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MISD CODE STRUCTURE 

 
Section 44.007 and 44.008 of the Texas Education Code (TEC) requires that a standard school fiscal accounting 
system be adopted for each school district.  The system adopted must meet the requirements of the State Board 
of Education and must be reviewed annually by an independent auditor. 
 
A major purpose of our current accounting code structure is to establish a standard accounting system by which 
all school districts can be accurately compared.  This uniformity of coding for expenditures also provides a means 
by which year-to-year comparison of expenditures can be accomplished.  Although certain codes may be used at 
local option, the sequence of the codes within the structure and the codes within the chart of accounts are to be 
uniformly used in accordance with generally accepted accounting principles (GAAP). 
 
The coding structure as prescribed by the Texas Education Agency (TEA), is used by every school district in the 
state of Texas.  The current 23-digit account code structure may look complicated, but it is actually broken down 
into eight segments that have separate and distinct purposes.  Several segments of the code are mandated by TEA 
and several others are left up to the local district to do as they please.  A breakdown of the code structure and a 
brief description of each component are listed below. 
 

FUND 
XXX-XX-XXXX-XX-XXX-XX-XXX-XXXX 

 
This mandatory three-digit code designates the fund group and specific fund.  The first digit refers to the fund 
group, and the second and third digits specify the fund (or source of financing).  For example, for Fund 210, the 2 
indicates the Special Revenue Fund Group and the 10 specifies ESEA, TITLE II, PART B Fund.  This code answers the 
question HOW the expenditure is financed.   
 
 

FUNCTION 
XXX-XX-XXXX-XX-XXX-XX-XXX-XXXX 

 
This mandatory two-digit code for expenditures identifies the general purpose of the transaction.  The first digit 
identifies the major service area and the second digit refers to the specified function within the area.  For example:  
 

• Function 33 signifies health services.  The first 3 specifies the Pupil Services Function Area and the second 
3 is Health.  This code answers the question “WHY” the expenditure was made. 
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MISD CODE STRUCTURE 
 

OBJECT 
XXX-XX-XXXX-XX-XXX-XX-XXX-XXXX 

 
This mandatory four-digit code identifies the nature and purpose of an account, a transaction, or a source.  This 
code identifies what is being acquired whether it be a salary paid, a service supply item, travel costs, purchase of 
a fixed asset, etc.  The first of the four digits identifies the type of account or transaction, the second digit identifies 
the major area, and the third and fourth digits provide further sub-classifications.  For example, 6411 is the object 
code indicating travel Costs for employees.  The 6 identifies the item as an Expenditure; the 4 provides an 
indication for which group of expenditures (in this case Other Operating Expense).  The first 1 refers to Travel 
Costs and the second 1 defines travel for an Employee.  This code answers the question WHAT was purchased. 
 

SUB-OBJECT 
XXX-XX-XXXX-XX-XXX-XX-XXX-XXXX 

 
This is an optional two-digit code for local use.  We use this set of locally defined codes to further identify an 
expense with a particular program or activity.  For example, code 72 is used by MISD to identify expenditures 
related to Special Education.  This code answers the question of SEPARATE ACCOUNTABILITY. 

 
ORGANIZATION CODE 

XXX-XX-XXXX-XX-XXX-XX-XXX-XXXX 
 
This mandatory three-digit code identifies the campus or location of the account, and is assigned to the district by 
TEA.  It identifies which organization or campus is receiving benefit from the budgeted funds.  The structure for 
the Organization Code is as follows and answers the question WHERE the benefit is received. 
 
 001-040 High School Campuses 
 041-100 Middle School Campuses 

101-649 Elementary School Campuses 
699------ Summer School 

 999------ Undistributed 
700-999 Locally Assigned Organizations 
 

PROGRAM CODE 
XXX-XX-XXXX-XX-XXX-X-XX-XXX-XXXX 

  
This mandatory two-digit code is used to designate the instructional arrangement or area, and is specified by TEA 
in compliance with Texas Education Code, section 44.008 (d), which requires a determination of costs by program.  
For example, program code 11 indicates that the expenditure occurred and is being used for basic instruction in 
schools.  Program 23 indicates expenditure in the program area of special education.   
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MISD CODE STRUCTURE 
 

 
ED SPAN / PROGRAM PROJECT 

XXX-XX-XXXX-XX-XXX-X-XX-XXX-XXXX 
 

This segment represents the seventh segment consisting of three numeric characters and is used in McKinney 
ISD’s code for construction projects. 
 

PROJECT CODE 
XXX-XX-XXXX-XX-XXX-X-XX-XXX-XXXX 

 
This segment represents the eighth and final segments consisting of 4 numeric characters used to show ownership 
of budgets. 
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MISD CODE STRUCTURE 
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MISD CODE STRUCTURE 
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PROCUREMENT OVERVIEW 
 

BLUE REQUISITION FORMS 
   
Blue Requisition Forms are available at all campus locations and are to be completed with the following 
information: 
  

 Date  Quantity 
 Campus/Department  Unit of Measure (ie., set, kits, pkg) 
 Budget Code  Vendor Stock Number 
 Suggested Vendor  Description 
 Address  Unit Price 
 Phone Number  Extended Amount 
 Fax Number  

  
These forms are then submitted to the Principal/Administrator for approval signature.  Campus/Department 
Secretaries will review for accuracy the vendor name and number, then enter the requisition on the MUNIS® 
System utilizing Requisition Entry.   If the requested items are furniture, the blue requisition will be forwarded to 
the Purchasing Department and should use the object code “6397”.   

PURCHASE REQUISITIONS 
 
Purchase Requisitions will be reviewed daily in the Purchasing Department before approval and processing.   
 
The purchase order will be emailed or faxed to the vendor addressed on the Purchase Requisition Screen; 
therefore, the vendor’s address should be examined for accuracy before purchase requisition entry.  Purchase 
orders will be emailed or faxed according to the information listed in the MUNIS® System vendor record.  This 
information will automatically print on the purchase order.  Vendor number information is available from the 
MUNIS® system.  If the vendor is not listed in the system, please complete a New Vendor Request form on the 
Purchasing website under the Purchasing Manual and Forms section.   
 
Purchase Requisition entry should clearly and precisely cover the essential elements of the purchases to be made.  
All part numbers, descriptions, pricing and shipping information should be reviewed for accuracy, as this is emailed 
or faxed directly to the vendors.  
 
PHONE ORDERS ARE NOT AUTHORIZED!!! 
 
Refer to the MUNIS® manual for requisition entry instructions. 
 
Purchase Orders have three (3) copies: 
 
 White………………………….Vendor Copy  
 Goldenrod …………………. Receiving Copy 

Changes yearly ……….... Accounts Payable Copy  
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PROCUREMENT OVERVIEW 
 

CAMPUS RECEIVING 
 
Each campus should designate one employee to be responsible for receiving shipments and verifying goods are 
received as ordered using the “goldenrod" copy of the Purchase Order.  After receipt of goods, the 
Secretary/Bookkeeper will enter items received utilizing MUNIS® On-Line Receiving. 
 
The invoice cannot be paid by Accounts Payable until received on the MUNIS® system, therefore it is imperative 
that receiving input is entered within 24 hours of receipt of goods.  All invoices/statements should be forwarded 
to Accounts Payable if received at the campus.  Invoices are processed if receiving has been entered on the 
MUNIS® system. 
 
 

CENTRALIZED RECEIVING 
 
 
The Central Distribution Center is responsible for the receiving function for all campus locations, unless the 
delivery address for the purchase order indicates the campus address.  A campus or department receiving the 
“goldenrod” copy of the purchase order issued is required to perform the receiving on the P.O. item(s).  
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PROCUREMENT OVERVIEW 
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ACCOUNT TRANSFER 
 
DESCRIPTION:  
An account transfer is processed to correct errors in coding on charges or expenditures that have already occurred.  
 
An account transfer should be used for the following: 
 

- To correct coding error after payment 
 

- To purchase items within campus departments (i.e., English Department purchased books from Library 
Book Fair—Transfer from Instructional Budget to Activity Fund) 

 
- Food Service purchases for meetings (transfer from department budget to Food Service) 

o Use funds 461 or 865 with object code “6499” 
o 199 funds require CFO prior approval (see attached form) 

 Send Purchasing signed copy if entering purchase requisition for purchase order approval 
 Send Accounting signed copy if using Transfer Account Form 

 
A completed Transfer Account Form should be forwarded to Accounting for these transactions.  After processing, 
a copy with a journal entry number and posted date will be returned to originating campus if requested.  Any 
other affected campus or department will be sent a copy if requested. 

 

Example: 
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ACCOUNT TRANSFER 
 
EXAMPLE:  FOOD APPROVAL FORM 
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ACTIVITY FUNDS 
 

ACTIVITY FUND CLASSIFICATION 
 
DESCRIPTION: Activity funds are funds generated and accumulated by the school that are held in trust and are 
used to promote the general welfare of the school and educational development and morale of all students.  
 
McKinney ISD uses the following to define and code activity funds: 
 

Fund 461 – Campus Activity Funds account for: 
 
 funds raised locally at the school or donated to the school 

 
 any monies collected or raised in which students are not directly involved with the decision 

making process of spending of funds 
 
 principal’s funds 
 
 library funds generated through book fairs & lost textbooks fines 
 

Expenditures from the funds follow District approved accounting practices and procedures, state and local law, 
and the TEA Financial Accountability System Resource Guide. 
 

Fund 865 – Student Activity Funds account for: 
 
 funds generated by specific student groups, not by district or campus.  Students make decisions 

about expenditures 
 
 when submitting a purchase order or direct pay to use student activity funds, documentation of 

student approval (i.e. minutes of student meeting), will be required to be submitted to the 
campus bookkeeper/secretary.  The minutes of the meeting should reflect the date of the 
meeting, a specific statement allowing the particular expenditure, names & signatures of the 
student officers who are authorized to make a decision with regard to the expenditure of the club 
(activity’s) funds. A suggested form is included here. 

