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Graham ISD Use of Purchase Order

State law requires all school districts to process an authorized purchase order (PO) prior to placing

an order committing district managed funds. A purchase order is not authorized until it is approved

by the Assistant Superintendent of Finance and Operations and/ or the Superintendent.

The district will not be responsible for any orders placed before a PO has been approved. If you

purchase supplies before obtaining a GISD purchase order, you will not be reimbursed nor will the

District assume responsibility for the unauthorized purchase.

Purchase orders will be processed in a timely manner. The purchasing process includes the

following steps:

1. The secretary responsible for the finance / purchasing on the campus completes a

Purchase Order in Skyward. This request should have the appropriate quotes / estimates

from the person requesting the purchase.

2. The campus principal or director reviews the expenditure and approves or denies the

request. GISD uses Skyward for most purchase orders. (Exceptions: Walmart, some

online orders using the AMEX)

3. After the Assistant Superintendent approves the PO, it will be printed to the campus

requesting it.

4. The campus or department will make a copy of the purchase order and send it to the

vendor.

5. In most cases, the vendor will ship the items to the campus.

6. The assigned person at the campus will inspect the shipment for damage and accuracy.

a. If any of the merchandise is damaged, this should be reported to the company /

vendor immediately.

b. Are all the items on the packing slip in the package? If not, report this to the

company/vendor immediately.

c. Does the packing slip or merchandise match the purchase order? If not, contact

the company / vendor immediately.

7. If / or when the shipment is complete;

a. The receiving person should date and initial the invoice that they received.

b. Forward / Deliver the PO and invoice to the Administration office for payment.

*An original invoice is usually shipped from the company / vendor directly to the Administration at

the same time the merchandise is shipped. The invoice will be forwarded to the appropriate

campus.
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Use of Activity Funds / Purchases

In accordance with Board Policy, CFD (LOCAL), the Superintendent, campus principal,
and sponsor, as applicable, shall be responsible for the proper administration of District
and Campus Activity Funds and Student Activity funds in accordance with the state law
and local policy, District-approved accounting practices and procedures, and FASRG.

All student activity accounts must submit a student activity Purchase Order form to the
campus principal, athletic director or other designee prior to disbursements. This form
must be signed by the sponsor, and campus principal to be processed. The Campus
Principal will approve and authorize payment when invoice and ordered items are
received.

Activity Accounts will be reconciled monthly and signed off on by the campus Principal.
All checks written are required to have two signatures.
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Graham ISD Procedures for AMEX Card Usage

Supply Purchases ‐ Not intended for Purchase of Supplies

Exception: vendors that do not accept a purchase order or Check.

1. Purchase of Supplies

a. Get an estimate from the website.

b. Give an estimate to the campus secretary.

c. Campus secretary will need to enter a Purchase Order.

d. Principal and Assistant Supt. must approve the Purchase Order

e. Contact Suzie for a card number. (HS / Athletics have card)

f. Order product.

g. After the product is received and inventoried, bring receipt and

Purchase Order to Suzie for payment.

Travel Expenditures

1. Accommodations

a. The Principal or Administrator will need to approve expenditures prior

to the trip.

i. The Principal / or employee using the AMEX card will need to

bring a completed AMEX requisition form with attached

estimate from the hotel to Suzie when checking out the AMEX

card. In the event that the card is not available for check out.

We will require you to complete a CC authorization form and

send it to the Hotel.

b. The AMEX card will be returned to Suzie the following business day

after completion of travel.

c. Original receipts must be returned with the AMEX card by the

employee who checked out the card.
NOTE: For security reasons the AMEX card number cannot be kept on file on any

campus.
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Graham ISD Procedures for Walmart Card Usage

1. The following items need to be completed prior to checking out the card.

a. Completed GISD requisition form.

i. Description of items to be purchased.

ii. Maximum dollar amount that is approved to be spent.

iii. Budget code that the purchase will be charged from.

iv. Signature by supervisor.

2. Card will be checked out to the administrator or designee at the

administration office from Suzie. Completed requisition form must be in

hand at the time of card check out.

