
 
 
 
 
 
 
 
 
The Board of Trustees and the administrators of Hawkins Independent School District 
are charged with the responsibility of supervising the financial affairs of the District. 
These procedures have been developed to help safeguard all funds and to ensure that 
the District’s financial activities are conducted with high standards and comply with 
federal and state laws and regulations. 
 
The purpose of this manual is to provide employees of the District with guidelines for the 
proper use of a District Purchasing/Credit Card. All district employees are encouraged 
to become well acquainted with this manual and to utilize it as the official guide. 
Questions regarding these procedures should be directed to the Business Office. 
 
 

Purchasing Procedures 

In order to satisfy the state and federal purchasing requirements that Texas public school 
districts are required to follow regarding competitive procurement (other than advertised 
competitive bids), Hawkins ISD participates in the Region VII Education Service Center 
Purchasing Cooperative as well as several statewide programs including, but not limited to, the 
TASB BuyBoard, US Communities, The Cooperative Purchasing Network (TCPN), and 
TIPS/TAPS. When possible, Hawkins ISD uses the Region VII Purchasing Cooperative to 
source goods and services. The Region VII Purchasing Cooperative vendor list can be viewed 
at https://purchasing.esc7.net/vendors/psearch 
  
All purchases made on behalf of Hawkins ISD must be from vendors with a 
current award through one of the purchasing cooperatives listed above or by one of the 
approved methods referenced below. Since vendor lists change periodically, vendors could be 
approved on one occasion and not approved on another. This means that a vendor may still be 
in our accounting system even though they are no longer an approved vendor. Please note: 
Being able to secure an item cheaper from a source not on an approved list does not meet state 
purchasing requirements. 
 

Quotes, Bids or Proposals  
Items over $500 should have three quotes from qualified vendors. These quotes may be verbal 
but should be documented on the district’s “Best Value Documentation” form. For items in 
excess of $5000, written quotes must be obtained from at least three qualified vendors.  

https://purchasing.esc7.net/vendors/psearch


 
Also It may be determined that the only method to secure a particular product is by following the 
formal bid/proposal process. In such instances, persons wishing to secure items must work with 
the business office to insure that all legal steps have been taken. When bids/proposals are 
opened, a designated member of the Business Office staff must be present. Official awards of 
such items will only be made after receiving the written approval by the business office and/or 
Board approval. 
  
Sole Source Vendors 
Items may be purchased from a vendor when said vendor is the only vendor carrying a 
particular item. Items purchased in such a manner are called “sole source products”. Board 
policy CH (LEGAL) lists the following sole source examples: 

1. An item for which competition is precluded because of a patent, copyright, secret 
process, or monopoly. 

2. A film, manuscript, or book. 
3. A utility service, including electricity, gas, or water. 
4. A captive replacement part or component for equipment. 

To verify sole source status, the originator must secure a notarized statement from the company 
testifying that it is the sole source of such product or service, along with Hawkins ISD employee 
completing the Hawkins ISD Sole Source Justification Form. The form must be submitted to the 
purchasing director and approved prior to the vendor’s addition to the Hawkins ISD vendor list. 
Once confirmed, a requisition may be submitted and a purchase order secured. Please include 
a “Sole Source” notation on the initial purchase request. Though the vendor is temporarily 
added to the Hawkins ISD vendor list, all future purchases from said vendor must be for sole 
source products as well. 
  
Purchase Orders 
A purchase order must be secured prior to any purchase or commitment of District 
funds. HISD purchases are not allowed without an approved purchase order. This regulation is 
District policy and applies to all HISD employees. Persons making unauthorized purchases shall 
assume full responsibility for all such debts. Failure to follow this policy may result in an 
employee’s personal liability for the expenditure. If an emergency or extraordinary need arises, 
please contact the business office. 
  