 
Please refer to the MISD Activity Funds Manual for detailed accounting procedures and forms. 
 
All activity funds are required to be self-balancing.  Revenues should be sufficient to cover expenditures from the 
funds.  Activity funds should not be overdrawn.  Principals or Directors may be contacted and asked for a 
resolution plan for any overdrawn activity funds.  The only exception to allowing an overdrawn activity fund would 
be if circumstances require a temporary overdraft such as payments made in advance to reserve facilities and 
services for a prom/dance/activity before ticket sales to participants are completed. 
 

SEE THE FOLLOWING 
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ACTIVITY FUNDS 
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ACTIVITY FUNDS 
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ADVANCE PAYMENT REQUIRED 
 
DESCRIPTION: There are times that a vendor will require an advance payment with your purchase order.  The 
following steps should be taken in this event: 
 

1. Enter a purchase requisition and use General Notes – Advance Payment Required or Return Check to 
Campus.  The purchase requisition must include the date(s) the check is due, and the date(s) the event 
is to occur.  If check is needed quickly, please notify the appropriate Accounts Payable clerk. 

2. Once the purchase requisition has been approved, receive the item(s) on the system.  (Accounts 
Payable is unable to issue a check on an un-received purchase order.) 

3. Send documentation to Accounts Payable.  Documentation for these purposes is defined as one or 
more of the following: 

a. Notice or Invoice from the vendor 
b. Copy of a contract or agreement 
c. Memorandum from the campus principal 

All checks issued by Accounts Payable will be mailed to the vendor(s).  Should you require the check be returned 
to your campus instead, please contact Accounts Payable in writing, with that information.  

Checks cannot be returned to campus if vendor is a Control Pay Vendor.  This will be indicated on the General Tab 
as “Active Card Integration” in the MUNIS® vendor file.  Please see – Control Pay – Payments by Credit Card. 
 
Please allow ample lead time for advance payments to allow Accounts Payable to process the request in a timely 
manner.  
 

AIRLINE RESERVATIONS 
 
DESCRIPTION: The two options for making air travel arrangements for an employee are listed below: 
 
Option #1 
 

1. A Purchase Requisition may be issued to a travel agency for airline tickets.  The Purchase Requisition 
should contain the following: 
 Name of the employee  Flight numbers 
 The date of travel  Times 
 The destination  Ticket Price 

2. After the Purchase Requisition has been approved by the Purchasing Department, the reservations 
may be made via telephone.  The Purchase Requisition message code should be a General Notes – 
Confirmation Only, as it will be sent to the travel agency. 

3. A receiving record should be done as soon as the ticket(s) is received, as tickets must be paid for as 
soon as they are billed. 

 
Option #2 An employee may request an advance for airfare expenses.   
 

See TRAVEL ADVANCE for instructions. 
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AMAZON 
 
DESCRIPTION:  The Purchasing Department manages the Amazon account, login additions/deletions and daily 
purchase requisition approval process. 

 
When entering purchase requisitions the following ship to locations will apply: 

o Campus Secretaries/Bookkeepers orders are set to ship to the Central Distribution Center 
o Media Resource Specialist (MRS) orders are set to ship directly to the campus. 

 
Please note that items will stay in the cart for up to 7 days. 
 

AMENDMENTS 
 
DESCRIPTION: 

See – Budget Amendment Section 
 

 

BAD CHECKS 
 

DESCRIPTION: 
 See - Returned Checks Section 

  



 

ACCOUNTING/PURCHASING PROCEDURES 

 Page 32  

REVISED 04/18/2024 

 

BEST BUY PROCEDURES 
 
DESCRIPTION: Purchases from Best Buy do not require a credit card.  Please follow the guidelines below for 
purchases from Best Buy.   
 

1.  Campus/Staff views products on-line at www.bestbuygov.com or Views Products in person at the local 
Best Buy Store. 

2.  E-mail or call the Best Buy sales rep listed in MUNIS® and ask for a quote. 
3.  Preferred shipping method is sending to the Central Distribution Center, but items can be picked up at 

McKinney store. 
4.  If the item is to be picked up from the McKinney store, the Secretary/Bookkeeper must enter the 

following information on the requisition in MUNIS®: 
 

• Quote # 
• The store location where items are to be picked up – 

Example: 
“ITEMS TO BE PICKED UP AT MCKINNEY STORE @ CAMERON CROSSING: 
E-mail address to receive confirmation of order  
Example:  jhiggin@mckinneyisd.net 

 
5. Purchasing will email or fax all purchase orders to Best Buy 
6. Email confirmation is required to take to store and pick-up items.  Cannot take purchase order to store(s). 
7. Campus or CDC will enter receiving on MUNIS® system. 

 
 

BEVERAGE PURCHASES 
 
DESCRIPTION: MISD is under contract with a soft drink vending company to provide beverages for the District.  
“District” means all existing or future campuses, facilities and concessions, excluding the child nutrition program. 
 
Beverages are defined as all soft drinks, carbonated and noncarbonated, including isotonic beverages (ready to 
drink and powdered), bottled water, ready to drink tea and juice products for all events and/or meetings 
associated with or conducted in connection with the District including, without limitation, PTA groups, Booster 
Clubs and Organizations sponsored by the District. 
 
Should you have any questions, please feel free to contact Facilities & Operations Department Office Manager.  
 
 

BINGO 
 
DESCRIPTION: Please see – RAFFLES/BINGO. 
 

http://www.bestbuygov.com/
mailto:jhiggin@mckinneyisd.net
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BLANKET PURCHASE REQUISITIONS 
 
NOTE:  The procedure for entering a Blanket Purchase Requisition is different than the procedure for a regular 
Purchase Requisition.  
 
DESCRIPTION: A Blanket Purchase Order is issued for a total dollar amount rather than for individual line items.  
Since the vendor will receive a copy of the purchase order, specific information should be listed such as: 
 

 Type of items to be purchased  Approximate weekly or monthly dollar usage 
 Time period purchases can be made  Other information deemed pertinent 

 
 Payments can be paid from only one account number. 
 Can be issued for recurring expenses from a vendor throughout a specified period of time.  (Vendor does not 

need to know individual item descriptions). 
 Can be issued for delivery payments (such as those purchases, which are invoiced at the time of delivery, to 

the campus or picked up at local store).  In most cases, the invoice is given to the campus at time of delivery, 
signed and forwarded to Accounts Payable. 

 The Secretary/Bookkeeper must keep up with expenditures against Blanket Purchase Requisitions and can 
request only one revision on existing Purchase Requisitions when an increase is needed.  Revisions can be 
requested using the “Purchase Order Revision/Cancellation Request Form” found on the Purchasing website 
under the section Purchasing Manual and Forms. 

 
NOTE: When using a Blanket Purchase Requisition, it is imperative that the charge is billed to McKinney ISD, #1 
Duvall, McKinney, TX 75069.  Charges are not billed to individual campus locations. 

Possible Services for Blanket Purchase Requisition:  Coffee, Library Books, Snack Orders 
 
EXAMPLE – COFFEE ORDERS 
A Blanket Purchase Requisition would be issued to a coffee service vendor from the campus using their 
appropriate code.  The dollar amount of the Purchase Requisition is determined by estimating the weekly dollar 
amount expended and multiplying it by the number of weeks remaining in the school year. 
 

 
 
Each week when the services delivers and issues an invoice, the campus notes the Blanket Purchase Requisition 
number on the invoice, enters on-line receiving in MUNIS® , and forwards the invoice to Accounts Payable for 
payment.   Refer to the MUNIS® User Guide for On-Line Receiving instructions. 
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BLUE REQUISITION FORMS 
 
DESCRIPTION: Blue Requisition Forms are available at CDC/Warehouse and are to be completed with the following 
information: 
 

 Date  Quantity 
 Campus/Department  Unit of Measure (ie., set, kits, pkg) 
 Budget Code  Vendor Stock Number 
 Suggested Vendor  Description 
 Address  Unit Price 
 Phone Number  Extended Amount 
 Fax Number  

 
These forms are to be completed and submitted to the Principal/Administrator for approval signature.  
Campus/Department Secretaries will then enter this requisition on the MUNIS® system utilizing Requisition Entry. 
 
Note: Blue requisition forms are for internal district use only!  They are not to be sent to vendors in lieu of a 
properly executed purchase order.  Additional Blue Requisition Forms may be requested by campus Secretaries 
from the Central Distribution Center @ 469-302-2252.  
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DESCRIPTION:  Book fair payments should be processed using a Purchase Order.  All book fair revenues & 
expenditures should flow through the campus (461) budgets. Amounts received from the sale of books should be 
deposited promptly.  Please see – MONE PROCESSING SECTION for further instructions. 
 

 
DESCRIPTION:   Please refer to the section on PTA/PTO & Booster Organizations. 
  

BOOK FAIRS 

BOOSTER CLUBS OR ORGANIZATIONS 
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DESCRIPTION:  The Texas Department of Insurance has re-defined an amusement ride as any mechanical, gravity, 
or water device or devices that carry or convey passengers along, around, or over a fixed or restricted route or 
course or within a defined area for the purpose of giving its passengers amusement, pleasure, or excitement, and 
normally requires the supervision or services of an operator. Examples of amusement rides include: 
 

● most mobile carnival rides; 
● most theme park rides; and  
● most water park rides and devices. 
● Amusement rides also include, but are not limited to, the following: 
● go-karts, rock climbing walls, bungee jumps, zip lines, mechanical bulls, trackless trains, continuous 
airflow inflatable rides/devices (bounce houses, inflatable slides), and various simulators. 
 

https://www.tdi.texas.gov/commercial/lcamuseinfo.html#ride 
 

These devices will only be allowed on McKinney ISD property if contracted and paid for by either the Booster 
Clubs or PTA’s.  This decision comes after a more extensive look at the District liability policies, coverage, and 
responsibility as a District. 
 
