Checklist


o The district shall develop an instrument to evaluate each proposal and rank the


proposals based on the evaluation scores


o The district shall evaluate each proposal by committee or no less than two (2)


district staff with knowledge of the RFP specifications


o In accordance with state law, the vendor who is ranked highest as providing the “


proposal most advantageous to the district” shall be notified of the potential award


 The district may negotiate with the vendor only as it relates to potential cost


savings


 If the district and vendor cease to negotiate, the district shall notify the


vendor in writing before starting to negotiate with the 2nd highest ranked


vendor.


 The district shall notify the successful proposer and process the contract documents and/or


purchase orders, as appropriate


 The district shall notify all of the unsuccessful proposers to ensure that qualified bidders are


encouraged to submit bids during future bid opportunities


Noncompetitive Proposal Procedures 


The Procurement by Noncompetitive Proposal method shall be used by the district when the 
purchase of goods or services is from a “sole source vendor” [2 CFR 200.320 (c)].  


A sole source vendor is defined as a vendor that meets the following requirements: 


 The  acquisition  of  property  or  services,  the  aggregate  dollar  amount  of which  does  not


exceed the micro‐purchase threshold [2 CFR 200.320 (c)(1)]


 The goods or services are only available from a single source [2 CFR 200.320 (c)(2)]
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o The district shall acquire and maintain a copy of a vendor’s sole source letter which


specifies the statutory or other reason for its sole source status


o The TEA Division of Grants Administration Request for Noncompetitive Procurement


(Sole  Source) Approval  Form  shall be utilized  to  request prior  approval of  a non‐


competitive, sole source proposal.


o The district’s Sole Source Justification Form shall be completed and submitted with


the single source proposal.


 A  public  exigency  or  emergency will  not  permit  a  delay  resulting  from  the  competitive


solicitation process [2 CFR 200.320 (c)(3)]


o The district  shall declare a public exigency or emergency prior  to making  such as


purchase of goods or services under this method


 The  granting  agency  or  pass‐through  entity  authorized  the  use  of  a  non‐competitive


proposal method [2 CFR 200.320 (c)(4)]


o The district shall obtain written approval/authorization from the granting agency or


pass‐through entity.


o The  district  has  received written  authorization  from  the  Texas  Education  Agency


that  the  Education  Service  Center,  Region  20  is  approved  as  a  non‐competitive


proposal.


 After solicitation of a number of sources, competition  is determined  to be  inadequate  [2


CFR 200.320 (c)(5)]


o The  district  shall  determine  that  competition  is  inadequate  if  after  two  (2)


solicitations  of  bids  and/or  proposal,  only  one  vendor  is  responsive  to  the


solicitations


Note. TEA has approved Education Service Centers in the non‐competitive proposal category. 


Other Procurement Guidelines 


Vendor Preferences 
In accordance with state purchasing laws, the district shall comply with the Texas Education Code 
(TEC  Chapter  44)  if  the  procurement  guidelines  are  stricter  under  state  law  than  federal 
regulations. Regardless of  the procurement method,  the district shall encourage small, minority, 
woman‐owned  and  labor  surplus  area  firms  to  compete  with  other  qualified  vendors  by 
implementing strategies to encourage their participation [2 CFR 200.322]. 
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As appropriate, and  in accordance with 2 CFR 200.322, the district should, to the greatest extent 
practicable under a Federal award, provide a preference  for  the purchase, acquisition, or use of 
goods,  products,  or materials  produced  in  the United  States  (including  but  not  limited  to  iron, 
aluminum,  steel,  cement,  and  other manufactured  products).  The  requirements  of  this  section 
must be included in all subawards including all contracts and purchase orders for work or products 
under this award. 


The Business Manager [CFO or Purchasing Administrator] shall ensure that vendor preferences are 
included in all specifications, purchase orders and contracts, as appropriate. 


Vendor Restrictions 
In accordance with 2 CFR §200.216 that prohibitions certain telecommunications and video 
surveillance services or equipment, the Business Manager [CFO or Purchasing Administrator] and 
the Director of Technology shall review and approve all telecommunication contracts for goods 
and services with federal grant funds to include the following: 


(a) Recipients and subrecipients are prohibited from obligating or expending loan or grant
funds to:


(1) Procure or obtain;
(2) Extend or renew a contract to procure or obtain; or
(3) Enter into a contract (or extend or renew a contract) to procure or obtain
equipment, services, or systems that uses covered telecommunications equipment
or services as a substantial or essential component of any system, or as critical
technology as part of any system. As described in Public Law 115‐232, section 889,
covered telecommunications equipment is telecommunications equipment
produced by Huawei Technologies Company or ZTE Corporation (or any subsidiary
or affiliate of such entities).


(i) For the purpose of public safety, security of government facilities, physical
security surveillance of critical infrastructure, and other national security
purposes, video surveillance and telecommunications equipment produced
by Hytera Communications Corporation, Hangzhou Hikvision Digital
Technology Company, or Dahua Technology Company (or any subsidiary or
affiliate of such entities).
(ii) Telecommunications or video surveillance services provided by such
entities or using such equipment.
(iii) Telecommunications or video surveillance equipment or services
produced or provided by an entity that the Secretary of Defense, in
consultation with the Director of the National Intelligence or the Director of
the Federal Bureau of Investigation, reasonably believes to be an entity
owned or controlled by, or otherwise connected to, the government of a
covered foreign country.


The  district  shall  comply with  the  federal  regulations  related  to  the  procurement  of  recovered 
materials [2 CFR 200.323] and the Solid Waste Disposal Act. 
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For all purchases that exceed the Simplified Acquisition Threshold of $250,000, the district shall 
perform a cost or price analysis with every procurement [2 CFR 200.324]. Secondly, all purchases 
that exceed this threshold shall comply with federal bonding requirements such as [2 CFR 
200.326]: 


 Bid guarantee from each bidder of five percent (5%) of the contract price


 Performance bond on the part of the contractor for 100% of the contract price


 Payment bond on the part of the contractor for 100% of the contract price.


The Business Manager shall be responsible to ensure that all purchases above this threshold are 
guaranteed with the appropriate bid guarantee, performance bond and payment bond.  


All contracts shall contain the applicable provisions described in 2 CFR 200 Appendix II [2 CFR 
200.327]. In addition, all contracts for services and/or goods purchased with federal grant funds 
shall be subjected to the same review and approval process as all other district contracts.  The 
Contract Procedures and Contract Review Checklist are applicable to all federally funded contracts. 


The district shall retain all records related to the procurement of goods and services in accordance 
with federal, state and local requirements. In addition, all procurement records shall be available 
for inspection and/or audit during the life of the records. The district shall maintain all 
procurement records for five (5) years in accordance with the district’s Local Records Retention 
Schedule. 


Property	Standards	and	Management 
The district shall safeguard all property (capital assets and inventory) purchased with federal grant 
funds under the same guidelines as property purchased with non‐federal funds [2 CFR 200.310]. 
Additional insurance for property purchased with federal grant funds shall be acquired if 
specifically required by a federal grant award. The Business Manager shall oversee the acquisition 
of insurance for all federally funded property. 


Title to federally‐owned property remains vested in the Federal Government. The district must 
submit annually an inventory listing of federally‐owned property in its custody to the Federal 
awarding agency. Upon completion of the Federal award or when the property is no longer 
needed, the district must report the property to the Federal awarding agency for further Federal 
agency utilization [2 CFR 200.312].  


Federal‐funded Capital Assets (Real Property) 


The district has not and will not use federal grant funds to purchase real property. At the present 
time, there are no district facilities that are owned by the Department of Education. The district 
shall insure any DOE‐owned buildings for loss in the same manner as locally‐owned facilities. 


If the district owns and/or purchases real property, the title to the real property acquired or 
improved under a federal award will vest upon acquisition with the district [2 CFR 200.311(a)]. 
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Federal‐funded Capital Assets (Tangible and Intangible) 


The district may use federal grant funds to purchase capital assets (tangible and intangible assets) 
and supplies if approved by the granting agency. The district shall not use federal grant funds to 
purchase intangible property (defined in [2 CFR 200.1]). If the district purchases intangible 
property, the title to the intangible assets vest upon acquisition with the district [2 CFR 200.315]. 


The federal‐funded capital assets shall be used only for the authorized purposes and shall be 
disposed of, at the end of the useful life or end of the grant period, in accordance with the grant 
award guidelines [2 CFR 200.313]. The district shall not use the federal‐funded capital assets to 
generate program income. The purchase of capital assets shall be recorded in object code of 66XX 
in accordance with the FASRG and any local‐use account codes. 


Federal‐funded Supplies 


The federal‐funded supplies shall be used only for the authorized purposes. Supplies shall include 
all non‐assets such as consumable supplies and non‐consumable inventory (equipment with a unit 
cost from $1,000 to $4,999). Any residual (unused) supplies, in excess of $5,000 in total aggregate 
value, at the end of the grant program or project may be used for any other federal grant program. 
[2 CFR 200.314] Otherwise, the supplies shall be retained by the district or sold but must 
reimburse the granting agency for the district use or sale of the supplies. The district shall 
implement purchasing deadlines for the purchase of federally‐funded supplies to ensure that 
residual supplies are not available at the end of the grant period or project. The purchase of 
supplies shall be recorded in object code 63XX, in accordance with the FASRG and any local‐use 
account codes. 


Capitalization Policy and Definitions 


Capital Assets 
The district shall utilize the same capitalization policy for non‐grant and grant‐funded asset 
purchases. The district’s capitalization threshold for assets is $5,000 per unit cost. The district has 
adopted the EDGAR (CFR 200.1) definitions of property as noted below: 


 Capital assets means tangible or intangible assets used in operations having a useful life of
more than one year which are capitalized in accordance with GAAP. (CFR 200.1).


 Equipment means tangible personal property (including information technology systems)
having a useful life of more than one year and a per‐unit acquisition cost which equals or
exceeds the lesser of the capitalization level established by the non‐Federal entity for
financial statement purposes, or $5,000. (CFR 200.1)


 Computing devices means machines used to acquire, store, analyze, process, and publish
data and other information electronically, including accessories (or “peripherals”) for
printing, transmitting and receiving, or storing electronic information. (CFR 200.1)
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 General purpose equipment means equipment which is not limited to research, medical,
scientific or other technical activities.


o Examples include office equipment and furnishings, modular offices, telephone
networks, information technology equipment and systems, air conditioning
equipment, reproduction and printing equipment, and motor vehicles.


 Information technology systems means computing devices, ancillary equipment, software,
firmware, and similar procedures, services (including support services), and related
resources. (CFR 200.1)


 Special purpose equipment means equipment which is used only for research, medical,
scientific, or other technical activities.


o Examples of special purpose equipment include microscopes, x‐ray machines,
surgical instruments, and spectrometers.


