
2020-2021 WDISD EMPLOYEE SPENDING 
 

1. Employee will send a purchase requisition to the Campus Secretary/Department Head. 
2. The Campus Secretary enters the requisition into the TXEIS database and sends the 

requisition to the Campus Principal/Department Head for approval and any financial 
account coding changes. 

3. Principals will then approve or deny the purchase and send it on to the District 
Superintendent for final approval. 

4. Superintendent will approve or deny the spending. Upon approval, TXEIS database will 
issue a Purchase Order Number. 

5. Secretary/Department Head will give the employee the “OK “to spend or make the 
purchase. 

6. There should be absolutely NO SPENDING without the approval of both the Principal 
and the Superintendent and the issuance of a Purchase Order Number (including a 
credit card purchase). 

7. The invoices and/or receipts will be turned in to the Administration Office within 2 
days upon the employees return to the district. Please sign and put the PO# on each 
receipt (I will accept a photocopy sent by email if you do not have the original receipt). 

8. Once a merchandise purchase is complete and received, sign and return the 
invoice/receipt with the PO# on it, to the Administration Office to be paid.   

9.  If service charges or late fees are incurred due to untimely return of receipts/invoices, 
it may result in accountability for the added cost. 

High School/Junior High Employees will send requisitions to High School Secretary 
Elementary Employees will send requisitions to Elementary Secretary 

Coaching Staff will send requisitions to the Athletic Director 
Administration, Maintenance, Technology, Cafeteria send requisitions to Accounts Payable. 

 

Purchase orders are due to Accounts Payable by Tuesday close of day for the week. Check 
listings are sent to Region 16 on Wednesday for processing and checks are printed Thursday 
each week.  

Requisitions for cash should be submitted a week before it is needed. If you need cash on a 
Monday, Tuesday or Wednesday, please plan accordingly as we cut checks on Thursdays only. 

Have a great school year! 
 
Connie McGinty, CTSBO 
WDISD Finance/A.P. 
883-2311 ext. 1010 
connie.mcginty@region16.net 
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