Insurance Coverage: 
• Your organizations policy should provide coverage for the specific operations or events that you plan to sponsor.   
(Note that liability insurance policies vary and that not all events may be covered by your policy.  Prior to 
scheduling any event, confirm with your insurance agent that the event is not excluded by your policy, or use 
other loss control methods to reduce potential liability for your group). 
 
Additional Insured Requirement: 
• If your group contracts with a vendor to operate one of these devices on your behalf, you should request a 
certificate of insurance with limits of at least $1,000,000 per occurrence. 
• The certificate should name your Booster Clubs or PTAs as an additional insured on their insurance policy. 
• If the vendor is unable or unwilling to provide this certificate of insurance, it would be wise and prudent for your 
organization to find another vendor. 
• Booster Clubs or PTAs should not add any vendor as additional insureds on your policy.  
• The coverage that your group purchased is intended to protect your Booster Clubs or PTAs for your own activities 
and not the activities of others. 
 
Inspection Certificate: 
• If your group contracts with a vendor to operate one of these devices on your behalf, you will be required to 

obtain a copy of the inspection/re-inspection certificate.  The inspection certificate (Form AR-100) from the 
insurer, or person with whom the insurer has contracted should state that each amusement ride has been 
inspected, meets the standards for insurance coverage, and is covered by the insurance policy. 

 
 
IMPORTANT:  Inflatables must be set up outside with the vendor providing their own generator.  

BOUNCE HOUSES/INFLATABLE SLIDES 

https://www.tdi.texas.gov/commercial/lcamuseinfo.html#ride
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DESCRIPTION:  Any boxes or book material that need to be moved between campuses on an as needed basis.   

 
1. If a campus has boxes or book material that need to be moved between campuses or returned to the 

CDC, an email must be sent to the Director of the Central Distribution Center. 
 
2. Boxes or book material must be placed in the designated pickup area, which is usually different from 

the interoffice mail area.  (See campus secretary). 
 

3. Boxes must be taped and clearly marked with the campus and receiving person’s name. 
 
  

BOXES AND BOOKS, INTERCAMPUS 
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DESCRIPTION: Budgets are built and adopted each spring for the upcoming fiscal year based on anticipated 
expenditures and program goals.  It is highly probable that plans will change.  When this occurs, a budget 
amendment may be submitted.  Budgets can and should be amended at any time to allow for proper expenditure 
coding in the appropriate areas.  There are a number of events that would require a budget amendment: 
 

1. Funds need to be spent out of an account code that has not yet been set up.* 
2. A reallocation of budget amounts to other areas is needed. 
3. Campus activity funds (Fund 461) may need to be increased.   
 

Budget amendments may be completed on-line using the MUNIS® System. Please see the MUNIS® User’s Guide 
for instructions.  The system will automatically assign a journal entry number and encumber the funds. Whole 
dollar amounts should be used when entering budget amendments.  
 
Activity Fund budget changes that require an increase in revenue and a corresponding expenditure cannot be 
entered as a budget amendment request.  For this type of item, please email the Budget Department the following 
information:   
 

1. Complete account code(s) affected.  An increase in a budgeted item in your campus activity fund 
requires a revenue and an expenditure code. 

2. Whole dollar amounts requested for each account line item. 
3. Explanation of reason for amendment.  (Be specific.)   

 
Budget amendments which request allocation changes from one function to another function (i.e., from 11 to 22) 
must be formally submitted for McKinney ISD Board approval.  This will be done by the budget staff after 
approving your budget amendment request on-line.  Activity Fund amendments; however, are not considered for 
McKinney ISD Board approval. 
 
Amendments may not cross fund numbers (i.e., 199 to 461).   

For corrections on previously paid invoices, please see the Account Transfers section.   
 
*NOTE:  If the budget code to which you are amending does not exist, send an e-mail request to Budget 
Department to have the code created.  After Budget Transfer Requests are entered, the Budget Department will 
approve them on a daily or as needed basis. 
 
To amend Federal Program budgets, the appropriate Federal Director should be contacted and approval received 
before entering the amendment. 
 
  

BUDGET AMENDMENTS 
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DESCRIPTION: The Quick Reference Guide for Campus Fund Expenditures can be used as guidance on various 
transactions.  The guide is not all encompassing and should be used for reference only. 
 

  

CAMPUS FUND EXPENDITURES QUICK REFERENCE GUIDE 
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CAMPUS FUND EXPENDITURES QUICK REFERENCE GUIDE 
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CAMPUS FUND EXPENDITURES QUICK REFERENCE GUIDE 
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CAMPUS FUND EXPENDITURES QUICK REFERENCE GUIDE 
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CAMPUS FUND EXPENDITURES QUICK REFERENCE GUIDE 
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DESCRIPTION: See - Money Processing 

 
DESCRIPTION: See - Consultant/Contracted Services Section 
 

 
DESCRIPTION: Ceiling tile may be requested by placing a work order with the Maintenance Department.  These 
orders do not require a budget code. 
 

 
DESCRIPTION: All chartered transportation services must be arranged through approved vendors in MUNIS®.  

You can use the search feature under the User Defined tab and type the word CHARTERED in the Sub-Category.  

 
DESCRIPTION: Campuses may award personnel with items such as spirit shirts, blankets, umbrellas, etc. at a 
total value of $25.00 or less per school year.   Items purchased beyond this point can have income tax 
ramifications to the employee.  Purchases should be made from 461 or 865 funds only. 
 
Clothing purchased as uniforms for certain personnel should only be worn while on school duty.  If the item is 
worn in any situation other than job duty, the cost of the uniform should be added to the employee’s income. 

 
DESCRIPTION: See – Technology Section 

 
DESCRIPTION: Contact - Campus Technology Specialist (CTS) 

 
DESCRIPTION: See – Vehicle Rental 
 

CASH COLLECTION 

CATERING 

CEILING TILE 

CHARTERED TRANSPORTATION SERVICE 

CLOTHING/SPIRIT SHIRT/EMPLOYEE AWARDS 

COMPUTER HARDWARE & SOFTWARE 

COMPUTER REPAIRS 

CONSENT TO DRIVE 
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DESCRIPTION: There are two main types of contracted services. 
 

1. Service provided to the district under a contract with a professional or company/organization, usually on 
an hourly or daily basis. 

2. Service provided to the district by a professional or company/organization, usually on an hourly or daily 
basis without a contract. 

SERVICES PROVIDED BY AN INDIVIDUAL 
 

IRS regulations require that the district provide a Form 1099 each year to unincorporated individuals or 
organizations when payments meet or exceed $600 on a calendar year basis.   
 
Individuals who are employees or substitutes of the district must be paid through the payroll process.  Other than 
travel or expense reimbursement, do not submit direct pay requests for employees for services rendered. 
 
If a company is providing service to the district on a per service basis, a purchase requisition should be used.  If 
the vendor provides a written contract, the contract must be forwarded to the Chief Financial Officer for approval 
signature.   
 
Petty cash funds should not be used to pay for contracted services. 
 

SERVICES PROVIDED BY A COMPANY/ORGANIZATION 
 
If the vendor provides a written contract to be signed, the contract must be forwarded to the Chief Financial 
Officer for approval signature.   
 
The Purchase Requisition should be entered using the General Notes – “Contract Attached”. The purchase 
requisition should also include the following information: 
 

 Services provided  Cost of Service 
 Dates of Service  General agreement of contract 

 
If the contract requires a deposit to be made prior to the service being provided, a General Note - “Contract 
Attached – Deposit Required” should be used.  The amount of the deposit should be listed on line 1 and the 
balance due on line 2 of the Purchase Requisition.  The Purchase Requisition should also contain the information 
listed above. 
 
Upon approval by the Chief Financial Officer, the contract will be forwarded to the Campus/Department to be 
sent to the vendor with the purchase order. 
 
The balance of the contract, whether a deposit was involved or not, must be invoiced by the vendor to the district. 
 

CONSULTANT/CONTRACTED SERVICES 
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SERVICES PROVIDED BY A COMPANY/ORGANIZATION 
 
If the vendor provides a written contract to be signed, the contract must be forwarded to the Chief Financial 
Officer for approval signature.   
 
The Purchase Requisition should be entered using the General Notes – “Contract Attached”. The purchase 
requisition should also include the following information: 
 

 Services provided  Cost of Service 
 Dates of Service  General agreement of contract 

 
If the contract requires a deposit to be made prior to the service being provided, a General Note - “Contract 
Attached – Deposit Required” should be used.  The amount of the deposit should be listed on a separate line on 
the Purchase Requisition.  The Purchase Requisition should also contain the information listed above. 
 
Example of Purchase Requisition: 
 
 Qty  Description    Unit Price 
 1 ea  Deposit – Due    Date       $ 100.00 
 1 ea  Balance – Due   Date          500.00 
 
Upon approval by the Chief Financial Officer, the contract will be forwarded to the Campus/Department to be 
sent to the vendor with the purchase order. 
 
The balance of the contract, whether a deposit was involved or not, must be invoiced by the vendor to the district. 
  

CONSULTANT/CONTRACTED SERVICES 
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DESCRIPTION: McKinney ISD is currently enrolled in the Control Pay Program from Commerce Bank.  This 
program allows payment of accounts payable invoices and direct pays by credit card, where the district receives 
a rebate from these payments.  The vendors enrolled will be indicated in the MUNIS® vendor file on the General 
Tab as “Active Card Integration”. 
 
Since there will not be a paper check generated, checks cannot be returned to the campus.  If documentation 
needs to be sent to the vendor, do so directly and note that the payment will be by credit card.   
 

 
COPY PAPER – WHITE, 8 1/2 x 11 

 
DESCRIPTION: Send request to the Purchasing Department using the Copy Paper Request Form on the 
Purchasing website under the section Purchasing Manual and Forms. 
 
Please allow a minimum of 5 – 7 working days for the paper to be shipped.  
 
Contact the Purchasing Department at 469-302-4013 regarding any delivery issues. 
 
Send the packing slip to the Purchasing Department when the paper arrives.  The Purchasing Department will 
enter receiving on the system. 
 