 Supplies means all tangible personal property other than those described in §200.1
Equipment. A computing device is a supply if the acquisition cost is less than the lesser of
the capitalization level established by the non‐Federal entity for financial statement
purposes or $5,000, regardless of the length of its useful life. (CFR 200.1)


Acquisition Cost 


The district has also adopted the EDGAR definition of Acquisition cost as noted below: 


 Acquisition cost means the cost of the asset including the cost to ready the asset for its


intended use. Acquisition cost for equipment, for example, means the net invoice price of


the equipment, including the cost of any modifications, attachments, accessories, or


auxiliary apparatus necessary to make it usable for the purpose for which it is acquired.


Acquisition costs for software includes those development costs capitalized in accordance


with generally accepted accounting principles (GAAP). Ancillary charges, such as taxes,


duty, protective in transit insurance, freight, and installation may be included in or excluded


from the acquisition cost in accordance with the non‐Federal entity's regular accounting


practices. [CFR 200.1]


The district shall utilize the invoice cost, including all related costs, to record the cost of the 
equipment on the fixed asset database. 


Inventory Items 
The district has also defined “inventory items” as items with a unit cost between $500 and $4,999. 
These items shall have a tag affixed to the item for inventory tracking and insurance purposes only. 
Inventory items shall include computing devices within these costs. The district shall track these 
items for insurance purposes and shall conduct an annual inventory of these items to the extent 
possible.  
Consumable Supplies 
Consumable supplies shall include technology‐related “walkable” or “personal use” items with a 
unit cost less than $1,000 as the following (these items shall be tracked by the Technology 







State & Federal Grants Manual Page 55 


Department]. 
 I‐Pads


 Kindle/Nook


 Chromebook


 Computers with a cost under $1,000


Consumable supplies, including the walkable and personal items with a unit cost less than $1,000, 
shall be made from object code 6399 accounts. The consumable supplies shall be tracked by both 
the campus and the Technology Department. 


Identifying and Tracking Federal‐Funded Assets 


Titles to federal funded equipment and supply purchases shall be retained by the district, unless 
otherwise notified by the granting agency. [2 CFR 200.313(a)] As district property, the district shall 
affix a tag, inventory, and dispose of all assets (non‐grant and grant‐funded) according to the 
district’s fixed asset procedures. [Fixed Asset Procedures in Exhibit Section] The district 
procedures shall include the recording of all assets on a database with the following information: 


1) District‐issued tag (or identification number)


2) Date of acquisition


3) Description of asset


4) Serial number, or other identifying number


5) Funding source, i.e. fund code


6) Federal use of asset (percentage)


7) Cost of asset (acquisition cost)


8) Use and condition of the asset (New, Used, etc.)


9) Location of asset (building and room number)


10)Owner of asset title, typically the district


11)Disposition data including the date of disposal and sale price of property


Note. Bold items are required by federal regulations (EDGAR, 2 CFR 200.313(d)(1)] 


Maintaining Capital Asset Inventory & Records 
All federal‐funded capital assets shall be maintained in an operable state. If repairs are necessary, 
the district may pay for the repairs of the federal‐funded assets with federal grant funds, unless 
expressly restricted by the granting agency. All federal‐funded capital assets shall have a tag 
affixed to the assets to distinguish the assets from non‐federally funded assets. 


The district fixed asset procedures require an annual inventory (or more frequently if required by a 
granting agency) of all capital assets and reconciliation of the asset reports. [Note. Federal 
requirements CFR 200.313(d)(1) requires an inventory at least once every 2 years.] 
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The district’s annual inventory of capital assets shall be conducted by a 3rd party entity contracted 
by the district.  Lost, damaged, or stolen assets shall be recorded on the fixed assets database with 
the date of the loss. The disposition records such as the loss report (police report for thefts) shall 
be maintained with the capital asset records. 


In addition, the district shall track all grant‐funded capital asset purchases by grant, or fund code, 
as appropriate. The disposal of grant‐funded assets shall be in accordance with federal guidelines 
and grant‐specific guidelines, if any. At a minimum, the disposition date, reason, and sale price of 
all federal‐funded assets shall be recorded in the fixed assets database. [2 CFR 200.313(d)] 


During the life of the asset, the district shall ensure that all assets purchased with federal grant 
funds are insured against loss. The costs to insure and maintain (repair) assets purchased with 
federal grant funds are generally allowable costs, unless specifically prohibited by a granting 
agency. [2 CFR 200.310] 


The Auxiliary Services Secretary in the Shipping/Receiving Dept shall be responsible for maintaining 
the fixed asset database (FAMP – Facility Asset Management Program) of all district assets, 
including all federally‐funded assets. 


Cost	Principles	
All grant expenditures must be allowable under the Federal Cost Principles (2 CFR 200 – Subpart E), 
the grant application program assurances, the granting agency’s policies, and the district policies 
and procedures. 


The General Provisions for Selected Items of Cost (Cost Principles) are available on the Department 
of Education EDGAR webpage. 


The district shall adhere to the Cost Principles for federal grants [EDGAR SUBPART E] and any 
additional grant‐specific cost principles. General criteria affecting the allowability of costs includes, 
but may not be limited to, the following: [2 CFR 200.403] and [2 CFR 200.320(b)(7)] 


 Costs must be reasonable and necessary [2 CFR 200.404]


o A cost is reasonable if, in its nature and amount, it does not exceed that which


would be incurred by a prudent person under the circumstances prevailing at the


time the decision was made to incur the cost.


o Necessary is defined as costs needed to carry out the grant activities


 Be allocable to Federal awards [2 CFR 200.405]
 Be authorized or not prohibited under State or local laws or regulations.
 Conform to any limitations or exclusions set forth in these principles, Federal laws, terms


and conditions of the Federal award, or other governing regulations as to types or amounts
of cost items.


 Be consistent with policies, regulations, and procedures that apply uniformly to both
Federal awards and other activities of the governmental unit.
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 Be accorded consistent treatment. A cost may not be assigned to a Federal award as a
direct cost if any other cost incurred for the same purpose in like circumstances has been
allocated to the Federal award as an indirect cost.


 Except as otherwise provided for in EDGAR, be determined in accordance with generally
accepted accounting principles.


 Not be included as a cost or used to meet cost sharing or matching requirements of any
other Federal award in either the current or a prior period, except as specifically provided
by Federal law or regulation.


 Be the net of all applicable credits. [2 CFR 200.406]
 Be adequately documented.


The district shall verify that all proposed obligations and expenditures meet the Cost Principles. If 
the district determines that the proposed obligation and/or expenditure is not allowable and/or 
allocable to a federal grant award, the district shall not make the obligation/purchase with the 
federal grant funds. Other funds, such as local funds, may be used to make the 
obligation/expenditure, as appropriate. 


Cost Allocation Plan and Indirect Cost Rate 
A cost allocation plan or an indirect (F&A) cost rate, whether submitted to a Federal cognizant 
agency for indirect costs or maintained on file by the district, must be certified by the district using 
the Certificate of Cost Allocation Plan or Certificate of Indirect Costs as set forth in Appendices III 
through VII, and Appendix IX. The certificate must be signed on behalf of the district by the 
Superintendent or Assistant Superintendent. 


All district costs with federal grant funds, whether direct or indirect, shall meet the minimum 
requirements of allowability as specified in the 2 CFR 200.403. In addition, the costs must meet the 
general provisions for selected items of cost (2 CFR 200.420). Specific items not listed within these 
procedures shall be evaluated by the Grant Manager and Business Manager on case‐by‐case basis 
for allowability. The general cost allowability rules for specific items of cost listed within these 
procedures shall apply to all federal grant funds, unless more restrictive allowability rules are 
required by a particular federal grant award.  


The district shall adhere to the more restrictive allowability rules when a conflict arises between 
the general allowability rules, the program‐specific allowability rules, and the district’s 
allowability rules. 


The same expense allocation formula shall be used for non‐federal and federal funded 
expenditures. Purchases shall be expensed to the appropriate fiscal year and/or grant period, as 
appropriate.  
The district has elected to use federal grant funds for both compensation/benefits and non‐
compensation expenditures.  


Total	Costs	
The total cost of a federal award is the sum of allowable direct and allocable indirect costs less any 
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applicable credits. [2 CFR 200.402] All refunds, rebates, discounts, or other credits to grant 
expenditures shall be posted to the finance general ledger as soon as the credit is known. The 
district shall ensure that all known credits have been posted to the general ledger prior to the 
drawdown on federal grant reimbursements. 


The district shall post all credits [discounts, rebates, refunds, etc.] to the general ledger on a timely 
basis to ensure that the district does not draw‐down grant expenditures in excess of actual 
expenditures net of all credits. Otherwise, the district may be considered to have drawn‐down 
funds under an advanced cash method. The Finance Administrative Assistant shall ensure that all 
applicable known credits have been posted to the general ledger prior to preparing and submitting 
a federal grant draw‐down request from the granting or pass‐through entity. 


District costs generally fall under two major categories:  
1) compensation/benefits; and
2) non‐compensation (supplies, services, travel/miscellaneous or equipment).


Compensation	&	Benefit	Costs	
Compensation and benefits (payroll expenditures) are allowable costs for personal services 
rendered by district employees during the period of performance under the federal grants.  


All payroll expenditures shall in accordance with federal cost principles and Department of Labor 
regulations, such as the Fair Labor Standards Act (FLSA). All payroll expenditures shall be paid in 
accordance with the federal cost principles. First and foremost, the payroll expenditures must be 
authorized on the grant application and the duties assigned must be directly related to grant 
activities. The Grants Manager shall provide a copy of the Payroll Summary to each of the 
departments noted above upon approval of the grant application. 


Compensation Plan 
The School Board approved District Wage & Salary Scale and Stipend/Extra Duty Pay Scale shall be 
used to compensate all district staff whether paid from local, state or federal grant funds. In 
addition, the district shall provide the same employer‐provided benefits for all district staff 
whether paid from local, state or federal grant funds. 
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The compensation for grant‐funded staff shall be allocated to the respective grant program (fund) 
based on the single and/or multiple cost objectives performed by the grant‐funded staff. If a grant‐
funded staff member performs non‐grant activities during the day or beyond the normal workday, 
the compensation for the non‐grant activities shall be paid from non‐grant funds. Grant‐funded 
staff with more than one cost objective, shall comply with the Time and Effort documentation 
requirements. Incentive payments, such as performance, perfect attendance, safety, etc.  for 
grant‐funded staff shall be allowable with federal grant funds if they are based on the same criteria 
as non‐federal grant funded staff. 