3. Return card with the original receipt to Suzie or Tracey (For High School use)

by the end of the next business day.

NOTE: If the original receipt is not returned the employee will be responsible

for payment!

July, 2022
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Supplies at Conferences

At some conferences, vendors will offer discounted prices for supplies. Graham ISD

allows blanket purchase orders to be processed for purchasing supplies at

conferences if budget funds are available. A signed purchase order is required

before the trip if the employee plans to purchase supplies at the conference. Cash

advances are not allowed. Purchase orders and reimbursements are limited to

$300.

Original vendor receipts, canceled checks, and copies of employee credit card

statements are required as supporting documentation for purchases.
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Travel Expense – Lodging / Mileage
Hotel

1. Use the School Credit Card to make reservations. (Refer to Credit Card Procedures)

• Complete an AMEX Travel Requisition Form for approval. Once approved the

AMEX will be authorized for use.

• When the AMEX is not available for checkout a hotel credit card authorization

will be used in place of taking the card.

• Student travel will take precedence for use of cards.

2. Approved Rates

• Single $107

• Double $214

• Conference Rate

3. Tax Exempt Form

• Complete and provide a Tax Exemption Certificate (at the time of check‐in) to

avoid state occupancy tax. If an employee fails to submit a Texas Hotel Occupancy

Tax Exemption Certificate and is charged the state tax, GISD will not be

responsible for that portion of the hotel expense.

4. Receipts

• Original itemized receipts, showing daily rate and any taxes paid for lodging must

be provided and attached to the travel form and turned into the administration

office within ten (10) days after the return. Include all names of employees

sharing a room.

• GISD will reimburse for hotel parking if it is required.

Mileage

1. Use of a district owned vehicle with the district gas card is the preferred method of

transportation. Prior to using a personal vehicle, employees should request the use of a

school vehicle. If a vehicle is not available then the employee can use their personal

vehicle. (NOTE: If the purpose of the trip is using federal grant funds a school vehicle is

required.)

2. GISD will reimburse mileage at a rate of .67 cents per mile. Approved mileage charts

(campus secretaries can provide this information) will be used for reimbursement. Only

the driver will be reimbursed for mileage. Multiple personal vehicles and drivers will not

be reimbursed for trips, unless needed for travel.

3. When driving your personal vehicle, the school insurance is not the primary insurance

coverage in case of an accident. The driver’s personal insurance is responsible for

coverage.
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Travel Expenses – Employee Meals

Graham ISD pays employees for meals on a per diem basis, for which receipts are not required.

Eligible meals reimbursement is applicable when an employee is away during the approved time

and when a meal is not already provided. Continental breakfast offered by the hotel is

considered a provided meal and not reimbursable.

Cash money will not be advanced for travel.

Eligible per diem for meal costs incurred during approved travel shall be limited to the following:

Breakfast $13.00 (Must leave by 7:00 a.m.)

Lunch $15.00 (Must leave by 11:00 a.m.)

Dinner $26.00 (Overnight Stay)

Dinner $18.00 (Must return after 6:00 p.m.)

Incidentals $5.00

If eligible for the entire $59.00 per Diem for a full day of travel on an overnight trip, it may be

used in different amounts for each meal; amounts greater than $59.00 will not be reimbursed.

Student Meals

AMEX can be used for student meals with prior approval by the Principal / Athletic Director based upon the

following criteria.

1. Location and Purpose of trip

2. Budget

3. Common sense

GISD does not have a per meal allowance. The following criteria must be used in determining meal approval.

1. If at all possible meal arrangements should be made ahead of time with a vendor. This allows the

District to be billed for the meals and you will be aware of pricing ahead of time.

2. For overnight trips (Playoffs, State Conventions etc..) The sponsor can check out the School Credit Card

with an estimated cost for meals based upon location of trip and budget. Administrator will approve

this estimated expenditure. Receipts are required for all AMEX purchases.