 
 
 
 
 
 
 
 
 
 
 
  

 CONTROL PAY – PAYMENTS BY CREDIT CARD 

COPY PAPER 
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DESCRIPTION: Direct all inquiries or additional requests for copiers to the Chief Information Officer.   

COPIER REPAIR OR SERVICE 
 
 Visit Website at www.myricoh.com 
  Click on the Customer Support Tab, Request Service and after completion of required information the 

“payment type” will be IKON Service Contract. 
 

COPIER SUPPLIES 
 
 Visit Website at www.myricoh.com for toner and staple cartridges 

 

  
DESCRIPTION: Please see the Account Transfer section. 
 

 
DESCRIPTION: Please see – CONTROL PAY – PAYMENTS BY CREDIT CARD. 
 

 
DESCRIPTION: Credit cards will be issued from the Purchasing Department Monday through Friday, from 8:00 
to 11:30, or 1:00 to 4:15.  Please do not come to the office between the hours of 11:30 to 1:00.  
 
Credit cards must be returned (within 24 hours of checkout during the same hours as shown above.  Credit cards 
checked out over the weekend will require prior approval from the Purchasing Department. 
 
Please tape receipts to an 8 ½ x 11 sheet of white paper and be sure the purchase order number is noted on the 
receipt.  Forward to Accounts Payable for payment within 24 hours. 
 
NOTE:  If you encounter issues or lose your credit card, please call the Purchasing Department immediately at 
469-302-4009. 
 
  

COPIERS 

CORRECTIONS TO CODING 

CREDIT CARD PAYMENT - INVOICES / DIRECT PAYS 

CREDIT CARDS 

http://www.myricoh.com/
http://www.myricoh.com/
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GEBO’S 

o CREDIT CARD – “NOT REQUIRED” 
o AUTHORIZED USER – “REQUIRED” 
o PLEASE LIST NAME OF PERSON GOING TO STORE ON THE PURCHASE ORDER REFERENCE LINE UNDER 

THE SHIP TO LOCATION. 
o PURCHASING WILL ADD NAME TO AUTHORIZED USERS TO LIST.  ALLOW 24 HOURS FOR THE 

INFORMATION TO BE UPDATED IN THE STORES COMPUTER. 
o GIVE CHECKOUT PERSONNEL MISD PO AND SHOW MISD BADGE 

 
HOBBY LOBBY 

o CREDIT CARD – “REQUIRED” 
o TAX EXEMPT CARD -  “REQUIRED” (tell Cashier It’s Tax Exempt) 
o MISD PURCHASE ORDER 

 
HOME DEPOT 

o CREDIT CARD – “REQUIRED” (HOME DEPOT PRO PURCHASE CARD) 
o MISD PURCHASE ORDER 
o ALL MERCHANDISE CAN BE TAKEN TO ANY CHECKOUT 
o SWIPE PRO PURCHASE CARD 
o THERE WILL BE A PLACE TO ENTER THE “JOB ORDER #”.  THIS IS WHERE YOU WILL ENTER “PO#” 
o TAX EXEMPTION – ENTER 469 302 4013  
o MAKE SURE YOU ARE NOT CHARGED TAX (SEE ASSOCIATE FOR ASSISTANCE) 
o SIGNATURE WILL BE REQUIRED 
o ALL RECEIPTS SHOULD BE SUBMITTED TO ACCOUNTS PAYABLE WITHIN 24 HOURS 
o TAX ID # 9603175504 (ASSIGNED BY HOME DEPOT) 

 
KROGER 

o CREDIT CARD – “REQUIRED” (KROGER PRIVATE LABEL) 
o MISD PURCHASE ORDER 
o U-SCAN/SELF EXPRESS CHECKOUT IS NOT PERMISSIBLE WITH THE PRIVAL LABEL CHARGE CARD 
o ALL PURCHASES REQUIRE AN AUTHORIZED SIGNATURE ON THE RECEIPT KEPT BY THE STORE. 
o ALL RECEIPTS SHOULD BE SUBMITTED TO ACCOUNTS PAYABLE WITHIN 24 HOURS 
o IF CARD IS BEING HAND KEYED TO PROCESS TRANSATION, CONTACT PURCHASING DEPARTMENT 

FOR REPLACEMENT CARD. 
o CARD MUST BE UTILIZED AT LEAST ONCE EVERY 12 MONTHS TO REMAIN ACTIVE. 
o COPIES OF CRED CARD RECEIPTS WILL BE AVAILABLE UPON REQUEST FOR A $5 FEE, PER TICKET 

  

CREDIT CARDS - PROCEDURES 
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LOWE’S HOME IMPROVEMENT 

o CREDIT CARD – “NOT REQUIRED” 
o AUTHORIZED USER – “REQUIRED” 
o PLEASE LIST NAME OF PERSON GOING TO STORE ON THE PURCHASE ORDER REFERENCE LINE UNDER 

THE SHIP TO LOCATION. 
o PURCHASING WILL ADD NAME TO AUTHORIZED USERS TO LIST.  ALLOW 24 HOURS FOR THE 

INFORMATION TO BE UPDATED IN THE STORES COMPUTER. 
o ALL MERCHANDISE MUST BE TAKEN TO THE “SERVICE DESK” OR “COMMERCIAL SALES DESK” FOR 

CHECKOUT. 
o GIVE CHECKOUT PERSONNEL MISD PO AND SHOW MISD BADGE 

 
MARDEL 

o CREDIT CARD – “REQUIRED” 
o TAX EXEMPT CARD – “REQUIRED” 
o MISD PURCHASE ORDER 
o TELL CASHIER IT’S TAX EXEMPT 

 
MARKET STREET 

o CREDIT CARD – “REQUIRED” (UNITED SUPERMARKETS/MARKET STREET “PURCHASE PASSPORT CARD”) 
o MISD PURCHASE ORDER 
o THE CARDHOLDER IS THE ONLY “AUTHORIZED PERSON TO USE THE CARD.  A PICTURES ID WILL BE 

REQUIRED TO COMPLETE TRANSACTION(S) 
o CARDHOLDER WILL BE ASKED TO SIGN PIN PAD 
o RECEIPT SHOULD BE TURNED INTO ACCOUNTS PAYABLE 

 
OFFICE DEPOT (RETAIL) 

o CREDIT CARD – “REQUIRED”  (OFFICE DEPOT STORE PURCHASING CARD) 
o MISD PURCHASE ORDER 
o PETTY CASH – TELL CASHIER TO USE “OTHER PAYMENT OPTION” TO GET DISCOUNT WITHOUT USING A 

PO AS PAYMENT. 
 
SAM’S 

o CREDIT CARD – “REQUIRED” 
o EMPLOYEE BADGE – “REQUIRED” 
o MISD PURCHASE ORDER 

 
WAL-MART 

o CREDIT CARD - “REQUIRED” 
o TAX EXEMPT CARD – “REQUIRED” 
o MISD PURCHASE ORDER 
o DO NOT USE THE WAL-MART CARD AT ANY SAM’S STORE LOCATION 

 

CREDIT CARDS - PROCEDURES 
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DESCRIPTION:  Crowd funding is defined as fundraising through online websites such as Gofundme.com, 
Snapraise.com, etc.  The services establish websites as requested for the McKinney ISD Organization/Club with an 
explanation of the need and proposed use of the donated funds.  Individuals will direct their giving online to the 
service.  The fundraising website will collect the funds, keep a percentage, and distribute the remainder to the 
McKinney ISD Organization/Club.  
 
All funds must be for the benefit of McKinney ISD Student Organizations/Clubs only.  No funds can go to any 
individual, third-party or directed outside McKinney ISD Organizations/Clubs. 
 
McKinney ISD requires that such fundraising must comply with established procedures stated in the Student 
Activities Manual.  In addition, disbursements from the funds must be requested in check form made to McKinney 
ISD.  Funds may NOT be made to anything other than McKinney ISD.  McKinney ISD will then deposit received 
funds into the appropriate McKinney ISD Organization/Club account.   
 
All other fundraising must not reference McKinney ISD 
 
 A district-wide charity (501C3) giving may be established by the Superintendent.  
 

 
DESCRIPTION:  Damages/Shortages are handled by the location that the items were shipped to. 
 

 
DESCRIPTION:  Purchase Order Required.  See - Consultant/Contracted Services Section 

 

 
DESCRIPTION: See - Money Processing Section 
 
 
  

CROWD FUNDING 

DAMAGES/SHORTAGES 

DANCE/D.J.’S 

DEPOSITS 
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DESCRIPTION:  A Direct Pay Request can be used for: 
 
 Meals – must indicate date and location of travel for these requests. 
 Mileage – must indicate dates, location, and reason for travel for these requests.  If mileage for numerous 

trips is to be paid, a mileage log should be attached.  If mileage is not in District or to select Cities where 
mileage is provided, a Google Map must be provided. 

 Travel Advances  
 Travel Reimbursements to employees 
 Security Officers 
 Sport Officials 
 Subscriptions that require credit card only 

 
Requests for reimbursements to employees for purchases may only be made if the campus Principal approved the 
original purchase in advance.  Reimbursements require acceptable documentation:  vendor’s original invoices and 
or sales receipts or cash register tapes.  Balance due statements, copies, and credit card slips that only have a total 
are not acceptable because the items do not provide appropriate detail.   
 
Please note that Principals may approve direct pays for their own expense that are $100 or less.  All requests over 
$100 must be approved by the appropriate supervisor. 
 

Direct Pay Requests can no longer be used for: 

 Field trips or any other event (prom, graduation, facility rental, etc.) requiring multiple payments.  In these 
instances, a purchase order is required.  

 Printing services may not be paid for with a direct pay request.  All printing jobs must be submitted 
through the appropriate purchase order process in advance of placing the order.  This is a legal bid issue 
and compliance is mandatory. 

 Items that can be obtained through the purchase order process.  If a direct pay is received for such, a 
purchasing violation letter may be issued to the originator.  The letter will require an explanation of the 
reason for the procedure violation and a sign off by the appropriate supervisor.  Repeated violations may 
result in the loss of purchasing privileges. 
 