Allowable Compensation Costs 
Compensation costs shall be allowable if: 


 The costs are reasonable for the services rendered and conforms to the established district


compensation and benefit plans for expenditures with all other funds, i.e. local funds [2 CFR


200.430(a)(1)],


 The employees have been employed in accordance with the district’s established Hiring


Procedures [2 CFR 200.430(a)(2)], and


 The costs are supported by the appropriate timekeeping, absence tracking, time & effort


certifications, or other documentation [2 CFR 200.430(a)(3)], as appropriate,


 Federal‐funded employees shall report all outside employment or professional services


rendered to other entities. The external employment and/or professional services shall not


conflict with the federal‐funded activities with the district [2 CFR 200.430(c)],


 Incentive compensation, such as stipends, awards, early resignation incentive, attendance


incentive, etc. are in accordance with the district’s written plans for each of these


incentives [2 CFR 200.430(f)],


o Stipend compensation for other non‐federal grant award duties shall be supported


by a Supplemental Duties Job Description/Pay Notice. The additional duties shall not


conflict with the federal‐funded activities with the district.


Substitute Teachers 
Salary expenditures for substitute teachers are allowable for approved teacher and para positions. 
The finance and payroll departments shall ensure that the expenditures for substitute teacher 
costs are budgeted and expensed from the appropriate account code(s). The School Board 
approved Wage & Salary Plan shall be used to compensate all substitute teachers whether paid 
from local, state or federal grant funds. 


Stipends and Extra Duty Pay 
Stipend and extra duty pay expenditures are allowable for authorized and approved activities. A 
schedule or work log shall be maintained to substantiate the stipend and/or extra duty pay. NOTE: 
It is recommended by the TEA that a job description for each stipend role include the duties 
related to the grant purpose and the grant funding source. [Note. A Supplemental Pay Notice‐Job 
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Description is included in the Exhibit Section.]  


The School Board approved Stipend and Extra Duty Pay Schedule shall be used to compensate all 
district staff (exempt and non‐exempt) whether paid from local, state, or federal grant funds. 


The Business Manager shall ensure that the expenditures for stipend and extra duty pay are 
budgeted and expensed from the appropriate account code(s). The stipend and extra duty pay 
rates shall be the same as the rates used for similar locally funded activities. For example, if a 
teacher stipend for attending a 1‐day professional development activity funded through local 
funds during a non‐scheduled work day is $150 per day, the teacher stipend for attending a 
federally‐funded 1‐day professional development activity should be $150 per day also. [The 
Stipend and Extra Duty Pay Scale (adopted by the School Board) is included in the Exhibit 
Section.] 


Allowable Benefit Costs 
District costs for fringe benefits, whether paid from local, state or federal grant funds shall be 
allowable as noted below [2 CFR 200.431]: 


 All benefit costs shall be in accordance with the district’s written Summary of Employee


Benefits, except for any benefits that may be specifically excluded in a federal grant award


 All leave benefits shall be in accordance with the district’s written Leaves and Absences


Policy (DEC Legal and Local) [2 CFR 200.431(b)]


 The benefit costs shall be distributed equitably at the same allocation rate (percentage) as


the base compensation


 The benefit costs were earned and paid during the grant period


 All benefit costs shall be allowable under the Internal Revenue Service, Fringe Benefits


Guide (and subjected to taxes, as required by federal statute)


Non‐Allowable Benefit Costs 
The district shall not charge any benefit costs to a federal‐funded grant if the benefit costs are not 
in accordance with district’s written Summary of Employee Benefits, School Board Policy, 2 CFR 
200.431, or other written benefit plan(s). The district has established the following as non‐
allowable benefit costs: 


 Severance or settlement agreement payouts to current and/or previous federal‐funded


grant staff [NOTE. These costs are allowed subject to strict guidelines – district option to


include or exclude.] 2 CFR 200.431(i)


 Optional pension plans (other than the mandatory Teacher Retirement System of Texas


contributions). [NOTE. These costs are allowed subject to strict guidelines – district option


to include or exclude.] 2 CFR 200.431(g)


 Automobile costs or allowance for an employee’s personal use of a vehicle (regardless of


whether the benefit is taxable to the employee] 2 CFR 200.431(f)
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Documentation of Compensation and Benefit Costs 
In addition, to the time and effort reporting requirements, the district shall support all 
compensation and benefit costs paid with federal grant funds shall be supported by the following 
documentation [2 CFR 200.430(i)]: 


 Exempt staff


o Employment agreement, contract, or reasonable assurance, as appropriate


o Job description signed by the employee with language similar to: Funded by Title I,


Part A with the primary purpose of supporting grant activities aimed at improving


academic achievement for students struggling to meet state standards.  In addition,


the job description shall include the funding source (fund code).


o Supplemental duties, if any, shall be supported by a Supplemental Duties Job


Description/Pay Notice


o Absence records, if any


o Time and Effort documentation, as appropriate (Semi‐Annual Certification, Periodic


Time and Effort, or the Substitute System for Time and Effort)


 Non‐Exempt staff


o Employment agreement, contract, or reasonable assurance, as appropriate


o Job description signed by the employee with language similar to: Funded by Title I,


Part A with the primary purpose of supporting grant activities aimed at improving


academic achievement for students struggling to meet state standards.  In addition,


the job description shall include the funding source (fund code).


o Absence records, if any


o Time and Effort documentation, as appropriate (Semi‐Annual Certification, Periodic


Time and Effort, or the Substitute System for Time and Effort)


o Timekeeping records (actual work hours per workweek) in accordance with the FLSA


and the district’s Timekeeping Procedures.


Timekeeping Records 
All payroll expenditures with federal grant funds shall comply with EDGAR regulations such as the 
period of performance (200.77) and compensation (200.430). 


The Special Programs Administrator shall ensure that all timekeeping records are properly 
submitted before payroll disbursements are made to federal‐funded staff. The timekeeping 
records for exempt staff may include supplemental pay sheets for additional assignments such as 
summer school, tutoring, professional development, etc. in accordance with the Supplemental Pay 
Procedures. 
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The timekeeping records for non‐exempt staff shall comply with the FLSA [2 CFR 200.430(i)(3)]. 
Specifically, all non‐exempt work hours must be submitted in accordance with the time sheet & 
time clock procedures and recorded through the district’s timekeeping system, Veritime. 
The Grant Manager, Business Manager and Finance Administrative Assistant shall work 
collaboratively to ensure that the Role ID and salary object codes reflected on the grant application 
(Payroll Summary) are consistent with the HR, payroll, finance, and PEIMS records.] 


Approval of Payroll Expenditures 
The process of approving payroll expenditures from grant funds shall be a collaborative process 
between the campus or department, Human Resources, Grants Manager, and the Business 
Manager.  Each campus and/or department plays an essential role in ensuring that all federal grant 
requirements are met. 


Selection of Grant‐Funded Staff 


The Grants Manager shall work collaboratively with the appropriate stakeholders (campuses and 
departments) to identify all staff needed to accomplish the grant activities. The Grant Manager 
shall work collaboratively with the Business Manager to obtain estimated salaries for proposed 
grant‐funded staff prior to the completion of the grant application. And, the Grant Manager shall 
provide a copy of the Payroll Summary of each grant program to each of the campuses and 
departments noted above upon approval of the grant application. 


New Positions 
New grant‐funded positions shall be created only when a job description has been developed and 
approved by the Grant Manager for Board Approval. The Grant Manager shall ensure that the 
position is approved on the grant application and that adequate funds exist to fill the position.  


The finance and payroll departments shall be notified to ensure that the position is budgeted on 
the general ledger and the position is paid using the correct payroll account distribution codes. 


New Hires 
New staff hired for work in positions that are wholly or partially funded with federal grant funds, 
shall be hired when a position and funding are both available. Upon separation of an employee, 
the home campus or department of the position shall initiate a request to replace the position.  


The Grants Manager shall review the request to ensure that the position is still authorized and 
necessary. Changes to the job description, if any, shall be made at this time. The Business Manager 
shall review the request to ensure that adequate funds exist in the appropriate account code(s). If 
funds do not exist, the Business Manager shall notify the Grants Manager determine if funds will 
be re‐appropriated to the account code(s). After approval from the Grants Manager and Finance 
department, the Human Resources department shall advertise the position. 


The screening and selection process shall include a review of the recommended applicant to 
ensure that he/she meets the any federal grant staff requirements such as the Highly Effective 







State & Federal Grants Manual Page 63 


requirements under the Every Student Succeeds Act (ESSA), as appropriate, or any other grant‐
specific credentials. The district shall utilize the Talent Ed Recruit and Hire program to advertise all 
new positions and collect employment applications and supporting documentation.  


Upon employment, the new hire shall receive and sign a copy of his/her respective job description 
to include the grant funding source. [NOTE: If the position is funded with a short‐term grant fund, 
the employee shall be notified in writing when the grant funding will lapse, especially if their 
position will lapse at the end of the grant period.] 


Transfer of Personnel 
When staff in a position funded with grant funds is recommended for transfer to another campus, 
department, or assignment, the grants management, human resources, and finance departments 
shall work collaboratively to ensure that the appropriate staff allocations and funding changes are 
made at the time of the transfer. The home campus or department shall initiate the request for the 
transfer, especially if it is a teaching assignment change to another campus. The grants 
management, human resources, and finance departments must evaluate the requested transfer to 
ensure that the staff allocations, Highly Effective staff requirements, and funding source changes 
are in compliance with grant requirements and activities.  


For example, if an elementary principal requests to transfer a Title I Reading teacher to a Pre‐
Kindergarten regular classroom teacher, the following considerations should be evaluated by the 
respective departments:  


1) HR – ensure that a vacancy exists in a PK teacher position and that the teacher
recommended for transfer is certified to teach PK and issue a new job description to the 
transferred staff member;  


2) Grants management – ensure that the grant strategies and activities can be
accomplished in a timely manner after filling the vacancy that would be created by the transfer; 
and  


3) Finance department – ensure that funds exists for the additional PK teacher slot and
change the payroll account distribution code(s) from Title I to PK as of the effective date of the 
transfer. 


Job description for all grant funded staff 


The Business Manager shall develop and distribute a job description to all district staff that is 
wholly or partially funded with grant funds. The job description shall include the funding source(s) 
and the job duties as they relate to the grant position. The grant‐funded staff shall sign the job 
description at employment and on an annual basis, or at a minimum, when the funding source, job 
title or other change occurs in the employment or assignment of the staff member. 


The job description and assignment shall be supported by documentation such as grade books, 
master schedule, etc. 
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Roster of all grant funded staff  
The Business Manager shall maintain an up‐to‐date roster of all grant funded staff to include the 
position title, annual salary, and funding source(s) by percentage.  The roster of grant funded staff 
shall include all staff paid with non‐federal grant funds whose compensation/benefits are paid as 
part of a matching or cost sharing requirement of a federal grant fund. 


The home campus or department, human resources, and finance departments shall work 
collaboratively to ensure that the roster accurately reflects that data maintained in their respective 
area of responsibility. Discrepancies, if any, in the roster shall be brought to the attention of the 
grants management department. 


The review of the roster shall include, but not be limited to the following: 
1) Campus or department – ensure that the grant funded staff are assigned in the position


title as noted on the roster. The master schedule or assignment of instructional staff


must support the position title and funding source.