3. In rare cases with The Supervisors approval GISD will reimburse an Employee with proper

Documentation.
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Cash Collection, Handling, & Deposit Procedures

For control purposes there should be at least two people involved in the collection and depositing of

cash. Therefore, all activity fund accounts will have a sponsor separate from the bookkeeper.

All monies collected will be deposited promptly in the activity funds account. Cash is never to be held

and spent on expenses. All disbursements must be made through the campus Principal / Directors office

with a Check as a result of a Purchase Order.

All money collected must be submitted on the same form as collected. A staff member is not to

substitute a personal check for the cash collected. No personal checks are to be cashed from the funds

collected.

Staff should not take the money home or store it in classrooms after hours. Funds should be counted by

the recipient, secured in an envelope, and transferred to the assigned secretary for storage in a locked

and safe place until deposited at the bank. Deposits should be made promptly adhering to the following

procedures:

1. The sponsor should count the money, record the money amounts on the Activity Fund Deposit

Tabulation Form, place the money and the tabulation form in an envelope, then lock the

envelope in a desk drawer or cabinet until transferring the money to the secretary's custody.

Money should not be held overnight by the sponsor.

2. Upon delivery, the secretary should verify the count in the presence of the sponsor. Any

discrepancy should be resolved at this time.

3. Once the count is verified, both the sponsor and the secretary sign the tabulation form. The

sponsor receives a copy of the signed tabulation form and the money is transferred into the

secretary’s custody/ control. With the original tabulation form.

4. The secretary will record and complete a deposit slip. Write the organization name, organization

account number, and purpose on the deposit slip.

5. The secretary will place the cash and coins in an envelope and put it in a deposit bag. Place the

checks, tabulation form, and deposit slip in the deposit bag.

6. The secretary will retain copies of the deposit slips and tabulation form.

7. All money collected must have some type of backup. The sponsor must provide a list to the

campus secretary / bookkeeper when receiving collections from multiple individuals. It is

necessary to maintain a record of who has paid. The backup listing should state for what purpose

the money was collected. This can be maintained on the Tabulation form if names of persons

paying with cash are recorded. A different form can be used at the discretion of campus

administration.

8. The sponsor is responsible for keeping up with their account

9. Receipts with support will be filed to facilitate auditing.
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Graham ISD
Cash Handling Procedures for Athletic Tickets Use

Varsity Football

1. Money for each game will be received from the Administration Office
Payroll clerk. (Suzie)

2. The Head Ticket Taker will distribute gate money to ticket sellers.

3. Beginning the 4th quarter of each game an actual cash count should be
made by each ticket seller. (Ticket Seller Form).

4. Under no circumstances shall a cash receipt be altered. If an error occurs,
VOID the original receipt and issue a new receipt. The original of the
voided receipt must be attached to the copies and retained for audit
purposes.

5. Once the receipts are obtained from all workers, the Head Ticket Taker will
be escorted by the Graham Police to the bank for deposit of game money.

6. The financial clerk will fill out a game report and visitor game report to be
distributed to the Administration office.

High School and Junior High Athletic Contests

1. Money for each game will be received from the Administration Office
Payroll clerk. (Suzie) Startup money for the game will be accounted for
and returned after each contest.

2. The Athletic Director/Assistant Athletic Director/Principal will distribute the
money to the ticket takers.

3. At the end of the 3rd quarter the ticket taker will count the money and
compare it with the tickets sold. (Ticket Seller Form)

4. The money will be returned to the Administrator.
5. The Administrator will recount the money and both the administrator and

ticket taker will sign that they agree on the amount of money received. The
money will then be secured in the campus office and delivered to the
administration the next business day to Suzie. It should be counted again
and signed with both people present. Suzie will secure and deposit the
next business day.

6. The Administrator will complete game reports, officials pay sheets and turn
into Suzie so officials and school workers can be paid.
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Workers Compensation Reporting Procedures

If there is an injury on your campus, or with one of your employees, email an

injury report to . (See form in the forms section of thisDebbie Townley

document) Claims Administrative Services requests to receive the report on the

day of the accident.