Unapproved purchases by employees will not be reimbursed. In addition, State sales tax will not be 
reimbursed. 

 
No employee payments, other than reimbursements, may be made through direct pay requests.  Payments to 
employees for services rendered must be paid through the payroll process. 

  

DIRECT PAY REQUESTS 
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ENTERING DIRECT PAY REQUESTS 

 Enter sufficient information so the vendor can recognize how to apply payment.  This can be 
accomplished by using a provided invoice number, explanation in the comments folder of MUNIS® 
Invoice Entry, or providing a copy of the invoice to be mailed with the check. 

 If an invoice number is not provided by the vendor please use the following guidelines for the “invoice 
number”. 

 
Travel Advances 
Use:  “ADV (date of travel)” 
i.e.:  ADV 11/9-11 
 
Travel Reimbursements 
Use:  “REIMB (date of travel) 
i.e.: REIMB 11/9-11 
 
Referees/Umpires 
Use:  “OFFIC (date of service) 
i.e.:  OFFIC 2/4 
 
Private Band/Music Lessons 
Use:  “PRIV BAND (date of service & school)” 
i.e.:  PRIV BAND 2/5 MHS 
 
General Contracted Services 
Use:  “CONT SERV (date of service)” 
i.e.:  CONT SERV 2/2 
 

 The “reason for reimbursement” should describe the reason for the request [i.e., 1 year – Time 
magazine – (teachers’ name)], or if payment for mileage, indicate “20 miles, 2/07-3/07 – Plano 
seminar.” 

 If payment is for a travel advance please see TRAVEL ADVANCE section. 
 Turn the SIGNED Direct Pay Request into Accounts Payable along with two (2) copies of any 

attachments. If you would like a copy of the request or invoice to be mailed with the check, please 
fold and staple to the side of the direct pay. 

 If the check is to be mailed to an address other than the vendor file address, write this on the signed 
Direct Pay Request.  Attach an envelope with the mailing address to be mailed directly by Accounts 
Payable. 

 If the check is to be returned to the campus or department, you MUST flag the request with a ( √ ) for 
a separate check, especially on field trips!  Please note that the system is defaulted to an “N” no for 
separate checks. 

 Please refer to the MUNIS® Users Guide for detailed instructions on entering Direct Pays. 
  

DIRECT PAY REQUESTS 
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Direct Pay entries will be approved by Accounts Payable weekly.  The deadline for paperwork is Monday by 4:00 
p.m. of each week.  Checks will usually be cut each Tuesday and distributed on Thursday, depending upon 
department workload and availability.  Month-end closings, holiday scheduling, and payroll requirements for 
printing may dictate changes in the proposed schedule on a last minute basis.   Please try to plan ahead and do 
not delay until the week a check is needed on campus before submitting your requests.  Please refer to the 
Schedule of Direct Pay Runs sent on the monthly Business Services Group calendar.  Campuses may access 
payment information utilizing Department – Vendor Inquiry on MUNIS® System. 
 
Accounting will send monthly the weekly CK run labels used for the batch header of direct pays.  Be sure to enter 
this label exactly as indicated. 
 
Example of Direct Pay Request 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

DIRECT PAY REQUESTS 
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DESCRIPTION:  Expenses that are being prepaid in the current school year, but will need to be expensed or 
charged to the next school year budget.  This form is to be attached to the Direct Pay and submitted to 
Accounting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The “1410” code can be used when entering a purchase requisition for items like registrations that require 
payment now, but the conference/event is not until July.  The campus will need to enter the next year budget 
code in the “GENERAL NOTES” so Accounting can charge the expense to the new year budget. 

DIRECT PAY REQUESTS – PREPAID EXPENTIURES “1410” 
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DESCRIPTION:  Purchasing will not be assigning individual vendor numbers for “REFUNDS”.  VENDOR # 1 has 
been set up as a One-Time Pay for REFUNDS.  This is the vendor number you will use to enter your direct pay 
request whenever you need to process a refund.  Refunds consist mostly of reimbursements to parents for 
things like Field Trip/Camp, Laptop Fees, Library/Textbook, Summer School and Food Service Refunds.   
 
NOTE:  This process is not intended for employee reimbursements for travel, supplies or mileage.   If the 
employee is getting a parent refund, then you will use the new “REFUND” process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DIRECT PAY REQUESTS - REFUNDS 
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DIRECT PAY REQUESTS - REFUNDS 
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DIRECT PAY REQUESTS - REFUNDS 
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DESCRIPTION: Donations of cash, equipment, and various other items may be given to the District.  All donations 
should be accepted by signature on the Gift Acceptance Form by the Principal/Department Head and the 
applicable Assistant Superintendent of Secondary or Elementary Education. Additionally, if the donation is UIL 
related the Director of Fine Arts or the Athletic Director, as applicable, should accept by signature.  If the item is 
equipment or facility related, the Chief Operations Officer should also sign.  The Gift Acceptance Request Form 
can be found on the Business & Finance website under Business Forms.  Monthly reports of all donations are 
presented to the Board of Trustees.  The Board will approve/disapprove all donated items $5,000 and over. 
 
All accepted gifts, grants, or bequests will become District property and may not carry the name of the sponsor or 
donor except upon approval of the Board of Trustees. Costs of installation should be considered when monies are 
accepted to purchase equipment or when equipment is donated. It must be determined who will defray the cost 
of installation and /or maintenance prior to the acceptance of such gifts.  Installations will be coordinated under 
the direction or with the approval of the Chief Operations Officer. 
 
 Please see MISD Administrative Regulations for additional details regarding donations/gifts.  
 

 

 
 
 
  

DONATIONS / GIFTS 
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DESCRIPTION: Purchase order required. 
 

 
DESCRIPTION: See - Repairs Section 
 

 
DESCRIPTION: Under Texas Education Code 44.031 (h), “if school equipment, school facility, or a part of a school 
facility or personal property is destroyed or severely damaged or , as a result of an unforeseen catastrophe or 
emergency, undergoes major operation or structural failure, and the Board of Trustees determines that the delay 
posed by the methods provided for in this section would prevent or substantially impair the conduct of classes or 
other essential school activities, then contracts for the replacement or repair of the equipment or the part of the 
school facility may be made by methods other than those required by this section.” 
 
Notwithstanding any other provision of the Education Code, in the ev3ent of a catastrophe, emergency, or natural 
disaster affecting the District, the Board may delegate to the Superintendent or designated person the authority 
to contract for the replacement, construction, or repair of school equipment or facilities under Education Code 
Chapter 44, Subchapter B if emergency replacement, construction, or repair is necessary for the health and safety 
of District staff and students. 
  

DUES 

EQUIPMENT REPAIRS 

EMERGENCY PROCUREMENTS 
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DESCRIPTION: The Purchase Requisition may be a summary listing of the items to be purchased, but must include 
the following: 
 

1. Estimated total cost of total purchase. 
2. Brief listing of types of items to be purchased as descriptive text. 
3. Purpose of purchase. 

 
An estimate purchase order is for one-time use only!  If a campus or department intends to purchase items from 
the same vendor throughout the year, then a blanket purchase requisition should be issued.  (Please see Blanket 
Purchase Requisitions for more information.) 
 
EXAMPLE: 
 

 

 
The summarized list will enable the Purchasing Department to review the items before the purchase is made to 
ensure it does not include restricted items. 
 
After the Purchase Requisition is converted, it will be returned to the campus to be hand carried to the vendor.  
Be sure to enter General Notes "Return Purchase Order to Campus."   
 
After receipt of goods, the Secretary will enter receiving on the MUNIS® System.  Write the Purchase Order 
number on the receipt and forward to the Accounts Payable. 
  

ESTIMATED PURCHASE ORDERS 
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DESCRIPTION: The following purchase methods should be used when using Federal Funds 
 
MICRO-PURCHASES (Purchases up to 49,999) 
 
Micro-purchases may be awarded without soliciting competitive price or rate quotations if the District considers 
the price to be reasonable based on research, experience, purchase history or other information and documents 
it files accordingly.  The cost of the items purchased using the micro-purchase method is cumulative across the 
grant year and cannot exceed a total of $49,999. 
 
SMALL PURCHASES (Purchases from $10,001 - $49,999) 
 
Federal grant purchases totaling between 10,001 and $49,999 require written, emailed, or faxed quotations from 
at least three (3) qualified vendors.   
 
COMPETITIVE PROCUREMENT (Purchases from $50,000 and over) 
 
Federal grant purchases of $50,000 or more in the aggregate, for each 12-month period require a formal bid.  
These methods are used to obtain competitive prices, terms, and conditions from vendors for goods and/or 
services that provide the best value to the district.  The vendor must also have properly completed the EDGAR 
certification document contained in the bid documents before federal funds are used to purchase goods and/or 
services. 
 
Competitive is when at least three (3) bidders offer prices based on identical specifications.  Fewer than three (3) 
responses is acceptable if after solicitation of a number of sources, competition is determined inadequate. 
 
Competitive procurement options: 

1) Competitive bidding 
2) Competitive sealed proposals 
3) Request for proposals, for services other than construction services 
4) Interlocal/Cooperative contracts 
5) Design-build contracts 
6) Contract to construction, rehabilitate, alter, or repair facilities that involve using a construction manager 
7) A job order contract for the minor construction, repair, rehabilitation, or alteration of a facility 
8) Reverse auction procedure as defined by Section 2155.062(d), Government Code; or 
9) The formation of a political subdivision corporation under Section 304.001, Local Government Code. 

 
SIMPLIFIED AQUISITION (Purchases from $250,000 and over) 
 
Federal grant purchases of $250,000 or more in the aggregate, for each 12-month period require a formal bid or 
competitive sealed proposal.  An independent estimate must be performed prior to receiving bids or proposals 
and a cost/price analysis after bids/proposals are received but prior to an award. 
  