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


roster. In addition, the HR department shall ensure that each grant funded staff


member has a signed job description on file for the position title noted on the roster.


And, the HR department shall ensure that all grant‐funded staff meet the state’s


Certification or are Highly Effective, as appropriate.


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


roster. In addition, the finance department shall ensure that the payroll distribution


account code(s) are in accordance with the FASRG.


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


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


and object code.


The review shall occur on at least a semi‐annual basis throughout the school year to ensure that 
the roster of grant funded staff is accurate and up‐to‐date throughout the year.  


NOTE: It is critical that at least one of the reviews coincide with the submission of the Fall PEIMS 
Staff Data to ensure that accurate data is submitted as of the October snapshot date. 


Budgeting of grant funded staff 
The roster of grant funded staff shall be the basis for budgeting of grant funded staff. The 
percentage of time in each funding source shall be utilized by the finance department to create 
and enter the salary portion of the grant budget. The percentages shall also be utilized by the 
payroll department to enter the payroll distribution account code(s). 


In addition, the finance department shall ensure that the Grant Personnel Schedule of the grant 
application matches the budget and payroll account code(s). For example, if the Grant Personnel 
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Schedule for Title I, Part A includes a position of a “008 – Counselor (6119)”, the budget and payroll 
account code distribution shall be entered in a 6119 object code. 


The grants management, human resources and finance departments shall work collaboratively to 
adjust the budget and payroll account code distributions of grant funded staff if the time and effort 
documentation consistently reflects that the percentage(s) across the funding source(s) is not a 
true reflection of the normal work schedule. 


Time and Effort Documentation 
District staff funded wholly or partially with federal grant funds shall comply with federal 
guidelines related to time and effort. The grant funded staff, their immediate supervisor, grants 
management, human resources, and finance departments shall be aware of the federal guidelines 
related to time and effort documentation. On a least an annual basis, all impacted staff shall be 
trained by the Grants Manager and/or attend appropriate training from an outside source. 


The district shall collect and monitor time and effort documentation for district employees only. 
Time and effort documentation does not apply to Independent Contractors.  


The district shall comply with all federal time and effort documentation guidelines. The following 
requirements shall apply to all district staff funded wholly or partially from federal grant funds, 
including staff funded through non‐federal grant funds as part of a cost sharing or matching 
requirement. 


Time and effort requirements for staff funded 100% from one grant (or working 100% of 
their time in a single cost objective) 
The staff funded 100% from one grant source do not have to maintain periodic time and effort 
records. However, all employees must certify in writing, at least semi‐annually, that they worked 
solely on the program for the period covered by the certification. The employee and his/her 
immediate supervisor must sign the Semi‐Annual Certification Form (sample in Exhibit Section). 


The timeline for semi‐annual certifications shall cover a 6‐month period. The 6‐month period shall 
be determined per academic semester to coincide with teaching assignment each semester. The 
immediate supervisor shall submit all signed semi‐annual certifications to the Grant Manager as 
noted below: 


1) 1st Certification – due 1 week after the end of the 6‐month period (July 1st – January


31st)


2) 2nd Certification –due 1 week after the end of the 6‐month period* ‐ (February 1st –


June 30th)


*The 2nd semester certification for 10‐month employees shall be due on the last working day of the
school year. Submission of the required certification shall be part of a campus or department staff
member’s check out procedures.
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The Grant Manager review shall consist of the following: 
1) A review of the certification forms to ensure that every staff member and supervisor


has certified that their schedule is 100% grant related


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


the schedule is 100% grant related


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


The Business Manager shall prepare a journal ledger entry to correct the account distribution 
code(s) as appropriate. The Business Manager shall post the entry to the finance general ledger. 


Time and effort requirements for staff split funded (funded from more than one (1) cost 
objective and/or grant programs) 
Time and effort applies to employees who do one of the following:  


1) Do not work 100% of their time in a single grant program
2) Work under multiple grant programs
3) Work under multiple cost objectives


These employees are required to maintain time and effort documentation to account for their time 
under a substitute system. The district has applied for, and has been approved by the Texas 
Education Agency to use the Substitute Time and Effort System; therefore, employees must 
prepare Time and Effort Worksheet at least monthly to coincide with the district pay periods. Such 
reports must reflect an after‐the‐fact distribution of 100 percent of the actual time spent on 
each activity and must be signed by the employee and their immediate supervisor. Charges to 
payroll must be adjusted to coincide with preparation and submittal of the interim expenditure 
report required for TEA discretionary grants. 


Grant‐funded staff under this category shall complete a Time and Effort Worksheet (sample in 
Exhibit Section) to include the date, grant source, percentage worked in the grant source per day 
and the summary for the month (or pay cycle). The staff member and his/her immediate 
supervisor shall sign the time and effort report. The timeline for time and effort reports shall be 
once per month to coincide with the monthly payroll cycles as noted below:  


1) Semi‐monthly payroll [1st & 15th of month] – Time & Effort reports are due by the 10th


for the prior month.


The immediate supervisor shall submit all signed time and effort reports to the Grant Manager. 
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The Grant Manager’s review shall consist of the following workflow: 
1) A review of the time and effort reports to compare the summary percentage of grant‐


related work per funding source to the budgeted percentage utilized to charge the


monthly (or semi‐monthly) payroll charges


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


the percentage of grant‐related work per funding source


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


audit purposes


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


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


the reconciliation to the finance department for adjustment of the payroll charges on


the general ledger.


The Business Manager shall prepare a journal entry to reclassify the expenditures as noted on the 
reconciliation of the time and effort report(s). According to federal regulations, the final amount 
charged to each grant award must be accurate, allowable, and properly allocated.  


The finance department shall post all variances greater than 10% to the general ledger on a 
monthly basis; otherwise, the variances shall be posted prior to the final expenditure report.  
NOTE. The finance department shall use caution to avoid excess drawdown of grant funds due to 
unallowable payroll costs if timely adjustments to the general ledger are not posted prior to the 
drawdown of funds. 


Time and Effort Substitute System 
The US Department of Education (USDE) and the Texas Education Agency (TEA) have authorized 
the use of a substitute system for time and effort.  


The district has opted to use the Time and Effort Substitute System at this time. 


Non‐Payroll	Costs	


Non‐payroll costs are defined as expenditures other than salaries and benefits. Direct non‐payroll 
expenditures include contracted services, supplies, travel, and equipment. The expenditure of 
federal grant funds for non‐payroll costs shall adhere to the district’s purchasing policies and 
procedures. In addition to the normal purchasing process, all grant funds must be approved by the 
Grant Manager for each respective grant program, as appropriate. 


All purchases with federal grant funds shall be in accordance with the Purchasing Procedures. 


Purchase Requisitions 
Purchase requisitions must be itemized with detailed descriptions, prices, delivery details, delivery/ 
completion date, detailed vendor info, bid number, or quote information (where applicable), along 
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with justification, terms, and conditions critical to the order. Requisitions submitted without 
adequate detail will be returned to the originator. 


Purchase Orders 
The primary method for all purchases is to issue a Purchase Order. Once issued by the district and 
accepted by the vendor, the Purchase Order is a binding written agreement between 
the District and the Vendor.  The types of purchase orders are noted below:  


 Single PO – One‐time purchase of goods and/or services where need is identified, ordered,


received and PO is closed immediately.


 Open purchase orders:


o Annual PO – For annual contracts such as annual service contracts, subscriptions,


etc. The PO shall include a description of the goods and/or services with specified


annual quantity, unit of measure, and price.


o Monthly PO ‐ As needed purchase of small dollar items that are expected to be


purchased from a particular vendor throughout the year.


Both types of purchase orders [Single and Open] may be utilized with federal grant funds, subject 
to the approval of the purchase in accordance with the PO approval path. 


Specific instructions related to specialized purchases are included in the Purchasing Procedures. 
Specific instructions include, but are not limited to, the following categories of purchases: 


 Apple Purchases


 Amazon Purchases


 Walmart and Sam’s Club


 Lowe’s and Home Depot


 Credit cards such as the Visa


 Technology purchases


Approval of Purchase Orders
The district shall utilize the Ascender>Purchasing module to manage the expenditure of all state 
and federal grant funds unless other methods such as credit cards, petty cash, direct payments, 
etc. are authorized in the district’s operating procedures.  


The approval levels noted below are part of the Ascender>Purhcasing approval path. 


 Campus Principal or Department Director – First Approver


 Special Programs Administrator – Second Approver for State/Federal Grants
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 Business Manager – Final Approver


The district shall adhere to the normal approval path for purchase orders with non‐grant funds. 
The Business Manager shall ensure that all purchase orders have been competitively procured as 
required by law; and, that the expenditure (PO) has been approved by the governing body, as 
appropriate [Note. School Board Policy CH Local has established the threshold of contract approval 
by the School Board at $50,000.] 


Contracts/purchases that are approved by the School Board shall also meet the Form 1295 
Certificate of Interested Parties filing instructions.  The vendor shall provide a notarized Form 1295 
prior to the issuance of a purchase order. After approval of the purchase order and/or contract, 
the Business Manager shall access the Texas Ethics Commission website to acknowledge the Form 
1295. 


In addition, all purchase orders with grant funds shall be reviewed and approved by the Grant 
Manager. 


The Grant Manager review of purchase requisitions/purchase orders shall consist of the following: 


1) The expenditure is reasonable and necessary (as defined in federal grant guidelines).


(NOTE: A test of whether an expense is necessary may include the verification that the


expenditure is to perform a strategy or activity in the District or Campus Improvement


Plans.)


2) The expenditure is not required by state law or local policy.


3) The expenditure has been approved in the grant application, if specific approval is


required from the granting agency


4) The expenditure meets the allowable costs principles.


5) The expenditure is allowable and approved in the grant application and is consistent


with the grant purpose


6) The expenditure is supplemental and not supplanting a local expenditure (NOTE: Refer


to compliance issues related to supplement and supplant for additional guidance.)


Purchase Order Deadline(s) 
In an effort to meet all obligation and liquidation requirements of grant funds, the district has 
established a August 1st purchase order deadline. This deadline shall be adhered to by all purchase 
order originators. A campus principal or department head may impose an earlier deadline for their 
respective campus or department. 


A different purchase order deadline may be required for specific federal grant funds to ensure that 
all purchases occur within the grant period (obligation period). 







State & Federal Grants Manual Page 70 


Receipts of Goods and/or Services 
All district staff shall adhere to the Purchasing Procedures to ensure that receipt of all goods and 
services is properly documented prior to issuing payment to the vendor. No payment shall be 
made to a vendor for goods and/or services unless the receipt of the goods and/or services have 
been verified and documented by the Auxiliary Services Dept. Secretary and the Finance 
Administrative Assistant. 


The district receives all goods under a centralized receiving system. The Auxiliary Services Dept. 
Secretary in Shipping & Receiving shall receive, open, and verify the receipt of all ordered goods. 
Signed documentation and packing lists, if any, shall be forwarded to the Finance Administrative 
Assistant for payment through the Accounts Payable Procedures.  