The only place in Graham that accepts our Workers Comp claims is Graham

Regional ER. Please advise the injured person that they should not provide their

personal insurance. The hospital will contact the District to verify the claim will

be processed in the Workers Compensation system.

If the employee wants to go to another town or facility for medical attention, it

will be the employees responsibility to verify that the facility will accept them.
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Graham ISD

Walmart

PURCHASE REQUISITION

Fund Function Obj SB Org Pr L

QTY Description of Purchase UNIT PRICE Est. LINE TOTAL Est.

$

Approved by:

Administrator

SUBTOTAL

Estimated TOTAL

$

$

Asst. Supt.
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Graham ISD
American Express Request for Use

FUND FUNCTION OBJECT SB ORG FY PR L L2

Requesting Employee __________________________

AMERICAN EXPRESS

QTY Description of Purchase or Travel UNIT PRICE Est. LINE TOTAL Est.

$

-

-

-

-

-

-

-

-

-

-

-

Supervisor

Asst. Supt.
____________________________________________

____________________________________________

SUBTOTAL

Estimated TOTAL

$ -
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Graham Independent School District

Campus Activity Fund Account

Bank Reconciliation

_____________________________________________

Month/Year

Bank Balance @ _______________________________________ $ _____________________________________

Outstanding Deposit:

Date Amount

____________________ ____________________

____________________ ____________________

____________________ ____________________

Outstanding Checks:

Total Outstanding Deposits + _____________________________________

Check Number Amount

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

____________________ ____________________

Total Outstanding Checks - _____________________________________

BANK BALANCE @ ____________________ $ _____________________________________

Book Balance @ ____________________ $ _____________________________________

Add All Deposits: See Listing + _____________________________________

Less Expenditures:

All Checks: See Listing - _____________________________________

BOOK BALANCE @ ____________________ $ _____________________________________

Bank Fee Balance Forward: ____________________

Current Month’s Bank Fee: ____________________

BANK FEE @ ____________________ - ______________________________________

MONTHLY BALANCE $ _____________________________________
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GRAHAM INDEPENDENT SCHOOL DISTRICT
ACTIVITY FUND DEPOSIT TABULATION FORM

Attention Sponsors: Please record all cash and check receipts on this form & attach yellow copies of deposit slip

Date: Campus:

Name Amount Name Amount

Cash Check/M.O. Cash Check/M.O.

.

Subtotal Subtotal
Please complete tabulation of money below

Currency
Coins

@ $1.00= @ $.01=

@ $5.00= @ $.05=

@ $10.00= @ $.10=

@ $20.00= @ $.20=

@ $50.00= @ $.50=

@ $100.00= @ $1.00=

Total Currency Total Coins

ITEMIZED TOTALS
Currency & Coin
Checks / Money Order
TOTAL DEPOSIT

Sponsor:

Deposit Verified By:
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Graham ISD
FEE AND TRAVEL FORM

2024 - 2025

NAME:  

OCCASION:   Vendor  

PLACE:   Address  

DATE:    

TRANSPORTATION: (.67 cents per mile for travel by personal car) Please use the official
State Mileage Guide. See campus principal for copy. $  

Number of miles  

MEALS: Maximum $59.00 /day x number of days   $  

Breakfast $ 13.00   Leave by 7:00 a.m. $  
Lunch $ 15.00   Leave by 11:00 a.m. $  
Dinner $ 26.00   (overnight Stay) $  
Dinner $ 18.00   Return after 6:00 p.m. $

HOTEL:

Incidentals $ 5.00 _________

Allowance for non-Grant Travel: Administrator approved conference rate or
the $107 per employee up to two employees. Attach original receipt from
the hotel. Employees are responsible for Tax Exempt form or they will be
responsible for tax. $
Names of other employees sharing
room:  

 

Specify other items, if any:   $  
 

TOTAL: $  

   
School/Campus Person Making Request

                 
Fund Func Object Sub Org. FY Program L Local

RECOMMENDED: APPROVED:

