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Budgets

» Allocates funds for
»(Overtime

» [ransportation Charges (store order)
erox color copies overages

Must Include on budget changes

»|denftify CIP activity (all funds)

®»Reqason for request

(Continued)



Budget

»The 2022-
2023
Budget

Description
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Purchases

»Board Policy CH Locall >

»Responsibility for Delbts

The Board shall assume responsibility for debts incurred in
the name of the District so long as those debts are for
pyrchases made in accordance with the adopted
udget, state and federal law, Board policy, and the
District’s purchasing procedures. The Board shall not be
responsible for debts incurred by persons or
organizations not directly under Board control. Persons
making unauthorized purchases shall assume full
responsibility for all such delofts.

(Continued)



Purchases

»Board Policy CH Local 3D

»Pyrchase Commitments

All purchase commitments shall be made by the
Superintendent in accordance with administrative

rocedures, including the District’s purchasing
procedures.

(Continued)




Purchases

®»\What constitutes a valid purchase order
» Quantities

»Description of item(s) to be purchased (be specific,
l.e. computer, video camera)

Unit price
» Approval process completed
®»No substitutions of items are permﬁr’red

»No goods or services will be received betore
a valid purchase order number is assigned




Prepayments

»Must have an authorized purchase order in
place

» Allowed for:
»Student fravel expenses

»Student registration fees

(Continued)



Prepayments

» [ melines:
»Check must be used within 2 weeks from issued date

»Recelpts are due to the Finance Department within 15
orking days affer the event

» Al refund checks or cash must be submitted to the
Finance Department within &6 working days after the
event

» Checks available for pick up after 4:00 pm



Reminders

» Receive purchase order on line only after merchandise is 1
delivered to campus DOV TR

» |nclude shipping fee ( on average 10%) FO’V : B
» |nclude date of event on purchase order |
®» Submit invoices to Accounts Payable if received on campus

Follow up with warehouse and/or vendor if merchandise is
not received after 30 days

» Outstanding prepayment(s) must be cleared with the
finance department before any additional prepayments
can be issued

(Continued)



Reminders %

)

Do ot
» A report of outstanding prepayments is posted onW \>
finance web-site

» Pyrchase orders are mailed by the Purchasing
Department — DO NOT fax, email or phone in an order
avoid duplicate orders

Nofify accounts payable by email when a purchase
order will no longer be needed so that the purchase
order can be cancelled

» Submit store orders for Transportation right after the
student travel request is approved

(Continued)



Reminders

» Activity Funds reports due monthly by ’the
]5Th ¢

»Bank Statement Dowt
Reconciliation (detail and summary) FOVW-’
»Trial Balance, Balance Sheet, General Ledger 3

»Deposit detail, Check detail, Journal Entries

(Continued)



Reminders

»Sales tax reports due monthly by the 10t
»Form E (inside city limits) with Q-1
»Form E-1 (outside city limits) with Q-1
®»Fynds must be available in the activity fund
account before any checks are issued

» Collect sales taxes -




Time and Attendance

®» All employees are required to use the biometric

time and attendance system to record time and

apsences. Itis the employee’s responsibility to
make sure all time is recorded on a timely manner.
orrections for missed fime or unreported
absences must be submitted on the TimeClock
Plus Correction Form. TimeClock Plus Missing Punch
_

(Continued)


https://www.bisd.us/fs/resource-manager/view/a0c1cd45-0042-4e61-9161-ef1b8f5e8279
https://www.bisd.us/fs/resource-manager/view/a0c1cd45-0042-4e61-9161-ef1b8f5e8279

Time and Attendance

» Fmployees who fail to adhere to the time and
attendance requirements will be subject to
disciplinary action, up to and including,

termination. Excessive missed punches or nof
bmitting absences calls for disciplinary action.

Beginning in August the teachers will use only TCP
to request a substitute and report their albbsence at
the same time.

(Continued)



Time and Attendance

®» How 1o clock in and out TimeClock Plus Operations
Guide

» How 1o view time TimeClock Plus Training for District
Employees

®» How to request time off Requesting Time Off (PDF) or
equesting Time Off (Video)

Corrections of missed punches and approval of time
must be completed on a regular basis but no later
than Mondays of the subsequent week

- Confllc’rlng segments should be correc’red before the
time Is approved |

(Continued)



https://www.bisd.us/fs/resource-manager/view/3e21c82f-95f7-4fcd-b62a-b6ab38826ab8
https://www.bisd.us/fs/resource-manager/view/3e21c82f-95f7-4fcd-b62a-b6ab38826ab8
https://682df216-ea81-48d1-94fc-5bb748cdc99f.filesusr.com/ugd/45a658_8bb35547ebdf4c06a5f4a7cd6e7ef767.pptx?dn=Timeclock%20Plus%20for%20District%20Employees.pp
https://682df216-ea81-48d1-94fc-5bb748cdc99f.filesusr.com/ugd/45a658_8bb35547ebdf4c06a5f4a7cd6e7ef767.pptx?dn=Timeclock%20Plus%20for%20District%20Employees.pp
https://www.bisd.us/fs/resource-manager/view/5c5fdf28-0cb6-4c03-9cca-6a68151f505b
https://www.youtube.com/watch?v=PWQvjUQCBL4

Travel

»\Neb fravel is used for all student travel and
out of district employee travel

» NMust have approved web fravel request and
valid purchase order before any travel takes

»| odging

»Transportation >
»Registration %
»Meals, Parking fees, etc //

(Continued)



Travel

»|n District Mileage reimbursement

= Purchase order U
» Copy of Insurance policy '
» District will follow state mileage rate

Web mileage log approval path: originator,
administrator, funding (if applicable), secretary

»| mits
» Mileage reimbursements for less than $25 will carry
over to subsegquent month

®»Reimbursements passed the 15 days will not be
reimbursed

(Continued)



Travel

®» Attachments

» Approved web fravel request (purchase requisition)
®|nsurance policy (purchase requisition)

» Conference documentation (web fravel request)

eimbursements

»Due 15 working days after return to district for all out
of district fravel

»Due 15 working days after the month ends (in
district)

(Continued)



Travel

»Car Rentals
» San Antonio, Austin, Houston and south of these cities
» NMost economical means of travel

»Student Travel
®» On line includes transportation request

»/ink to electronic mileage log and electronic
employee and student travel form

®» https.//travelwebb.bisd.us/mileage for mileage log and

®» hitps://iravelwebb.bisd.us/travel for employee and student
travel

(Continued)


https://travelwebb.bisd.us/mileage
https://travelwebb.bisd.us/travel

Finance/Payroll Department

Contact Information
www.bisd.us/Finance
www.bisd.us/Payroll

» Mary D. Garza e Bi-Weekly
956 554-2880 * Bertha Martinez
» NMggarza@bisd. bbmartinez@bisd
.US

* Monthly Hourly
* Esmeralda Cuellar
ecuellar@bisd.us
* Monthly Salary
* Bertha Martinez &
Esmeralda Cuellar

®» |sAapbel Alvarado
»956 554-2858

®jlongoria@bisd.
us

956 548-8311
956 548-8391

bhr

o Travel & Mileage
Reimbursements

a Arfuro Sanchez
asanchez@bisd.us

0 Terry Ramirez
teramirez@bisd.us

a Web Travel Access

a Daniel Tabares
dtabares@bisd.us
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