For acceptance of services, the requestor shall inspect that the work has been accomplished 
according to the agreed upon terms and conditions and scope of work. Acceptance of partial 
completion should not be made unless previously agreed upon by the district and vendor in the 
contract and/or agreement for services. 


Receipt of partial orders shall be allowable subject to the Purchasing Procedures. Payments for 
partial shipments shall be made within the 30‐day payment period. 


All shipment errors such as shortages, overages, damages, etc. shall be reported to the 
Shipping/Receiving Clerk and the Finance Administrative Assistant. The Shipping/Receiving Clerk 
shall be responsible for vendor relations and shall address and resolve the issues with the vendor. 


Non‐Purchase Order Purchases 
The district shall utilize non‐purchase order methods to obtain goods such as credit cards, direct 
payments, etc. as authorized in the district’s business procedures. All of the purchases shall be 
subject to pre‐approval  by Campus Principal, Department Director and/or Superintendent and 
Grant Manager.  


 Credit cards (may be used for federal grant purchases if pre‐approved prior to the


purchase),


 Payment Authorization


Credit Card Purchases with Grant Funds 
The district may choose to use credit cards for federal grant purchases. 2 CFR 200.320(a)(1)(ii). 


The district will use district‐issued credit cards to make purchases with federal grant funds. An 
original, detailed receipt shall be required for all credit card purchases with federal funds. If the 
purchaser does not submit an original, detailed receipt for audit purposes, the expenditure and/or 
reimbursement may not be charged to a federal fund. At no time shall district credit cards be used 
to withdraw cash. 
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The Grant Manager shall review and approve all federal funded credit card expenditures as the 
Second Approver in the district’s purchasing approval path. 


The Grant Manager’s administrative review of credit card purchases shall consist of the following: 
1) Original, detailed receipt includes an itemized list of what was purchased


2) The purchaser has documented a valid reason for the purchase which is consistent with


the grant guidelines


3) The credit card purchase meets the allowable costs principles.


NOTE: The district shall not reimburse any purchases made with a non‐district credit card, except 
for travel‐related expenditures, as appropriate. 


Fraudulent credit card purchases made with federal grant funds shall be grounds for disciplinary 
action, up to and including termination of employment. The appropriate legal authorities shall also 
be notified by the Superintendent or designee for criminal prosecution, as appropriate. Accidental 
use of a credit card to make an unauthorized purchase with federal grant funds may be subject to 
similar disciplinary action but shall require immediate (within 3 days from date of discovery) 
restitution to the district. [Note. The fraudulent or accidental charges may not be charged to a 
federal grant fund, nor drawn‐down as allowable expenditures. 


Petty Cash Purchases with Grant Funds 


The district shall not use a petty cash account to make purchases with federal grant funds if the 
purchase is pre‐approved and meets all allowable cost guidelines. An original, detailed receipt shall 
be required for all purchases with federal funds. If the purchaser does not submit an original, 
detailed receipt for audit purposes, the expenditure and/or reimbursement may not be charged to 
a federal fund. 


NOTE: The district shall not reimburse any purchases made with a personal cash funds, except for 
travel‐related expenditures, as appropriate. 


Payment Authorization Form (PA) 
In the event that a purchase order is not appropriate for a payment as noted in the Check Request 
Procedures, the Business Manager may authorize the payment. These procedures shall not be used 
for products or services already received by the requestor. The Payment Authorization (PA) shall 
be approved and coded by the Business Manager. 


Approval of Disbursements/Expenditures 
The Finance Administrative Assistant (accounts payable department) shall adhere to the Accounts 
Payable Procedures for all check disbursements. Specifically, all checks issued by the district shall 
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be verified, recorded, approved, issued, and reconciled by multiple individuals to ensure 
segregation of duties. The same procedures shall be used to issue payments to vendors from local, 
state and federal grant funds. [Accounts Payable Procedures in the Exhibit Section.]  


Payments for goods and services shall be made within thirty (30) days of receipt of the goods 
and/or services and an invoice in accordance with the Texas Prompt Payment Act. 


In addition to the normal approval path of district expenditures, all grant expenditures shall be 
approved by the Business Manager under the following circumstances: 


1) Invoice amount exceeds the purchase order by 10% or $200


2) Payment of an invoice will be paid by an account code(s) other than the original account


code(s) that were used to encumber the purchase order


3) Travel expenditures, if not encumbered through the purchase order system


4) Non‐purchase order payment


5) Reclassification of a prior expenditure from one account code(s) to another


Selected	Item	of	Cost	–	Contracted	Services


Contracted services generally include services provided by a non‐district employee. On rare 
occasions, a district employee may meet the Internal Revenue Service (IRS) rules for an 
independent contract. To ensure compliance with the IRS worker classification regulations, the 
final worker status classification shall be reviewed and approved by the Superintendent before the 
worker begins services. 


All contracted services shall be in compliance with the Professional Services Costs federal 
regulations [2 CFR 200.459].  Federal regulations require that professional and consultant services 
be rendered by individuals of a particular professional or that possess a special skill who are not 
employees of the district. 


Contracted Services ‐ Definitions 
A contract is defined in EDGAR as a legal instrument by which the district purchases property or 
services needed to carry out the project or program under a federal grant award [2 CFR 200.1].  


Professional services are defined in the Texas Government Code (Chapter 2254) as services within 
the scope of the practice or accounting, architecture, land surveying, medicine, optometry, 
professional engineering, real estate appraising or professional nursing. In addition, it includes 
professional services in these areas by a person who is licensed or registered in the state.  


Other contracted services shall be defined as services by a non‐employee or entity that do not 
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meet the professional services definition. 


The district’s Contract Management Procedures shall be adhered to in procuring, evaluating, 
selecting and awarding, and monitoring contracts.  


Contract Review and Approval 
All contracts and professional services agreements funded with federal grant funds shall be 
reviewed and approved in accordance with the district policies and procedures for all non‐grant 
funds. For example, if School Board Policy requires that all contracts that exceed $50,000 be 
approved by the Board of Trustees, all federal grant contracts that exceed $50,000 shall also be 
approved by the Board.  The Superintendent shall review and approve all contracts.  


Federal Regulations Review 
The Grant Manager, Business Manager and Superintendent shall review and approve all 
contracted/consultant services agreements for compliance with federal regulations regarding 
professional service costs (2 CFR 200.459). The contract review shall consist of the following: 


1) Consultant and/or contractor has not been suspended or debarred


2) The contract and/or funds have been approved in the grant application, if specific


approval is required from the granting agency


3) The contract’s nature and scope of service is directly related to the federal grant award


activities [2 CFR 200.459(b)(1)]


4) The past pattern of costs, particularly in the years prior to federal awards [2 CFR


200.459(b)(3)]


5) The contract does not contain any proposal costs [not allowable under federal


regulations]


6) Whether the proposed contracted services can be performed more economically by


direct employment rather than contracting [2 CFR 200.459(b)(6)]


7) Capability of the proposed vendor to perform the required services


8) The qualifications of the contracting firm or individual and the customary fees charged


by the proposed vendor [A Resume, Vita or Statement of Qualifications shall be


required for all contracts with Independent Contractors.] [2 CFR 200.459(b)(7)]


9) The contract and/or consultant agreement meets the allowable costs principles.


10) A contract subject to Davis Bacon has the appropriate contract language


11) The contract and/or consultant agreement fee for services do not exceed any federal


grant or local limits


In addition, all contracts must contain applicable provisions described in Appendix II to Part 200 
Contract Provisions for non‐Federal Entity Contracts Under Federal Awards [2 CFR 200.327]. 


All contracts with federal grant funds shall include the 2 CFR Section 200 Required Provisions 
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Addendum for Contracts Funded by US Federal Grants (Rogers, Morris & Grover 2021). 


The final approval authority for all contracts shall be the Superintendent, unless the contract is 
over $50,000, then the final approval authority shall be the Board of Trustees through approval at 
a regularly scheduled or special board meeting. 


Contract Form and Required Contract Provisions 


Unless the contractor provides a contract form, the district shall utilize the Consultant Services 
Agreement to execute a contract for services. The agreement (contract) shall include the following 
at a minimum, but may include other contract provisions, as appropriate. 


 Services to be provided


 Service date(s)


 Contract Rate of Pay – Hourly, Daily, or Flat Amount


 Contract Term – Days, Months or other term length


 Funding Source


 Fingerprinting/Senate Bill 9 Compliance


 Independent Contractor Status


 Certificate of Insurance Requirements


 Indemnification clause


 Confidentiality


 Termination clause


 Governing law


 Signatures


All district contracts for professional services to be funded through a federal grant award shall 
comply with the following contract provisions as recommended in the Texas Education Agency’s 
Guidance and Best Practices for Professional Services Contracts: 


 The contract is only effective upon receipt by the district of the NOGA from the awarding


agency.


 The contract period is aligned to the grant period of availability as stated on the NOGA from


the awarding agency (period of availability).


 All services will be completed during the effective dates of the contract.


 All services will be invoiced monthly after services are received (rather than paid lump sum


at the beginning of the period of availability before services are rendered) and paid upon


verification of receipt of services.


 The regulations for procurement in 2 CFR 200.318‐327 are followed in issuing the contract.
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 All professional services provided under the contract will follow the provisions of 2 CFR


200.459 Professional service costs.


 The contract identifies the funding sources that will be charged for the services provided,


including the specific amount and/or percentage of the total contract amount to be


charged to each funding source.


 The contract identifies and lists only reasonable, necessary, and allocable services to be


provided during the period of availability of the funding sources listed in the contract.


 The administrative costs charged to the grant in the contract must comply with any


limitations for administrative costs for funding sources (if applicable).


 The contract specifies that the invoice provided by the contractor will include the list of


services provided, dates of services, and location(s) where services were provided during


the billing period.


In addition, the contract provisions shall include: 


 The contract shall not have multi‐year extensions without a “non‐appropriation of funds”


cancellation clause


 The contract extensions, if included, shall restrict the contract renewals and/or extensions


to either a “sole discretion of the district” or “mutual agreement” and not an “automatic


renewal”.


 All products created as a result of the district shall be vested in the district and the district


shall retain all intellectual property rights


Contractual Obligation 
The date the district executes (signs) a contract for professional services shall be defined as the 
“obligation date”.  The district cannot obligate federal grant funds, except during the grant period 
in compliance with EDGAR 34 CFR 75.703, the district shall not execute a contract prior to, or after, 
a grant period; otherwise, the costs of the professional services shall be unallowable under the 
federal cost principles. 


Selected	Item	of	Cost	–	Travel	Expenditures	
The district shall use federal grant funds for travel costs. All travel‐related expenditures from grant 
funds shall comply with the allowable federal cost principles [2 CFR 200.475], the State Texas‐
Travel Guidelines, School Board Policy (DEE Legal and Local) and the district’s Travel Guidelines and 
Procedures. The Travel Guidelines and Procedures are included in the Exhibit Section. 


