
Class Fund/Local Fund Procedures  

Cash Handling Procedures:   
 
1.  Use common sense-  

• Keep cash in your possession at all times, don’t leave money in your desk, in your car, in 
your classroom, hotel room, etc.  If this is not possible make sure cash is locked in a 
secure place.  

• Don’t cash travel advance checks until the day of the trip if at all possible.  
• Don’t let it be known to other people (students or adults) that you are carrying large 

amounts of school money.  
• Turn in any unused travel money the next business day after your trip.  
• If you do not know what to do, ask the Business Office.  Don’t make assumptions.  

 
2.  Do not commingle funds with other projects, groups, trips, personal funds, etc.  You must 
segregate and account for all funds.  Never pay bills out of collected cash.  
 
3.  All money should be deposited daily or turned into the business office to be locked up.  
 
4.  Money collected should be under the direction and control of at least two adults.  
 
5.  All checks should be made payable to SISD.  
 
6.  Any checks received should be stamped “FOR DEPOSIT ONLY SISD” immediately upon 
receipt.  
 
7.  All funds collected or retained by an employee are the responsibility of that employee while 
in their possession.  Funds retained should be kept in a secure place.  
 
8.  All fund raisers must have the prior approval of your principal. 
 
9.  Employees are prohibited from opening bank accounts on behalf of any school project 
without the specific approval of the Business Manager.  
 
10.  Employees are prohibited from opening or maintaining a personal account and depositing 
school or activity funds into such account.  
 

 

 

 

 



 

Purchasing Procedures: (This applies to both Local purchases & Class Fund Purchases) 

Before you place an order: 

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

2. All purchases must be entered in the TxEIS system.  Instructions on accessing this 
program are on another printout.  The request has to be approved by the HS principal, 
Business Manager and in some cases the Superintendent.  Please allow time for this 
process. 

3. Upon approval, the requisition becomes a PO. 
4. The PO is the printed. At this point, and no sooner, the PO is authorized and the order 

may be placed. (You may not order with the requisition number TxEIS gives you when 
you submit for approval) 

5. The Business Office will fax, email, or mail the PO to the vendor.  They must have all 
information to place the order, full company name, address, and phone and fax 
numbers. 

6. The blue of the PO will be returned to the campus to be given to the originator 
7. When you get the merchandise or return from your trip – attached any receipts to the 

blue copy -signed/dated and returned to the HS Secretary. 
 
8. On line Orders 

 Merchandise that can only be purchased online will have to have approval before 
ordering.  Put in a requisition like usual, when you have a blue purchase order in hand you can 
order your merchandise online.  When ordered you will need to print out a receipt and turn into 
the business office. 
 

9. We have charge accounts with most vendors.  Do not use the credit card to make purchases 
before checking with the office to see if we have an account.  The credit card is to be used for 
limited things. If you must use a credit card to make a purchase you must first put in a 
requisition in TxEIS, use MasterCard as your vendor.  Upon approval of the purchase order you 
can then check out the credit card in the business office and complete your order. 
(We have accounts with Amazon, Oriental Trading, etc.) 
 

10. In town purchases 
We have charge accounts with most businesses in town.   If you get approval from your principal 
we do allow you to make purchases in town before putting in a requisition.   Once you get that 
approval, make your purchase, then enter the purchase into the purchasing system and turn 



your receipt into the office.  We do not get copies from the businesses so be sure and turn your 
receipt in.  Please put a note in the comments button or the description itself what the item was 
for (Ex. FFA trailer project, stock show drinks, etc.)  This will tell us what to code the item out of. 

 
When the merchandise arrives: 

1) Open the packages and check for the following 
a) Is any of the merchandise damaged? If so, report this to the company immediately. 
b) Are all the items on the packing slip in the package? If not, report this to the 

company immediately. 
c) Does the packing slip or merchandise match the blue copy of the purchase order? If 

not, contact the company immediately. If so, sign the PO in the Received by box 
with your name the date you received the merchandise and return it the campus 
secretary so she can send it to the Business Office. 

 

 

Procedure for Student Meals 

When you are taking a group of students to eat you will need to follow the following procedures. 

Student meals need to be kept at no more than $8-10  per student. 

Before the debit cards are checked out a purchase order is required to be approved in the TxEIS 
Finance System  

Put in a request in TxEIS to the vendor that you will be using (ex. Burger King)  

o Put what event you are going to in the reason code of the request 
o In the description line put the event and date – In Quantity put how many 

students/adults you are feeding and estimate per meal price. 
o If you are not sure where you are eating use yourself as the vendor and the business 

office will change the vendor when you bring the receipt back. 
o In the comments section of the purchase request you will need to let the office know 

what day you will need to pick up the school debit card/tax exempt forms 
o We do not give students cash so make sure that you make arrangements to feed them 

at the same location. 
o Receipts must be turned in to either the business office (for Local Funds) or HS secretary 

(for Class Funds) the following day of the trip.  

  

 