Requests for purchases must be submitted to a campus principal with the form or 
documentation that the principal requires. Requisitions will be entered by selected 
campus/department personnel into the automated requisition system. Once entered, purchase 
requests are to be approved by the campus principal. Following approval, the requisitions are 
routed to the business office for further review. Purchase orders are processed at least twice a 
week, but may be processed as needed due to purchasing deadlines, workloads and 
extenuating circumstances. 
  
All requisitions should include enough detail to know what is being purchased and who will be 
using the goods and/or receiving the services. Please contact the business office for assistance 
with vendors that are not on the Region VII award list or any other approved vendor list, as 
additional paperwork is involved for other cooperatives.  If the vendor is documented as "Sole 
Source" or we have awarded them a contract using a formal bid process, there are contract 
types of "Sole Source" and "RFP" for those instances. 
  

https://drive.google.com/file/d/0B9dLH1wo5BoyTkRuOUhuNU03MUE/view?usp=sharing


Once a requisition is approved, the business office will be responsible for printing the PO and 
forwarding it to said employee so they may submit to the vendor.  When goods are received or 
services have been performed, the originator should sign off on a copy of the PO "Complete" 
with his/her signature and the receiving date. 
 
Account Codes  

Expenditure coding used on purchase orders are the responsibility of the Budget Manager. 

Budget Manager is to assure the prudent use of HISD funds. They should verify the availability 

of funds and assign correct account codes where needed. Codes used should never be based 

on where budgeted funds are available. The business office will work with all departments to 

transfer funds to proper codes and set up new codes when needed. Efforts should be made by 

departments to anticipate expenditures for the following year and budget appropriately. 

 

Receipt of Goods / Services 
Goods should be received on the campus or in the department by one person, usually the 
campus secretary, and then distributed to the appropriate individual. This responsibility can be 
assigned to another individual by the principal if needed.  
 
Upon receipt of goods, the delivery should be verified for accuracy against items ordered. 
Verification should be completed by the person receiving the goods. The completeness of the 
order should be verified against the purchase order. Packing slips included with the shipment 
should be attached to the original purchase order and returned to the business office. If all items 
ordered on a purchase order were received, the pink copy of the purchase order should be 
returned with the word “Complete” written in the middle section of the purchase order, followed 
by a signature and the date signed. Please write “Incomplete” and a brief note of explanation 
such as items were not received, back ordered, or damaged in the middle section of the 
purchase order prior to returning it to the business office. 
  
Purchase orders will remain in the system until the pink copy of the original purchase order, 
marked “Complete” is received by the business office. Items not marked “Complete” will remain 
encumbered in the system, reserving any budget so noted on the purchase order. 
 
Invoices are received and opened in the business office by the accounts payable. 
Upon receipt, the invoice is matched to the business office copy of the purchase order and the 
copy returned from the originator. This review verifies that the actual cost does not materially 
differ from the estimated cost on the purchase order. If there are no discrepancies, the invoice is 
placed in line for payment processing. If material differences or other abnormalities are noted, 
the information will be verified and/or resolved with the requestor or vendor and a payment 
issued. 
 
Vendors used for campus activity fund purchases should be asked to note “HISD Activity 
Account” and so forth on all invoices resulting from an activity fund expense. In such case, the 
invoice will be forwarded to the appropriate campus to be processed and paid. 
Invoices or tickets obtained by the purchaser from the vendor upon delivery of or receiving of 
goods should be verified and returned to the business office immediately. Please note that lost 
tickets are difficult and time consuming to replace. If invoices are received for payment by the 
business office prior to the signed purchase order marked “Complete”, it will be assumed that 
the goods and or services have not been received. In such case, the person receiving the 
document should promptly respond back to the business office with the status of the order. At 



this point, the business office will accept an e-mail from the campus secretary stating that the 
order has been received in full, noting the purchase order number, the vendor name, and the 
date received, until the purchase order can be forwarded to the business office. If a partial 
shipment has been received, a copy of the purchase order marked “Incomplete” along with the 
signed invoice must be returned to the business office. If goods or services have not been 
received in relation to the invoice, an e-mail should be sent noting such. Verification that a 
response has been made to the business office is the responsibility of the person assigned for 
receiving by principal. 
  