FEDERAL FUND PURCHASE METHODS 
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FIELD TRIP EXPENSES – TICKETS 
 
DESCRIPTION:  Payment requests for field trips should be submitted on a Purchase Requisition, using the General 
Note “Advance Payment Required”.  Charter expenses (transportation), Sky Ranch expenses, and any other trip 
requiring a down payment and multiple payments, should be requested through the purchase order process.  If a 
contract with the vendor is involved, forward it to Accounts Payable, after following the procedures outlined under 
the section "Consultant/Contracted Services." 
 
If field trip sponsors are accepting payments from students for expenses, cash receipting and deposit procedures 
should be followed.  Please see procedures outlined in MONEY PROCESSING. 

FIELD TRIP EXPENSES – TRANSPORTATION 
 
DESCRIPTION:  Field trip requests are processed on-line through the Transfinder LE System.  Requests are entered 
at the campus/department level and approved through four levels.  Training and questions regarding the system 
should be directed to the field trip coordinator of Durham services at 972-542-8316.  Request entries should be 
made at least 10 days prior to the trip.  An account number is required. Field trips must be coded to object code 
“6494” from the campus PPA or activity funds. 
 
The Accounting Department will send monthly to campuses/departments a copy of the detail of amounts charged 
by Durham for field trips and shuttles for their areas of responsibility.  It is the campus/department responsibility 
to retain the copy for their records and to contact Accounting to correct account codes. 
 

 
DESCRIPTION: For occasional film processing, petty cash may be used.   
 
For recurring processing, a blanket purchase requisition may be entered to local retail vendors.  Do not use CVS 
unless using Petty Cash. 
 

 
DESCRIPTION:  Refer to the MUNIS® manual for Freight Charges instructions. 
  

FIELD TRIP EXPENSES 

FILM PROCESSING 

FREIGHT CHARGES 
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DESCRIPTION:   See – Account Transfer  
 

 
DESCRIPTION: Fundraisers operated by a class or club at McKinney ISD are subject to district Purchasing and 
Accounting guidelines.  District guidelines for fundraisers may be found on the MISD website.  Detailed accounting 
guidelines are included in the Activity Fund Manual.  Sponsors should be aware of their responsibilities concerning 
inventory, cash handling, and reporting.  Items for fundraisers must be ordered on an authorized district purchase 
order.  The purchase order can be entered as a blanket purchase order. 
 
Fundraising revenue should be used to benefit the group as a whole. 
 
Raffles cannot be conducted by any District Club or organization as a fundraiser.  The District does not meet the 
Texas statutory requirements to do so.  In addition, the statutory requirements do not allow the District to conduct 
Bingo as a fundraising activity. 
 
Prizes to students to assist with fundraising activities can only be offered by a third party vendor who must be the 
presenter of such items. 
  

FOOD APPROVAL FORM 

FUNDRAISERS 
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DESCRIPTION:  ALL FURNITURE REQUESTS SHOULD BE SUBMITTED ON A BLUE REQUISITION FORM AND 
FORWARDED TO THE PURCHASING DEPARTMENT.  All furniture items should be use object code “6397”.  
 
Annual contracts for furniture items are a result of the bid process and the Purchasing Department will determine 
if any items are covered by a contract price. 
 
The Purchasing Department will place the order with the vendor and coordinate the delivery & installation 
process. 
 
Upon receipt of goods, make sure any visible damages are noted on the packing list before signing for the delivery.   
 
The campus secretary will be responsible for forwarding the packing list to the Purchasing Department. 
 
Upon receipt of the packing list, Purchasing will enter receiving on the MUNIS® System. 
 
FURNITURE CATEGORIES 
 

- Appliances (includes refrigerators, microwaves, 
washer/dryers, etc.) 

 

- Art Furniture  
- Cafeteria Tables  
- Cabinets  
- Chairs  
- Clinic Furniture  
- Computer Furniture  
- Early Childhood Furniture 
- Library Furniture 
- Music Furniture 
- Office Furniture – includes File Cabinets 
- Science Furniture 
- Student Desks 
- Tables 
- Teacher Chairs 
- Teacher Desks/Lecterns 

 

 
For any items not listed, please call the Purchasing Department for assistance. 
 
 
  

FURNITURE 
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PURCHASE REQUISITION GENERAL NOTES: 

 
DESCRIPTION: General Notes are used to communicate information to the vendor, Purchasing Department and 
Accounts Payable.  These are notes that can be added to your purchase requisition by clicking on GENERAL NOTES 
button and using the IMPORT feature to select the appropriate note.  These notes will print at the bottom of the 
purchase order as long as the Print on PO is check marked.  
 

 
 
 
 

CONTRACT ATTACHED – DEPOSIT REQUIRED 
 
Use when both of above notations are required for a purchase order. 
 

ADVANCED PAYMENT REQUIRED 
 
Use when a vendor requires advance payment and/or will not accept a Purchase Order alone.   

 
1. Purchasing Department will forward the original Purchase Order to Accounts Payable. 
 
2. The campus must send Accounts Payable a copy of the order form or advertisement stating 

that an advance payment is required. The vendor’s address and phone number should be on 
the order form. Payment will not be issued until this information is received. Please check the 
back-up for complete and accurate information.  If a price cannot be determined from the 
paperwork that will establish the amount of the advance, then the backup cannot be 
considered complete.  Please be sure to indicate the purchase order number on the back-up 
that is sent in.  This will help speed up your request.  If check is needed quickly, please contact 
the applicable Accounts Payable clerk.  

 
3. After obtaining the “goldenrod” copy of the purchase order, enter a receiving record on the 

system even though items have not been received. 
 

4. Be sure to check that the items are shipped. 
 
5. Accounts Payable will issue a check to the vendor and send the check and purchase order to 

the vendor.  If the vendor is a Control Pay vendor as indicated on the General Tab as “Active 
Card Integration” in the MUNIS® vendor file, a check will not be issued and the payment will 
be by credit card.  If documentation needs to be returned to the vendor, the personnel 
requesting the purchase order should send separately and indicate the payment was made 
by credit card.  See Control Pay – Payments by Credit Card. 

 
  

GENERAL NOTES 



 

ACCOUNTING/PURCHASING PROCEDURES 

 Page 67  

REVISED 04/18/2024 

 
RETURN CHECK TO CAMPUS 

 
Use when a vendor requires advance payment and/or will not accept a purchase order alone and the campus 
must take payment with them at the time of purchase and/or service.   

 
1. Purchasing Department will forward the “original” Purchase Order to Accounts Payable. 
 
2. The campus must send Accounts Payable a copy of the order form or advertisement stating that an 

advance payment is required.   Payment will not be issued until this information is received.  Please 
indicate the purchase order number on the back-up being sent in.  Please check the paperwork for 
completeness.  An amount due is required to be clearly visible on the paperwork before it can be 
considered complete. 

 
3. Receiving must be done as soon as the goldenrod is received.   
 
4. Accounts Payable will issue a check to the vendor and send the check and Purchase Order to the 

campus.  If the vendor is a Control Pay vendor as indicated on the General Tab as “Active Card 
Integration” in the MUNIS® vendor file, a check will not be issued and the payment will be by credit 
card.  If documentation needs to be returned to the vendor, the personnel requesting the purchase 
order should send separately and indicate the payment was made by credit card.  See Control Pay – 
Payments by Credit Card. 

 
5. Receipts or proof of purchase must be sent to Accounts Payable within 10 days of purchase.   

 
 

RETURN PURCHASE ORDER TO CAMPUS 
 

Use when the campus needs the “original” Purchase Order returned to hand deliver to a vendor (i.e., Sam’s Wal-
Mart, Kroger) or when you have an order form or other documentation that is required to be sent with purchase 
order.  The campus will then be responsible for sending the purchase order and order form or documentation to 
the vendor. 
 

CONFIRMATION ONLY 
 
Use when a Purchase Order Number is required to hold a reservation – see AIRLINE RESERVATIONS section for 
example. 

 
  

GENERAL NOTES 
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DESCRIPTION: Gift certificates/cards are not allowed as awards to District personnel. 
 
If needed for another purpose, please check with Accounting/Purchasing.  If approved, the purchase must come 
from 865 funds. 
 

  
DESCRIPTION: Hotel charges for an employee should be included with a travel advance through a direct pay 
request for travel.  Please treat the hotel request as a separate line item.  
 
Please note that checks will not be made payable directly to the hotel, unless a purchase order is utilized.  Some 
hotels, (i.e., Amerihost, Super 8) will accept a purchase order for reservations and will bill the district for charges.  
Please verify with the hotel of choice to be sure this process is acceptable prior to issuing a purchase order. 
 
The District is exempt from state occupancy tax only. 
 
Hotels.com, Expedia, Airbnb and third party reservation companies do not provide acceptable receipts detailing 
taxes and should not be used. 
 
If reservations are made through an unacceptable company, the state occupancy tax rate of 6% will be deducted 
from the hotel bill and not reimbursed to the employee. 
 
TRAVEL ADVANCES: 
For travel advances, see TRAVEL ADVANCES section of manual. 

 
NON-REIMBURSEABLE EXPENSES: 
McKinney ISD does not cover personal expenses such as the following: 

- Movies 
- Room Service (other than regular perdiem amounts) 
- Phone Calls (other than to MISD Offices/Campuses) 
- Internet 
- Any Charges for Texas sales tax 

TEXAS STATE OCCUPANCY TAX 
McKinney ISD is exempt from Texas State Occupancy Tax.  A Texas Hotel Occupancy Tax Exempt Certificate must 
be completed and signed by the employee/guest traveling, and should be presented to the hotel upon arrival.  
(See example following.) 

OUT OF STATE OCCUPANCY TAX 
McKinney ISD is not exempt from out of state, city or county occupancy taxes. 

--See example-- 

GIFT CERTIFICATES 

HOTEL RESERVATIONS 
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EXAMPLE: 

 

INTERNET PURCHASING / ONLINE PURCHASES 
 
DESCRIPTION: Certain items required by staff may be available from online .com sites that will not take a 
purchase order.  The buyer may give their personal credit card and ask for reimbursement by direct pay only if 
prior approval has been received by Principal/Department Supervisor and Accounting Department.  Please see 
DIRECT PAY section. 
 