Federal regulations (2 CFR 200.475) define travel costs as: expenses for transportation, lodging, 
subsistence, and related items incurred by employees who are in travel status on official business of 
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the non‐Federal entity [district]. Such costs may be charged on an actual cost basis, on a per diem 
or mileage basis in lieu of actual costs incurred, or on a combination of the two, provided the 
method used is applied to an entire trip and not to selected days of the trip, and results in charges 
consistent with those normally allowed in like circumstances in the non‐Federal entity's non‐
federally‐funded activities and in accordance with non‐Federal entity's written travel 
reimbursement policies. The district has determined that all travel costs shall be paid to the travel 
and expensed using an actual cost basis . 


The allowable rates of reimbursement shall be the lesser of the federal rates or local rates. For 
example, if the federal rate of reimbursement for mileage is 58 cents but the local rate established 
in Board Policy DEE Local is 28 cents, the maximum rate of reimbursement for mileage with federal 
funds shall be the local rate of 28 cents. The district has elected to use a set mileage rate as 
established by the General Services Administration (GSA)]. 


The travel‐related expenditures with grant funds shall fall within the grant obligation period, unless 
a specific exception is allowable by the granting agency.  


NOTE. No travel expenditures shall be recorded on the general ledger for a federal grant fund until 
AFTER the travel event has occurred and the actual travel expenditures are known and supported 
by documentation. Pre‐paid or advanced travel expenditures, if any, shall not be drawn‐down for 
reimbursement until AFTER the travel event. 


Travel Expenditures with Grant Funds (Staff) 


The district shall reimburse federal grant‐related travel expenses that are reasonable and 
necessary.  Each official and employee of the district has a responsibility to limit travel to purposes 
that are clearly essential, directly related to federal grant activities, and to consider the most 
economical means of accomplishing travel. Travelers are encouraged to evaluate the options: 
driving versus flying, carpooling instead of flying, sharing of rooms when feasible.  


The following guidelines shall apply to the expenditure of grant funds for staff, student and/or 
parent travel, as appropriate. 


 All travel expenditures shall be reasonable and necessary to carry out the federal grant


activities


 A completed Travel Expense Reimbursement Form for all travel expenses


 Submission of a purchase requisition for all anticipated travel expenditures to encumber


the anticipated expenditures


 Submission of documentation and receipts to support actual travel expenditures within 10


days of the travel event, as required by the travel procedures


 Travel expenses shall not be recorded as travel expenses in a federal grant fund until “after


the travel event” in compliance with the Obligation Rules.
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Travel Expenditures with Grant Funds (Students) 
Educational field trip expenditures require pre‐approval from the federal granting agency or pass‐
through entity. Requests for educational field trip travel shall be submitted on TEA Division of 
Grants Administration Request for Specific Expenditure Approval: Educational Field Trips for TEA‐
administered federal grants or the federal granting agency, as appropriate. The Grant Manager 
shall prepare and submit the pre‐approval forms in accordance with local travel procedures. 


Allowable Travel Expenditures 
 Registration fees – registration fees shall be allowable if the event is directly related to


grant activities. Registration fees may be expensed only during the grant period as travel


expenditures (64XX). In accordance with TEA guidance, the district may pay for registration


fees as contracted services (6299) before the travel event. The district has not elected to


expense registration fees using a contracted services account. Recreational or social events


subject to an additional fee, above and beyond the registration fee, shall not be allowed


with local, state, or federal grant funds.


 Meals – meal expenses for overnight travel (in accordance with local travel guidelines) shall


be allowed for district employees and students. Non‐overnight travel meals expenses shall


not be allowed. The district shall reimburse meal expenses, subject to the GSA limits or


local limits, on an actual cost basis.  The traveler shall submit a written certification


Reimbursement for Travel Expenses Form with the actual meal cost and detailed receipts


for work‐related meals.


 Lodging – lodging expenses for overnight travel (in accordance with local travel guidelines)


shall be allowed if reasonable, necessary and directly related to federal grant activities. The


district shall pay for lodging expenses up to the GSA limits with federal grant funds. The


district shall pay the actual cost of lodging in excess of GSA limits only with local funds, i.e.


General Fund. Receipts shall be required for all lodging expenses. Recreational or personal


services such as gyms, spas, etc. shall not be allowed with local, state or federal grant


funds.


 Transportation – transportation expenses shall be allowed for reasonable expenses such as


flights, rental car, taxi, shuttle, mileage reimbursement, etc. (in accordance with local travel


guidelines) and federal grant regulations [2 CFR 200.475(e)]. Receipts shall be required for


all transportation expenses to the extent that a receipt is available. Transportation


expenses shall be reasonable, necessary and limited to the guidance in the cost principles.


Unallowable Travel Expenditures 
The following travel expenditures shall be unallowable with federal, state and local funds: 


 Supplies and/or other conference resources. [This type of expense may be allowable  as a


supply  expenditure if a purchase order is submitted and approved before the travel event,


typically an Open PO not to exceed a specified amount.]
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 Alcoholic drinks or beverages


 Entertainment expenses, such as in‐room movies, fee‐based hotel amenities such as gyms,


spas, etc.


 Expenses for spouses or other non‐district employees


 Expenses due to the traveler’s failure to cancel a registration or travel arrangements


(except for extenuating circumstances – if allowed due to extenuating circumstance only


local funds may be used for the expenses)


 Hotel Internet charges (unless expense is work‐related and pre‐approved on travel


authorization – if allowed, the charges shall be expensed to local funds)


 Non‐substantiated or fraudulent travel reimbursement requests shall be non‐allowable


travel expenses from federal, state or local funds. Travelers who submit fraudulent travel


reimbursement requests shall be subject to disciplinary action, up to and including


termination of employment.


In addition, in accordance with EDGAR, no federal, state or local funds shall be used for travel 
expenditures of non‐district staff such as spouses. “Family‐friendly” travel costs such as dependent 
care costs [2 CFR 200.475(c)(1)] may be allowable with federal grant funds under EDGAR, the 
district however shall not allow any “family‐friendly” travel expenditures with federal grant funds. 


Out‐of‐State Travel  
Out‐of‐state staff travel expenditures require pre‐approval from the federal granting agency or 
pass‐through entity. Requests for out‐of‐state travel shall be submitted on TEA Division of Grants 
Administration Request for Specific Expenditure Approval: Out‐of‐State Travel or other federal 
granting agency prior to the travel event. The district shall allow out‐of‐state travel with federal 
grant funds.  


The Grant Manager shall prepare and submit the pre‐approval forms and submit approved forms 
with the Travel Authorization Form. 


Review and Approval of Travel Expenditures 
The Grant Manager shall review and approve all travel‐related expenditures paid with federal 
grant funds if the expenditure is referred by the Campus Principal for secondary approval. 


The Grant Manager review shall consist of the following: 
1) All original, detailed receipts include an itemized list of what was purchased


2) The traveler has documented a valid reason for the travel which is consistent with the


grant guidelines and purpose


3) The travel expenditures meet the allowable cost principles.


4) The travel is not for the Superintendent or other individual (non‐employee such as


family member, School Board, etc.).
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5) The travel is for students during an educational field trip or other approved activity in


accordance with grant guidelines and purpose


6) The travel is not for a contractor or consultant for their professional development


7) The travel was approved by the granting agency, as appropriate (for example: out‐of‐


state and educational field trip travel)


Financial Monitoring and Reporting 


The district shall ensure that all grant funds are consistently monitored throughout the grant 
period [2 CFR 200.329]. The monitoring shall include, but not be limited to: 
 Compliance with federal requirements such as cost principles, audit, reporting


requirements, etc.


 Compliance with account coding in accordance with the FASRG


 Monitoring of grant expenditures are properly documented and meet all allowable costs


 Monitor grant performance such as internal controls, audit findings, over/under


expenditures, etc.


 Implement strategies to deter, mitigate, and eliminate waste and fraud in the expenditure


of grant funds


Monitoring of Grant Purchases and Expenditures 


The Grant Manager shall monitor the expenditures during the grant period to ensure that the 
funds are spent in a systematic and timely manner to accomplish the grant purpose and activities. 
The following timeline shall be used as a general guide for spending thresholds for a grant period 
of 15 months. The optimal spending thresholds noted below may be adjusted based on 
programmatic needs. For example, if the federal grant will be used for summer activities such as 
summer school, a larger percentage of the grant may need to be withheld for those specific 
activities. 


 Within 3 months of the grant start date 30% 


 Within 6 months of the grant start date 50% 


 Within 9 months of the grant start date 75% 


 Within 12 months of the grant start date 100% 


The district shall maintain documentation to support all grant expenditures and provide the 
documentation upon request to the district’s external auditors, granting agency or other oversight 
agency, as appropriate. 


In accordance with 2 CFR 200.329(b)(1): the non‐Federal entity [district] must submit performance 
reports at the interval required by the Federal awarding agency or pass‐through entity to best 
inform improvements in program outcomes and productivity. Intervals must be no less frequent 
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than annually nor more frequent than quarterly except in unusual circumstances, for example 
where more frequent reporting is necessary for the effective monitoring of the Federal award or 
could significantly affect program outcomes. Annual reports must be due 90 calendar days after the 
reporting period; quarterly or semiannual reports must be due 30 calendar days after the reporting 
period. Alternatively, the Federal awarding agency or pass‐through entity may require annual 
reports before the anniversary dates of multiple year Federal awards. The final performance report 
will be due 90 calendar days after the period of performance end date. If a justified request is 
submitted by a non‐Federal entity, the Federal agency may extend the due date for any 
performance report. 


The Grant Manager shall be responsible for compiling and submitting all federal program 
performance reports as required by the federal granting or pass‐through agency. 


Auditing findings or deficiencies shall be addressed in a timely manner upon receipt of the 
notification. The finance, human resources, and grant management staff shall work collaboratively 
to develop and implement a Corrective Action Plan to resolve the findings or deficiencies. The 
Superintendent, or designee, shall approve the Corrective Action and monitor the timely 
implementation of corrective strategies. 


The district shall disclose to the granting agency if any federal grant funds have been subject to 
fraud to district staff and/or contractors (vendors) [2 CFR 200.113 Mandatory Disclosure]. 
Corrective actions, as appropriate, shall be implemented to remedy the loss of grant funds due to 
fraud. 


Draw‐down of Grant Funds 
The district shall on at least a monthly basis on or around the 10th of the following month, or as 
allowed or required by the grant guidelines, draw‐down grant funds that have been spent in 
accordance with the grant guidelines. The draw‐down shall be for all allowable and documented 
expenditures to date, less grant funds received to date, as verified by a financial general ledger.  