The business office will not make payment without some form of verification of receipt or 
acceptance.  If the accuracy of an invoice is questioned, the originator or appropriate 
department personnel should make contact with the vendor to attempt reconciliation. If 
reconciliation is unreachable at this point, the business office should be contacted with the 
details of the discrepancy. Appropriate business office personnel will then attempt to resolve the 
differences. If it is determined that the cost to protest the difference will exceed the difference or 
that the vendor has a valid point of contention, the original budget code will be charged. 
Complete notation of the incident will be placed in the vendor’s file for future reference. 
 

Travel/Expense Form 
A Travel/Expense form may be used for registration fees, memberships, dues and various other 
expenses. Appropriate approval signatures and budget account codes are required prior to 
processing a check.  
Pre-Travel requirements can be found on the Hawkins ISD website with further instructions. 
Paperwork and invoices should be submitted at least two weeks in advance to ensure the 
timely receipt of payment. 
When payments are needed prior to the next check run date, paperwork should be hand-
delivered to the accounts payable office. 
 

Credit Card Procedures 

The purpose of the purchasing/credit card program is to establish an efficient, cost effective 

method of purchasing and paying for select transactions. The credit card will mainly be used for 

pre- authorized travel expenditures and select other approved expenditures, such as online 

ordering when a purchase order cannot be used. It can be used with vendors who can provide 

itemized receipts that will accept MasterCard as a form of payment. 

 

The credit card is not intended to avoid or bypass appropriate purchasing or payment 

procedures as outlined in Board Policy and the HISD Business Office Procedures Manual. This 

program complements the existing processes available. The credit card is to be used for 

District business only. No expenses for non-employees may be charged to the credit card. 

Personal purchases will be considered misappropriation of district funds, which constitutes a 

criminal offense and must be referred to the HISD Superintendent. 



**All purchases must first be approved via a purchase order or an approved travel request form. 

Once the purchase or travel has been completed, it is each cardholder’s responsibility to submit 

the required receipts to the Business Office upon arrival back on campus.  

The credit card should always be treated with at least the same level of care that one would 

treat their own personal credit card. Keep your credit card in an accessible but secure location. 

Guard the credit card account number and PIN (if any) carefully. Making copies of the card or 

capturing the card number is strictly prohibited. Do not leave the card in your desk or in any 

other place that is easily accessible by others. 

You must be an HISD employee or authorized person to participate at any level. The credit 

card is primarily designed for travel costs and those who purchase goods or services on behalf 

of the District. Temporary and probationary employees will not be issued a card. Volunteers 

and students are not allowed to possess, use or handle the credit card at any time. Nor should 

cardholders allow the use of their card by anyone else. 

The District is financially liable for the card in the event it is lost or stolen and is subsequently 

used. The card holder will be held liable for any purchases made before the card is reported 

lost or stolen (Once you have notified the business office that your card is lost or stolen, the 

District is no longer liable for any purchases made with the card.) 

**In the rare event that a Purchase Order cannot be used to facilitate procurement of an item, 

an HISD credit card may be issued.  

To secure approval of the credit card, the following steps should be followed.  

1. In Skyward, enter a requisition for the credit card that will be used to obtain approval of the 

items being requested. For example, if you are requesting to use the MasterCard, enter 

“MasterCard” as the vendor. 

 2. Enter the location at which the card will be used in the “description” section. In the following 

line items, enter the items to be purchased. 

 3. If you plan to use the credit card at multiple locations, a requisition for each location must be 

approved. 

 4. Upon approval of the requisition, the employee will be issued a credit card to use in 

procuring the items. 