INVOICES 
 
DESCRIPTION: Invoice Payment Terms are Net 30 Days.  All invoices must be forwarded upon receipt to the 
Accounting Department.  All invoices should note the purchase order number.  Originators of unauthorized 
purchases may receive a Purchasing Violation Letter that will require an explanation for the reason for the 
purchase and supervisor approval.  Repeated violations may result in the termination of purchasing privileges. 
 

HOTEL RESERVATIONS 
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JANITORIAL SUPPLIES 
 
DESCRIPTION:  The current custodial services contractor, provides janitorial supplies.  Please contact custodial 
services contractor for janitorial materials. 
 
 

LIBRARY BOOKS 
 
DESCRIPTION: Campuses may refer to the Awarded Vendors List on the Purchasing Department website under 
Awarded Bids, for approved vendors to purchase library books from.  Blue requisition forms may be filled out and 
given to the campus secretary for placement of Purchase Requisitions. 
 
A “Blanket” Purchase Requisition should be issued to the vendor for book orders and coded General Notes – 
Return Purchase Order to Campus.  Please enter a new blanket purchase requisition each time you place a book 
order.  The secretary should add the following lines to the Blanket Purchase Requisition for book orders: 
 
 

 
 
 
When the campus secretary receives the “original” purchase order copy, she should attach the detailed order 
form and either email it to the vendor or the Librarian may place order online. 
 
When the order arrives at the campus, the Librarian should check it against the packing list (the order may be 
partial) and immediately give packing list to the campus secretary.  The campus secretary will enter Receiving in 
MUNIS®. 
 

 

LIGHT BULBS 
 
DESCRIPTION:  Enter a work order for the Maintenance Department to obtain light bulbs. 
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LOCAL RETAIL STORES 
 
DESCRIPTION: Petty Cash may be used for local purchases under $100.00.  A sales tax exemption form should 
be presented or sales tax will not be reimbursed.  For purchases over $100.00, a Purchase Requisition must be 
issued to the vendor.  The Purchase Requisition may be a summary listing of the items to be purchased, but must 
include the following: 
 

1. Estimated total cost of total purchase. 
2. Brief listing of types of items to be purchased as descriptive text. 
3. Purpose of purchase. 

 
An estimate purchase order is for one-time use only!  If a campus or department intends to purchase items from 
the same vendor throughout the year, then a blanket purchase requisition should be issued.  (Please see Blanket 
Purchase Requisitions for more information.) 
 
EXAMPLE: 
 

 

 
The summarized list will enable the Purchasing Department to review the items before the purchase is made to 
ensure it does not include restricted items. 
 
After the Purchase Requisition is converted, it will be returned to the campus to be hand carried to the vendor.  
Be sure to enter General Notes "Return Purchase Order to Campus."   
 
After receipt of goods, the Secretary will enter receiving on the MUNIS® System.  Write the Purchase Order 
number on the receipt and forward to the Accounts Payable within 24 hours. 
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MAIL - POSTAGE METER 
 
DESCRIPTION: Campuses may use the Administration Building postage meter machine to run postage for large 
mailings.  Please see the Purchasing Department before using the machine.  You will need to turn in a completed 
Postage Meter Usage Form to Accounting.  
 

 
 
NOTE:  All bulk mailings will need to be taken to the post office and can be dropped off inside the building. 
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MAIL - INTERCAMPUS 
 
DESCRIPTION: Any lettered mail or documents to be transported between campuses. 
 

1. Interoffice mail will be picked up daily by our mail personnel. 
2. Letters and documents must have the name of the campus and person that the material is going to.  

The department must appear on interoffice mail going to the Administration office. 
3. Daily pickup and delivery schedules start at approximately 9:00 a.m.  (See delivery schedule below) 
4. Please have the previous day’s interoffice mail tubs emptied prior to placing outgoing mail in the tubs 

to be picked up. 
5. Please have outgoing interoffice mail ready and in the designated pick-up area before the driver 

arrives. 
6. Due to liability risks, personal gifts will no longer be transported in the interoffice mail. 
7. For security reasons, the mail personnel cannot deliver personal boxes or packages going to the post 

office. 
8. Interoffice mail is to be used for MISD business only.  Utilization for items of a personal nature is not 

allowed.  
 

INTER-OFFICE MAIL ROUTE 
Starts at approximately 9:00 am 

 
 

1. MAINTENANCE 
2. GREER / FOOD SERVICE 
3. MCKINNEY LEARNING CENTER 
4. ADMINISTRATION 
5. FAUBION 
6. BURKS 
7. CALDWELL 
8. MCKINNEY HIGH SCHOOL 
9. FINCH 
10. MALVERN 
11. WEBB 
12. PRESS 
13. DURHAM TRANSPORTATION 
14. SCOTT JOHNSON 
15. CRC 
16. MCKINNEY NORTH HIGH SCHOOL / SERENITY 
17. VEGA 
18. COCKRILL 

19. MCCLURE 
20. MCKINNEY BOYD HIGH SCHOOL 
21. MINSHEW 
22. DOWELL 
23. GLEN OAKS 
24. WILMETH 
25. EDDINS 
26. BENNETT 
27. WOLFORD 
28. EVANS 
29. RUEBEN JOHNSON 
30. MCGOWEN 
31. MCNEIL 
32. WALKER 
33. SLAUGHTER 
34. LAWSON EARLY CHILDHOOD 
35. CLUB 360 
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MAINTENANCE AGREEMENT 
 
DESCRIPTION: A Purchase Requisition should be issued for maintenance agreements and include the following 
information: 
 

 Description of Service 
 Contract Dates (Beginning and Ending) 
 Terms 
 Contact Person 

 

MEALS 
 
DESCRIPTION: See – The Following Sections: 
 
 Direct Pay Request (for Reimbursement) 
 Petty Cash 
 Travel Advances 

EMPLOYEE & STUDENT PER DIEM ALLOWANCE 
 

 Breakfast  $  8.00 
 Lunch  $10.00 
 Dinner  $18.00 

 
Receipts are not required for employees’ per diem meals that are requested as reimbursement from funds other 
than grant funds. 
 
Per Diem meals are defined as meal expenses allowed while traveling overnight. 

- Employees are only allowed per diem for overnight stays unless accompanying students. 
- Students traveling for school activities overnight may also receive per diem.  The trip sponsor should have 

each student sign verification of the amount of meal funds received. 
 
Meal Expense –Grant Funds:  Employees requesting reimbursement for meals utilizing grant monies must provide 
actual receipts.  Reimbursement is allowed only for meals on overnight trips and for the maximum amount of $36 
a day.  
 
Campus Meeting Meals: Reimbursements requested for meals where only MISD employees are present can be 
paid from campus activity (fund 461) or student activity (fund 865) funds using object code “6499”.  The use of 
199 funds require prior approval from CFO using the Food Approval Form (see Account Transfer Section).   
 
Business Meals: When reimbursement for meals from budgeted funds is requested when non-MISD employees 
are present, a detailed receipt must be provided, the business purpose of the meeting must be given, the names 
of the parties present must be listed, and Superintendent approval is required. 
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MEMBERSHIP DUES 
 
DESCRIPTION: Membership dues can be paid using a purchase order.  All memberships are coded to object code 
6495.  Receiving on the purchase order will need to be completed after issuance in MUNIS® System – Purchase 
Order Receiving.  In addition, an invoice stating the amount to be paid must be provided to Accounts Payable.   
 
 

MILEAGE 
 
DESCRIPTION: As of 1/1/24, the mileage rate is $.67 per mile.  The mileage chart between District schools can be 
viewed on the Business & Finance website under Business Forms.  See the chart below for mileage to major cities 
in Texas.  For mileage reimbursement to other areas, please attach a copy of the proof of distance traveled, such 
as MapQuest or Google Maps. 
 
Advance/Reimbursement can be made using: 
 
 Direct Pay Request 
 Travel Advance Request Form-Employee 
 Petty Cash (up to the $100 limit) 
 

See-  Direct Pay Request Section 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

CITY MILES (EACH WAY) - TO/FROM
MCKINNEY

ARLINGTON 50
AUSTIN 225
DALLAS – DFW AIRPORT 37
DALLAS – LOVE FIELD AIRPORT 32
FORT WORTH 55
HOUSTON 269
MESQUITE 38
RICHARDSON – REGION 10 20
PLANO 14
SAN ANTONIO 304
WACO 125
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MILEAGE 
 
DESCRIPTION: McKinney ISD Mileage Log 
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MONEY PROCESSING 
 
DESCRIPTION: Money collected at the campus level may be for activity funds, general operating funds, re-deposit 
of advance travel funds, etc.  
 
The two steps in money processing are “Receipts” and “Deposits” as explained below: 

RECEIPTS 
 
A McKinney ISD Receipt must be issued for all money collected. MISD Receipts must have the following 
information: 
 

 School name  
 Account code affected by the deposit 
 Date the money was received 
 Name of individual or organization paying the money 
 Explanation for receipt of the money and amount 
 Signature of person receiving the deposit 
 

Receipts and cash/checks are to be kept together until needed for bank deposit. 

Receipt books may be purchased from Office Depot, Sam’s, etc.  See sample below: 
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MONEY PROCESSING 

DEPOSITS 
 
DESCRIPTION:  Deposits are made to the McKinney ISD Operating Account at the district’s current depository 
bank.  Under no circumstances are individuals, individual schools or organizations allowed separate bank 
accounts.  Please note that PTA, PTO and Booster Club organizations are separate entities from the school.  
Campuses or departments should never give out district information to one of these organizations.  These 
organizations, as independent entities, must apply for their own tax exempt status and organizational 
identification number. 
  
If campuses or departments have questions with regard to the bank currently acting as the district’s depository 
bank, please contact the accounting department. 
 