Administrator / Supervisor Assistant Superintendent for Business
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ATHLETIC FACILITY RENTAL FOR COMPETITION

GYMNASIUMS FOR BASKETBALL OR VOLLEYBALL

Gym Price for 1 game:
Gym Price for 2 games:

$800 (Does not include officials)
$750 (Does not include officials)

Included in fee

Clean up

Administrator $100

Clock/Book/Libero Tracker(Volleyball) $25 each

Gate x 2 if needed $25

Security As Per GPD policy

Trophy N/A

Game Coordinator $25

STEER BASEBALL FIELD/SOFTBALL FIELD

1 Game $1500 (Does not include official or security)

2 Games $2500 (Does not include official or security)

Included in fee

Administrator $100

Scoreboard $25

Book $25

Gate X 2 if needed $25

Announcer $25

Security As per GPD policy

Game Coordinator $75

Athletic Trainer (if requested) $75
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Graham ISD
252901

COMMUNITY RELATIONS GKD
NON SCHOOL USE OF SCHOOL FACILITIES (EXHIBIT)

GRAHAM INDEPENDENT SCHOOL DISTRICT RENTAL/USE AGREEMENT

Person or group renting/using the facilities: _______________________________________

Facility to be rented/used:

High School

Stadium ______ New Gym _____ Old Gym ______ Baseball Field _____

Cafeteria ______ Library ________ Classroom _____ Auditorium _____

Other __________________________________________________________

Junior High

Gym _________ Cafeteria ______ Classroom _____

Other __________________________________________________________

Elementary

Cafeteria ______ Classroom _____

Other __________________________________________________________

Graham Learning Center

Classroom _____ Annex ________

Date(s) to be rented/used:

Time custodian to be on duty: Opening Closing ______________

Equipment to be furnished by schools:

The person and/or organization renting/using this school facility hereby accept full responsibility for the proper care
and use of the building facility and all equipment furnished by the school for use during all practices and
performances given as covered in this rental agreement. The person and/or organization renting/using this school
facility hereby accept full responsibility for the disappearance of/or damage to any and all equipment stored on, in,
or around the accessible area of this rented facility. Payment for damages to the facility and equipment or loss of
equipment used by the renter shall be paid for by the renter at the repair and/or replacement cost of such damage
or loss as is sustained. In case the damaged facility and/or equipment cannot be repaired to acceptable quality as
determined by the school, the renter/user agrees to pay the actual replacement and/or repair cost.

DATE ISSUED: 7/31/2000 1 of 2 LDU-31-00
GKD(EXHIBIT)-X
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Graham ISD
252901

COMMUNITY RELATIONS GKD
NON SCHOOL USE OF SCHOOL FACILITIES (EXHIBIT)

THE PERSON AND/OR ORGANIZATION RENTING/USING THIS SCHOOL
FACILITY
AGREES TO INDEMNIFY THE GRAHAM INDEPENDENT SCHOOL DISTRICT, AND
HOLD
IT HARMLESS FROM ANY AND ALL LIABILITY, CLAIMS, DEMANDS, COURT
COSTS, AT-
TORNEY FEES, OR CAUSES OF ACTION FROM BODILY INJURY OR PROPERTY
DAM-
AGE ARISING OUT OF OR IN ANY WAY CONNECTED WITH THE USE OF
SCHOOL FA-
CILITIES.

Note: No out-of-town person or group may rent/use a school facility.

Other stipulations of this rental/use agreement are as follows:

Rental fee: $______________ Date to be paid: ______________________

Date of this agreement: Local sponsor:

Signature of renter/user:

Signature of building principal (or designee):

Signature of athletic director (if athletic facility):

Copies to: Renter/User and Superintendent of Schools
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PAYROLL RECORD GRAHAM ISD

MONTHLY TOTAL

I certify the above hours correctly represents the hours worked by me during the period above specified

COMP TIME BALANCE FORWARD

COMP TIME EARNED THIS PAY PERIOD

COMP TIME USED THIS PAY PERIOD

REMAINING COMP TIME
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