NOTE: The expenditures shall be net of all refunds, rebates, discounts, credits, and other 
adjustments, if any. Rebates from corporate card programs shall also be applied to federal grant 
awards based on an allocation method (percentage of expenditures by fund group]. 


The district has opted to operate under the cash reimbursement program guidelines; therefore, 
the district shall submit a draw‐down of federal grant funds only when the following has occurred: 


 The expenditure has been made as evidenced by distribution of a paycheck to a grant


funded staff member or mailing, e‐paying, or delivering a payment to a vendor.


 Monthly payroll liability payments such as federal taxes, Social Security/Medicare taxes,


Teacher Retirement System, wage garnishments, and insurance/elective deductions have


been distributed, as appropriate.







State & Federal Grants Manual Page 81 


• Accrued wages (2161) and accrued liabilities (2210) shall be deducted from the 


expenditures reflected on the general ledger. [The accrued wages and liabilities represent 


future disbursements.]


At no time shall the district draw‐down any “advanced” cash payments. 


Initiation of Draw‐Down Request for Reimbursement 
The draw‐down of grant funds from the granting agency shall be initiated by the Finance 
Administrative Assistant. A detailed summary general ledger of each grant fund should be 
generated to determine if the district is entitled to draw‐down funds, i.e. if the granting agency 
owes the district any funds. If the district has funds available for draw‐down, a detailed general 
ledger should be generated and forwarded to the Business Manager  for his/her review and 
approval and certification. 


If a grant has a matching requirement, the district shall draw‐down only the allowable amount 
after verifying compliance with the level of matching expenditures.  


Review and Approval of Draw‐Down Request for Reimbursement 
The Business Manager review shall consist of the following: 


1) A review of the detailed general ledger for any unusual charges or reclassification of


expenditures


2) A test sampling of either unusual or large expenditures to ensure that the expenditures


were reviewed and approved by all designated staff


3) Monitor the percentage of expenditures‐to‐date to ensure that the grant funds are


expended on a timely basis throughout the grant period. [NOTE: The federal granting or


oversight agency may disallow grant fund expenditures that appear to be made outside


of the grant period or so late in the grant period that the district and its student did not


benefit from the delayed expenditure.]


4) Authorize [in writing] the Finance Administrative Assistant to draw‐down the available


grant funds by signing/initialing the actual draw‐down report.


Upon approval from the Business Manager, the Financial Administrative Assistant shall prepare the 
paper and/or electronic draw‐down request. The amount of the receivable shall be recorded on 
the general ledger (214X) and a copy of all supporting documentation such as the detailed general 
ledger, approval from the grant management department, and other supporting documentation 
shall be filed for audit purposes. The Administrative Assistant shall prepare the journal ledger entry 
and the Business Manager shall approve the post to the finance general ledger. 


If additional documentation of an electronic draw‐down is required by the granting agency, the 
Business Manager and/or the Grant Manager shall comply with the additional requirements. For 
example, TEA as an oversight agency, at times requests supportive information related to a drawn 
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down such as a detailed general ledger, narrative justification, or summary of expenditures by 
object code. Upon a request from the TEA, the Business Manager shall respond to the request 
within the allotted time to avoid designation as a “high risk” grantee. 


Note. TEA issues a Risk Assessment to each district on an annual basis. The district’s most recent 
Risk Assessment is “Low”. 


The Business Manager shall be responsible to ensure that the requested draw down amount does 
not exceed a grant‐specific draw down amount, or percentage. [NOTE:  The ESSA draw down 
percentage is 20% per month and aggregates each month.] 


Final Draw‐Down Request for Reimbursement 
The final draw‐down of grant funds from the granting agency shall be made within the allowable 
timeframe. Unless the Federal awarding agency or pass‐through entity authorizes an extension, a 
non‐Federal entity must liquidate all obligations incurred under the Federal award not later than 
90 calendar days after the end date of the period of performance as specified in the terms and 
conditions of the Federal award [2 CFR 200.343(b)]. The grant liquidation guidelines shall be 
adhered to in making final payment for all goods and services received and placed into service 
before the end of the grant period. 


The final draw down process shall be the same as a monthly or periodic draw down, except that all 
refunds, rebates, credits, discounts, or other adjustments to the general ledger must be recorded 
in the general ledger prior to submitting the final draw down request. The final draw‐down shall be 
reviewed and approved in the same manner as a periodic draw‐down. 


NOTE: There shall be no outstanding purchase orders or pending liquidations at the time of the 
final draw down of grant funds.] 


The district shall promptly refund any balances of unobligated cash that the Federal awarding 
agency or pass‐through entity paid in advance or paid and that are not authorized to be retained 
by the district for use in other projects [2 CFR 200.343(d)]. 


Certification of Draw‐Down Requests for Reimbursement 
Federal regulations (CFR 200.415) require that the district certify the accuracy of the annual and 
fiscal reports or vouchers requesting payments be signed by the authorized individual(s). The 
Business Manager and Finance Administrative Assistant shall jointly certify every draw‐down of 
funds, including the final expenditure report (draw‐down of funds) as noted below: 


By signing this report, we certify to the best of our knowledge and belief that the reports is 
true, complete, and accurate, and the expenditures, disbursements and cash receipts are 
the purposes and objectives set forth in the terms and conditions of the federal award. We 
are aware that any false, fictitious, or fraudulent information or omission of any material 
fact, may subject us to criminal, civil, or administrative penalties for fraud, false statements, 
false claims or otherwise. 
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Missed Deadline for Draw‐Down Requests for Reimbursement 
If a final draw‐down deadline is missed, the Grant Manager or Business Manager shall contact the 
granting or pass through agency to determine if a process exists to request a filing deadline 
extension.  


NOTE: TEA has developed procedures to request an extension for filing expenditure reports. The 
request form must be completed, signed by the Superintendent, and filed with TEA within 30 
days of the final expenditure report deadline. 


Recording Draw‐Down Requests for Reimbursement Receivables 
The receivable from the granting agency shall be recorded in the general ledger. State grant 
receivables shall be recorded to object code 1241 and federal grant receivables shall be recorded 
to object code 1242. The same process for preparation and posting of the general ledger entry as a 
periodic draw‐down shall be adhered to.  


NOTE: The revenues realized and the expenditures should be equal at the time of the final draw 
down of grant funds. 


Receipt of Grant Funds 


All district staff, especially those assigned with federal grant duties, shall adhere to the Cash 
Management Procedures. Specifically, all cash received by the district shall be deposited, recorded 
and reconciled by multiple individuals to ensure segregation of duties.  


The district shall record all grant fund receivables upon receipt from the granting agency. The 
receipt of grant funds shall be posted to the general ledger to the appropriate receivable account 
code. In the event that the grant funds received do not match the recorded receivable, the 
Business Manager shall contact the granting agency to determine the discrepancy. If the granting 
agency has reduced and/or increased the grant funds paid to the district, a general ledger 
adjustment shall be posted to the appropriate revenue and receivable accounts. The Business 
Manager shall prepare the adjusting journal ledger entry and the Finance Administrative Assistant 
shall post the entry to the finance general ledger. 


The district does not maintain grant funds in a separate bank account. The district has not elected 
to draw down federal grant funds under the advanced cash reimbursement program guidelines, 
i.e. after the delivery of the payment to the payee. Bank account interest shall not be earned,
recorded, nor returned to the granting agency as a result.


Tracking and Recording Receivables 


On at least a monthly basis, the Business Manager shall review all pending receivables. Aged 
receivables, defined as greater than 60 days from the date of recording, shall be investigated and 
resolved by contacting the granting agency. The Business Manager shall be notified if aged 
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receivables are not resolved within 90 days of recording the receivable. 


At the end of the fiscal year, all known and measurable receivables shall be recorded to the 
general ledger to the appropriate grant code. The Finance Administrative Assistant shall prepare 
the journal ledger entry and the Business Manager shall post the entry to the finance general 
ledger. 
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Grant	Compliance	Areas
The district shall ensure that it is in compliance with all provisions and assurances of all grant 
programs. In addition, the district shall comply with grant requirements such as supplement not 
supplant, comparability, indirect cost, and maintenance of effort spending levels. 


Supplement, Not Supplant 
The term supplement, not supplant is a provision common to many federal statutes authorizing 
education grant programs. There is no single supplement, not supplant provision. Rather, the 
wording of the provision varies depending on the statute that contains it.  


Although the definition may change from statute to statute, supplement not supplant provisions 
basically require that grantees use state or local funds for all services required by state law, State 
Board of Education (SBOE) rule, or local policy and prohibit those funds from being diverted for 
other purposes when federal funds are available. Federal funds must supplement—add to, 
enhance, expand, increase, extend—the programs and services offered with state and local funds. 
Federal funds are not permitted to be used to supplant—take the place of, replace—the state and 
local funds used to offer those programs and services. [TEA Supplement, Not Supplant Handbook, 
2019] 


The Penalties for supplanting are often severe. All federal funds involved in a supplant normally 
must be returned to the federal government. Since audits are usually conducted after the grant 
period has ended, there is often no other alternative correction action available other than 
returning the funds. [Excerpt: TEA Supplant, Not Supplant Handbook, 2019] 


The district process to ensure that all grant funded activities are supplemental shall be a 
collaborative effort between the Grants Manager and Finance Department. Both departments shall 
receive training and be aware of the supplement not supplant provisions.  


TEA has established “presumptions of supplanting”. In other words, there are three (3) scenarios in 
which the US Department of Education will presume that a supplant has occurred, unless the 
grantee can rebut the presumption with documentation. The burden of proof is on the district. 


1. Providing Services Required Under State or Local Law


2. Providing Same Services as Those Provided in Prior School Year with State or Local Funds


3. Providing the Same Services in Federal and Non‐Federal Programs


The Grants Manager shall review and approve all purchase orders (and non‐purchase order 
payments) as noted in the district’s Purchase Order Approval Path. The Grant Manager review shall 
include a determination if the planned purchase and/or expenditure meet one of the following 
guidelines: 
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1) The grant funds will be used to enhance, expand, or extend required activities.


Examples may include before/after tutoring, additional research‐based instructional


programs, or other supplemental expenditures not required by state law or local policy.


2) The grant funds will be used for specific grant activities included the grant application


that are above and beyond the activities funded with local funds


3) The grant funds will be used to supplemental grant activities as noted on the DIP or a


CIP.


Program‐specific supplement not supplant provisions shall be complied with in addition to the 
overall federal fund requirements. 


Comparability 


Comparability of services is a fiscal accountability requirement that applies to local educational 
agencies (LEAs) that receive funds under Title I, Part A Every Student Succeeds Act (ESSA). The 
intent of the comparability of services requirement is to ensure that an LEA does not discriminate 
(either intentionally or unintentionally) against its Title I schools when distributing resources 
funded from state and local sources simply because these schools receive federal funds. [TEA Title 
I, Part Comparability of Services Guidance Handbook, 2017] 


The Grant Manager shall conduct the comparability test on an annual basis and complete the Title I 
Part A Comparability Assurance Document (CAD), as appropriate.  NOTE: The district is currently 
exempt from the comparability requirements due to the single campus grade spans. If the district 
is not exempt, the Grant Manager shall complete and submit the Comparability Computation Form 
(CCF) to TEA by the mid‐November annual deadline. 


