
Purchasing 

1. Select a vendor. – You may have a common vendor you like to purchase items from.  If you are 

uncertain where to begin, search the vendor lists from the purchasing cooperatives with which 

we are a member.  The cooperatives are listed below: 

a. TIPS – The Interlocal Purchasing System – Region 8 ESC (Mount Pleasant) 

b. Choice Parters – Harris County Department of Education 

c. BuyBoard – Texas Association of School Boards 

d. TCPN – The Cooperative Purchasing Network 

e. PACE – Region 20 ESC (San Antonio) 

These will soon be available on our website. 

2. Enter a requisition into TxEIS. – All departments/campuses have been trained.  In addition, step-

by-step instructions are available.  Be sure you fill in the shipping address, department, vendor, 

items to purchase and a valid account number with available funds.  (If a line item does not have 

enough funds to cover the purchase, please contact Kevin Mathis to learn how to request a 

budget amendment. The amendment requires the approval of the budget manager, a.k.a. 

administrator.) Don’t forget to click the “Submit” button.  (You can “Save” the requisition 

several times along the way and even come back to it the next day; however, I cannot approve it 

until you “Submit” it.) 

3. Once your requisition has worked its way through the approval process and is processed into a 

Purchase Order (PO), it will be returned to you either by a paper copy or electronic copy.  It is 

the originator’s responsibility to submit the PO to the vendor either by email, fax, US mail, or 

even by verbally communicating the PO number. 

4. Receipt of the goods and/or services. – Once you receive your goods or services, it is the 

responsibility of the originator to communicate to Accounts Payable the vendor has fulfilled the 

purchase order and is ready to be paid.  You can communicate this by one of the following ways: 

a. Secure the packing slip, check off all items received in the shipment, sign, date and 

write “Okay to pay” on the packing slip.  Also, communicate any additional information 

regarding the order such as partial, items on backorder, other items canceled, item 1 is 

damaged and is being returned, etc. 

b. Secure the invoice, check off the items received in the shipment, sign, date and write 

“Okay to pay” on the packing slip.  Again, communicate any additional information 

regarding the order. 

c. If NO packing slip or invoice is included, make a copy of the purchase order, check off all 

items received in the shipment, sign, date and write “Okay to pay” on the purchase 

order. 

5. Once the order is complete and proper documentation has been received in Accounts Payable, 

payment is processed and mailed to the vendor. 

  



NEVER: 

1. Never place an order in advance of receiving an approved purchase order.  Receiving proper 

approval in advance of the order is an audit standard and may result in an exception in the 

annual financial audit. 

2. Never request to use the district credit card in lieu of utilizing the normal purchasing 

procedures.  Transparency is paramount in accounting of public funds.  The public loses the 

availability of examining the vendors utilized in purchasing when purchases are grouped into 

one payment through one credit card vendor. 

3. Never pay state sales tax when we have the ability to make purchases tax exempt.  Executed 

Texas Sales and Use Tax Exemption Certification forms can be requested from the Business 

Office.  Texas Hotel Occupancy Tax Exemption Certification forms are available as well from the 

Business Office.  These will be available online soon. Never use either of these exemptions for 

personal business.  It is a crime to avoid taxes fraudulently. Businesses have contacted the 

school district when they suspect employees are making unauthorized, tax-exempt purchases 

fraudulently. 

4. Never expect business office personnel to stop their work to handle a last minute purchase due 

to poor planning. Requisitions are approved every one to two days and processed into purchase 

orders.  Checks are written once a week. Follow these guidelines when planning purchases: 

a. Purchase Orders – Submit requisitions at least one week in advance of when you need 

it. 

b. Checks – Submit check requests at least two weeks in advance of when you need it. 

5. NEW: Never return the original receipt loose unless it is on a letter size (8 ½ x 11) sheet of 

paper. If needed, make a copy of the receipt, or tape the receipts along all the edges onto a 

letter size (8 ½ x 11) sheet of paper. 

6. Never submit a receipt that is not itemized. (An itemized receipt lists each item purchased, the 

cost of that item, and has a total at the bottom.)  Audit standards require itemized receipts to 

document items purchased are allowable according to law. 

7. NEW: Never forward an email with invoice attached to a business office employee.  Instead, 

print the invoice, sign it, date it, and write “okay to pay” to indicate the purchase order has 

been filled. 

8. Never turn in an invoice to the Business Office without a Purchase Order.  If you receive an 

invoice and have not submitted a purchase requisition, submit one immediately.  Purchase 

orders can be created for repeated expenses for the entire year.  You will need to estimate the 

expense for the entire year for the requisition.  Accounts Payable can partial pay this expense 

from the same PO number all year as long as funds are available on the purchase order. 

 

  



Credit Cards 

Requesting to use the district credit card should be the exception to the rule and not the norm. The best 

method for making purchases in the school district is to utilize the purchasing system where funds are 

encumbered and goods/services are received prior to payment. However, unique circumstances do exist 

when utilizing the district credit card is the best method for purchasing.  When you believe a 

circumstance like this exists, please contact the chief financial officer in the Business Office to receive a 

verbal approval before proceeding with the following steps: 

1. Determine the details for which the purchase needs to be made like the goods/services to be 

purchased, amount of the purchase, shipping method along with costs associated, and budget 

codes to be used. 

2. Enter a requisition in TxEIS to the credit card company (Walmart, Citibank, Exxon/Mobil, etc.). 

Be sure you complete the shipping address, department, vendor, items to purchase and a valid 

account number with available funds.  (If a budget line item does not have enough funds to 

cover the purchase, please contact Kevin Mathis to learn how to request a budget amendment. 

Again, amendments require the approval of the budget manager.) Don’t forget to click the 

“Submit” button.  (You can “Save” the requisition several times along the way and even come 

back to it the next day; however, I cannot approve it until you “Submit” it.) 

3. Once your requisition has worked its way through the approval process and is processed into a 

Purchase Order (PO), it will be returned to you either by a paper copy or electronic copy.  Once 

the purchase order has been received, you may now come to the Business Office to “check out” 

the credit card.  Credit cards will never be sent through inner office mail. 

4. Make your purchase.  Be sure you secure an itemized receipt. (An itemized receipt lists each 

item purchased, the cost of that item, and has a total at the bottom.)  Never submit a receipt 

with just the total. 

5. Return the credit card and itemized receipt to the Business Office. Be sure the credit card is 

signed back in when you return it. Don’t forget to make sure the receipt is turned in on a letter 

size (8 ½ x 11) sheet of paper. 

6. Payment is processed when the monthly statement is received and the bill is reconciled with all 

purchases. 