 5. The employee will also be given a Tax-Exempt form for the purchase. It is imperative that 

credit card users do not allow tax to be charged to the credit card. 

 6. Once the items are purchased, return the credit card to the Business Office along with a 

detailed receipt showing completion of the purchase. 

 7. The credit card must be returned with 24 hours of purchase (or next Business day). 

 

Consequences for Failure to Comply with Program Guidelines 

  Revocation of card privileges.  

  Disciplinary measures that may include termination and legal action. 



  Card User may be required to reimburse HISD for inappropriate, restricted, or prohibited 

purchases.  

Changes in Employment Status  

Any departing employees must immediately return any issued Credit Cards to the Business 

Office.  

Misuse of Card 

Anyone suspecting fraudulent use or misapplication of the card should report this immediately 

to the Business Office.  

Discrepancies 

  Differences between authorized transactions and actual charges will be reviewed by the 

Business Office and appropriate correction/clarification requests made to Card Holders via 

email. 

  The employee will have 3 days to respond to such inquiries. 

  Unresolved issues may result in disciplinary actions. 

Disputed Items 

If the Business Office audits the statement and determines some charges are disputable, such 

charges will immediately be investigated to determine if any abuse has occurred or if the 

charges are valid. 

 

Receipts 

Itemized receipts are required for all transactions regardless of fund or vendor.  An “Itemized” 

receipt requires all of the following pieces of information as shown below:  

 The number of items purchased with specific descriptions (i.e. “gen. mdse”, “misc.”, or “tax 

exempt item” are not adequate descriptions) 

  The price for each item purchased must be provided, along with subtotal, tax exemption, and 

total. 

  The vendor’s name must appear imprinted or stamped on all receipts.  

  Adding machine tape with handwritten item descriptions is not an itemized receipt and will 

NOT be accepted.  

Do not use a highlighter over any writing on receipts. Highlighters will completely black out 

writing on some receipt paper. Receipts for credits back to the card are also required and must 

be itemized and signed by the cardholder. 

 Lost receipts are not an option. If a receipt is lost (whether for a purchase or credit), the 

cardholder must obtain a duplicate from the Vendor. If a receipt is not obtained, the cardholder 

MUST reimburse the district for any charges that will appear on the credit card. 



** The purchase of any merchandise/items that go against policy is prohibited. 

 

Sales Tax Exemption Form 

The Sales Tax Exemption Form shall be used for school-related purchases only. Misuse of the 

exemption form for personal purchases violates School Board Policy.  

Copies of the exemption form may be obtained from the business office or via Hawkins ISD 

webpage. Each purchaser shall be responsible to complete, sign, and present the form to the 

vendor.  

Note: The purchaser is certifying with his/her signature the following: 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 provision 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 the 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. 

Taxes, which should have been exempt, will be unauthorized for reimbursement if the 

exemption form is not presented to the vendor at the time of purchase. The purchaser shall 

reimburse the sales tax immediately upon submission of the sales receipt. The campus 

secretary/bookkeeper shall issue a receipt for the sales tax and forward the funds to the 

business office for deposit to the account(s) used for the purchase.  

 

Extra Information 

  
  
Important Dates 

1. April 1st – Deadline for all Revenue Fund purchase orders to be approved.  
2. April 15th- Deadline for all supplies and equipment purchase orders to be 

approved at the campus/department level  
3. June 1st- Deadline for all services and travel to be approved 

July1, 20XX – Purchase orders are released for beginning of new school year 
purchases 

Purchase orders will generally be approved twice a week and on an as-needed-basis.  



 
EMERGENCIES – When an item must be paid for in a short amount of time, please 
contact the business office for assistance. Though a check may be issued prior to 
the next check-run, a completed PO or Request for Payment form and all necessary 
back-up will still be required. 
 
Any information that assists in efficiently processing the purchase should be 
included on the purchase request/order. 
 

 
 
 

 

 