In completing the CAD and CCF, the Grant Manager shall follow the process outlined below: 


1) Determine if the district is exempt from the comparability requirement. If so, complete


and submit CAD and stop here.


2) If not exempt, the comparability testing process should continue as noted below:


a. List all campuses in the CCF comparability testing


b. Identify all campuses on the CCF as Title I Part A, skipped, or non‐Title I Part A


c. Determine whether to include dedicated EE and/or PK campuses in the


comparability testing


d. Select test method 1, 2, or 3 and use it consistently to all campuses being tested


e. Complete the CAD for review by the grant management department. After


review and approval by the grants management department, the CAD and CCF


should be forwarded to the Superintendent for signature.


f. Submit the CAD and CCF to TEA by the mid‐November deadline
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If TEA determines that the district is non‐compliant, the Grant Manger and Business Manager shall 
work collaboratively to address the non‐compliance. In addition, the district shall adjust the 
budgets as appropriate, until the district is in compliance with the comparability requirement. 


To ensure that the district is following the Title I Comparability Guidelines, the district does the 
following: 


 Has a LEA‐wide salary schedule


 Has a budgetary process of how the LEA budgets local and state funding to campuses


 The LEA has a process to allocate funds to the campuses for curricular/instructional
materials each year


 Has a process in determining the number of personnel units for each campus


Onalaska ISD is currently exempt from providing TEA documentation of meeting Comparability due 
to the fact, the LEA only has 2 campuses with no over lapping grade levels. Therefore, the district 
cannot compare campuses. Each year in the fall semester, the LEA fills out the TEA exemption form 
and submits to TEA. 


Indirect Cost 
Grantees must have a current, approved federal indirect cost rate to charge indirect costs to the 
grant. The indirect cost rate is calculated using costs specified in the grantee’s indirect cost plan. 
Those specified costs may not be charged as direct costs to the grant under any circumstances. 
[TEA Indirect Cost Guidance. 


The district has not applied for an Indirect Cost Rate through the pass‐through entity (TEA) for the 
fiscal year period(s) past, present or future.  . 


Maintenance of Effort 


The district shall comply with the Every Student Succeeds Act (ESSA) and Individuals with 
Disabilities Act (IDEA) maintenance of effort requirements. 


ESSA MOE 
Federal statute requires that local education agencies (LEAs) receiving Title I, Part A funds must 
continue to maintain fiscal effort with state and local funds. An LEA may receive its full Title I, Part 
A entitlement if either the combined fiscal effort per student or the aggregate expenditures for the 
preceding fiscal year was not less than 90 percent of the combined fiscal effort or aggregate 
expenditures for the second preceding fiscal year. Maintenance of Effort (MOE) is determined 
using state and local operating expenditures by function, excluding expenditures for community 
services, capital outlay, debt service, and supplementary expenses as a result of a Presidential 
declared disaster, as well as any expenditures from funds provided by the federal government. 
[TEA ESSA MOE Handbook] 


The Grant Manager shall compute the MOE using the TEA ESSA LEA MOE Determination 
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Calculation Tool during the budget adopted process and at the end of the fiscal year. Non‐
compliance with ESSA MOE will result in a reduction of ESSA funds in the exact proportion by 
which the district fails to meet the MOE requirement; therefore, the finance department shall plan 
for the reduction of grant funds at the local level. If the ESSA MOE falls below the required level, 
the finance and grant management departments shall collaborate to develop a plan to bring the 
district into compliance with the MOE requirements. 


IDEA‐B MOE 
An LEA that accepts IDEA‐B funds is required under IDEA‐B to expend, for services to students with 
disabilities, at least an amount equal to 100% of the state and/or local funds it expended on 
students with disabilities during the previous year. Federal law provides four methods of 
demonstrating compliance (or “maintaining effort”), as described in the Methods of Determining 
Compliance section. [TEA IDEA‐B MOE Guidance Handbook, 2014] 
The Grant Manager shall compute the MOE using the TEA IDEA‐B LEA MOE Calculation Tool during 
the budget adopted process and at the end of the fiscal year. Non‐compliance with IDEA‐B MOE 
will result in a reduction of IDEA‐B funds in the exact proportion by which the district fails to meet 
the MOE requirement; therefore, the finance department shall plan for the reduction of grant 
funds at the local level. If the IDEA‐B MOE falls below the required level, the finance and grant 
management departments shall collaborate to develop a plan to bring the district into compliance 
with the MOE requirements. 


NOTE: The finance department shall code all special education expenditures that qualify as 
exceptions to a specific sub‐object for tracking purposes. For example, if the district makes a 
long‐term purchase of equipment for a special education student, the district should track that 
expense separately (using a sub‐object) to apply that cost as an exception during the MOE 
calculation. 


As part of the IDEA‐B grant application process, the Grant Manager will need to know the prior 
year Special Education expenditures and the next fiscal year budgeted Special Education 
Expenditures. The finance department shall provide these amounts to the Grants Manager not 
later than June 30th to ensure that the most accurate amounts are reflected in the grant 
application. Changes to these amounts, as they are known, by the finance department shall be 
submitted to the Grant Manager, as appropriate. 


Single Audit 


In compliance with 2 CFR 200, Subpart F – Audit Requirements, the district shall engage an 
independent audit firm to conduct a Single Audit of federal awards. The scope of the Single Audit 
shall require the following: 


 The audit must be conducted in accordance with GAGAS and cover the entire operations of


the district during the audit period,


 Determination if the financial statements are presented fairly in all material aspects in


accordance with generally accepted accounting practices,
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 Evaluate the internal controls over federal programs including testing to determine the risk


level,


 Determination if the district has complied with federal statutes, regulations, and terms and


conditions of the federal awards,


 Follow up on prior audit findings, and


 Submit the Data Collection Form.


Upon receipt of the Single Audit, the Business Manager shall determine if the audit contains any 
Corrective Actions of Questioned Costs.  


 If there are any Corrective Actions, an Action Plan to remedy the deficiencies shall be


developed and implemented by the Business Manager.


 If there are any Questioned Costs, an Action Plan to reclassify the un‐allowed expenses


shall be developed and implemented by the Business Manager.


The Business Manager shall electronically submit the Single Audit to the Federal Audit 
Clearinghouse at the end of the fiscal year. Verification of the submission shall be maintained for 
audit purposes. 
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Reporting Requirements 
The district shall ensure that all reporting requirements for grant programs are met within the 
established timelines. A master list of all activity, progress, evaluation, and expenditure reports 
shall be created to include the grant program, report type, responsible person(s), and due date. 
Completion of the reports may require the collaboration of several departments; however, the 
ultimate responsibility for the reporting requirement shall be as noted below: 


1) Programmatic reports such as activity, progress and evaluations – Grants Manager


2) Expenditure reports such as interim, draw down, and final expenditure reports – Business


Manager


3) Compliance reports such as Comparability, Maintenance of Effort, Indirect Cost, etc. –


Grant Manager


4) Highly Effective Staff reports – Grant Manager in coordination with HR


The Grant Manager shall monitor the overall master list to ensure that all reporting requirements 
have been completed by the appropriate campus and/or department. The reporting requirements 
for TEA‐administered grants are posted by grant on the TEA Grant Opportunities webpage. 


An illustration of the ESSA Consolidated Application for 2020‐2021 Critical Events are noted below: 


Remedies for Non‐Compliance 
The district may be subject to consequences due to non‐compliance with federal regulations. The 
district shall strive to maintain compliance and shall respond appropriately to all notifications of 
non‐compliance from the federal granting agency or pass‐through agency (TEA).  
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Grant Closeout Procedures 
The district shall submit all grant closeout documents to the granting agency or pass‐through 
agency, as appropriate [2 CFR 200.344].  Grant closeout procedures shall include, but not be 
limited to: 
 Ensure that no obligations are made after the grant period end date


 Liquidate all obligations incurred during the grant period


 Submit the final grant program performance report, if any


 Submit the final grant expenditure report, if any


 Drawdown all the expended grant funds (reimbursement request) – Match the grant


expenditure draw‐downs with the finance general ledger


 Certify that the final drawdown of federal grant funds is accurate (Certification)


 Refund any excess grant funds, interest, or other payables to the granting agency or pass‐


through agency


 Account for any real and/or personal property on hand at the end of the grant period


The Grant Manager must ensure that all grant close‐out provisions are met on a timely basis and 
resolved with the awarding agency to avoid a termination of the grant award. 
Under 2 CFR 200.344(h), if the non‐Federal entity does not submit all reports in accordance with 
this section and the terms and conditions of the Federal Award, the Federal awarding agency must 
proceed to close out with the information available within one year of the period of performance 
end date. 
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Grant Awards 


List of Grant Awards (including grant funding source, grant period, and grant amount] 


Grant Title/#  Award Date  CFDA #  Grant Period  Amount  Federal 
Regulations 
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Forms, Exhibits & Procedures 


Forms/Exhibits  Page #  Procedures  Page # 


Confidentiality Agreement End of Month Procedures


Acceptable Use Form Fixed Asset Procedures


PEIMS Population Served Table 
C030 


Internal Control Procedures


Local Government Officer Conflict of 
Interest Form 


Purchasing Procedures


Lobbying Certification Form LLL Adding/Renewing Vendors 
Procedures 


Vendor Application Package Contract Management Procedures   


  IRS Form W‐9 Hiring Procedures


  Conflict of Interest Questionnaire    Timekeeping Procedures


  Felony Conviction Form Accounts Payable Procedures


  Fingerprinting Form – Vendors Travel Guidelines & Procedures


  Debarment Certification Form Cash Management Procedures


Supplemental Duties Job Description 
and Pay Notice 


Incentive & Award Procedures


Wage & Salary Plan


Stipend & Extra Duty Pay Scale


Summary of Employee Benefits 
(Guide) 


Semi‐Annual Certification of Time 
and Effort 


Time & Effort Worksheet


Travel Expense Voucher


Purchase Order Flowchart
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		2023 Onalaska ISD Benefit Guide.pdf

		TAFG Vol Life Monthly Rate Sheet Life_AD&D Combo.pdf

		Employee Rates





		BOARD ADOPTED_Booster Club Info and Forms.pdf

		Working Draft_2023

		DRAFT_2_Booster_Club_Administrative_Regulations

		DRAFT_3_Booster_Club_Checklist

		DRAFT_4_SAMPLE AUDIT_REPORT

		DRAFT_5_Sample_Bylaws

		DRAFT_6_Affiliation Affidavit

		DRAFT_Flowchart for New Organization

		DRAFT_Flowchart for Operations

		UIL Booster Guidelines_2016