Deposit slips are furnished by Accounting and are issued with three copies: 
 White - Bank Copy 
 Yellow - Bank Copy 
 Pink - Campus Copy 

 
Deposits will be picked up by a courier and deposited at the bank.  Instructions for the preparation of deposits are 
listed below.  
 
Preparing Deposits: 

1. Currency and coins should be tallied and listed on the deposit slip. 
2. List each check in the deposit by showing the last name and amount of the check on the deposit slip.  For 

items that exceed the available deposit slip space, please use the Multiple Receipts procedure. 
3. Checks should be stamped with the bank endorsement stamp along with the campus name stamp with 

account code. 
4. List the check account code and amounts with descriptions on the deposit slip.   

 
Multiple Receipts - For multiple receipts a list including the last names, check numbers, and amounts should be 
attached to the campuses pink copy for deposit verification.  See sample Deposit Slip: 
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MONEY PROCESSING 

 
DEPOSITS (Continued) 

 
Plastic deposit bags are used by the district to make deposits and are provided by CDC. 
 
The following procedures should be used when completing deposit bags for courier pick-up: 
 
1. Paper clip your checks, cash, white and yellow deposit slips together and put in plastic disposable deposit bag.  

Please do not use any staples on the deposits. Please total each deposit slip. You should put only one deposit 
per bag, per the bank’s request.   

2. Make sure the bag number has been put on the deposit slip before separating the copies. 
3. Loose coins do not need to be rolled.  Put coins in deposit bag with checks/cash. 
4. Seal the bag and note on the front of the bank bag the campus name, the bank name, account number, and 

amount deposited. See the Bank Bag Example. 
5.  The courier will provide each campus with specific instructions.  Campuses will receive a receipt book.  The 

bag number and amount will be entered in the receipt book. 
6. The courier will sign the book upon pick-up with the date and time.   

 
SAMPLE BANK BAG 
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MONEY PROCESSING 

 
 

 
 

POSTING DEPOSITS 
 

The Accounting department will send out a list, by date, of all deposits processed by the bank.  Large corrections 
by the bank will be sent individually to the appropriate campus.  The corrections will be noted by deposit number. 
 
Upon receipt of the email, each depositor will enter their deposits to the MUNIS® system under miscellaneous 
cash receipts.  Please see the MUNIS® User’s Guide for further information. Special instructions regarding due 
dates for deposit postings at month end will be also communicated by email from the Accounting Department. 
 
Please note that the cash account that fills automatically in the MUNIS® screen should NEVER be changed.  If 
accidentally erased, please re-enter: 100.00.1110.00.000.00.000. 
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DESCRIPTION:  Campuses can submit a request to the Purchasing Department for moving boxes and tape if they 
have a program moving to another campus or if their campus is being renovated/refreshed.  This expense will be 
paid by the District, unless the campus is moving staff within the building, then this expense will be paid for by 
the campus.  The form is located on the Purchasing website under the Purchasing Manual and Forms section. 
 
Purchasing enters the purchase requisition and sends an email to the Central Distribution Center to process the 
request, pull the order from stock and deliver to the campus. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MOVING REQUESTS 
 
DESCRIPTION: Requests for moving items from one campus to another (i.e. boxes, choir risers, folding chairs, 
furniture) should be sent to the Director of the Central Distribution Center, either via email or using the work 
order system.   
 
The following information should be detailed: 
 

 Date items to be moved 
 Date items to be returned (if applicable) 
 Complete description of request 
 Location from and location to 
 Contact person 

  

MOVING BOXES AND TAPE 
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DESCRIPTION: Specific purchases may not allow for competition due to the nature of the service, based on how 
it is made available or who will be providing the service, and if no true competition exists.  These qualifying 
purchases may be approved by the Purchasing Department and be designated as a non-competitive procurement.  
However, if the Purchasing Department determines that competition can be found, the procurement must meet 
the standard purchasing guidelines for competitive purchases. 
 
This designation does not conflict with the requirements set for in Section 44.031(j) of the Texas Education Code 
for items that qualify to be purchased form a single source (see Sole Source Purchases). 
 
Purchase of certain services made under this process include, but are not limited to the following: 
 

 Expertise or service that is available only through a governmental entity, whether local, State, or Federal, 
to comply with legal requirements 

 Membership into a professional organization 
 Fees associated with UIL or other school related competitions 
 Registration fees related to a conference, assembly, seminar, workshop, or training session related to 

school business or job skills in a specific discipline or area of expertise 
 Subscription fees to particular publications needed in the performance of duties or education 

requirements 
 Field trips to specific location events 
 Rental property or facility for school business 
 Software and online subscriptions:  Purchase of a given software application and/or online software 

subscription not exceeding $50,000 in the aggregate for a given fiscal year do not require multiple price 
quotes.  However, the expenditure amount of the same software by multiple locations must be 
aggregated as if they were one and the same contract, and if the aggregate amount between all locations 
exceeds $50,000 in one fiscal year, then the software must be procured through a formal competitive 
procurement process or purchase through an Interlocal/Cooperative agreement 

 Exceptions authorized by the Purchasing Director:  Specific circumstances leading to waiving standard 
purchasing procedures may involve situations including, but not limited, time sensitive procurements 
where standard procurement procedures would cause a disadvantage to the District, lack of known 
qualified vendors, etc.  These exceptions will be reviewed and considered on a case-by-case basis. 

  

NON-COMPETITVE PURCHASES 
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NOTARY 
 
DESCRIPTION:  Use an “approved” vendor in the MUNIS® System vendor file.  You can search using the “User 
Defined tab under “Category” and type NOTARY. 
 

1) Complete application on the appropriate vendor website. 
2) Create a purchase requisition based on the “package” chosen.  Add the General Note – “Advance 

Payment Required”. 
3) Once purchase requisition has been approved, you will need to do the receiving on the purchase order. 
4) Send application to Accounts Payable to be mailed with the check. 

 

NOTICE OF NON-COMPLIANCE WITH PURCHASING POLICY 
 
DESCRIPTION:  This letter is issued by the Accounting Department when campuses submit a Direct Pay Request 
that is in violation of Purchasing policies. 
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PETTY CASH 
 
DESCRIPTION: Petty Cash may NOT be used for: 
 
 Any State Sales Tax expense or State Hotel Occupancy Tax. 
 Payment to an individual or employee for services performed. 
 Any contracted services. 
 Any purchases using federal funds (i.e., Head Start) unless processed through the Office of Federal 

Programs.   
 Any Reimbursement exceeding $100. 

PETTY CASH ADVANCE 
 

1. Employee should complete a Blue Requisition Form indicating items to be purchased.  If purchase is under 
$100.00 and the employee wishes to use Petty Cash, "Petty Cash Request" should be noted on the bottom 
of the Blue Requisition Form. 

 
2. Petty Cash Requests must have Principal approval on Blue Requisition Form. 
 
3. Secretary issues employee the Petty Cash advance for the amount requested.  Employee signature is 

required on the bottom of the Blue Requisition Form verifying they have received the Petty Cash. 
 
4. The Blue Requisition Form is filed in “OUT” file.  This signifies that a return receipt is still out and needs to 

be returned by the employee.  Transactions should not remain "Out" more than 3 working days. 
 
5. When employee returns receipt to the Secretary, it should be attached to the Blue Requisition Form.  If 

the receipt is for a lesser amount than the original advance, the employee is to return the difference to 
the Petty Cash fund.  If the receipt is for more than the original advance, the difference is given to the 
employee. 

 
6. The actual amount of the transaction (receipt) is noted at the bottom of the Blue Requisition Form and 

the form and receipt are filed in the "IN" file. 
   

7. Amounts over $100.00 are not allowed, and will not be reimbursed through petty cash. 
 

8. If an individual brings in several receipts for reimbursement, please do not separate to stay under the 
$100 limit.  The individual should be reimbursed by direct pay when presenting receipts totaling over 
$100.  Please see “Direct Pay Requests”. 
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PETTY CASH 

TRAVEL EXPENSES 
 
DESCRIPTION: Employees may be reimbursed for mileage providing the entire transaction is less than $100.00.   
 
The employee should complete the blue Requisition Form indicating the expenses requested. 

Receipts are not required for per diem meals or mileage expenses paid from funds other than grant funds. Per 
Diem meals are defined as meals paid due to travel overnight.  Mileage or meals charged to grant funds cannot 
be reimbursed from petty cash. 

 
As noted above, reimbursement of additional travel expenses to employees with travel advances should be limited 
to $100.   All receipts and reconciliations for travel advances must be returned to the Accounting Department.  
Upon review of the travel reconciliation, the Accounting Department may adjust the amount due to the employee 
and will notify the campus secretary of any additional amount due. Reimbursement for travel charged to grant 
funds cannot be through petty cash and must be requested by direct pay by individual. 

MAINTENANCE 
 
 The Petty Cash box must be properly secured at all times.  Only the Principal and campus Secretary or 

Bookkeeper will be authorized to handle Petty Cash transactions. 
 Petty Cash may be replenished at any time using a direct pay request, (see following replenishment 

procedures).  It is recommended that the fund be replenished when the balance remaining falls to half of the 
total fund amount.   

 Petty Cash should be balanced on a daily basis, or as often as reasonably possible.  If the petty cash fund is 
used a good deal, then daily balancing is the best insurance against discrepancies.  The daily balance sheet 
should be kept current and up-to-date.  Any discrepancies should be reported to the Principal immediately 
and reconciled. 

 The Business Services Group or Audit Services may audit Petty Cash transactions and balance sheets at any 
time. 

DAILY BALANCING 
 

DESCRIPTION:  The Petty Cash fund should be balanced on a daily basis, or as often as reasonably possible.  
Obviously, if no transactions have occurred within a day or two, then the fund should be balanced again as soon 
as transactions have occurred.  To balance the fund follow the steps listed below: 
 
1. Add up your CASH on hand. 
2. Add up your "OUT" transactions (those still pending due to receipts required) 
3. Add up your "IN" transactions (completed transactions) 
 
The total should equal your campus Petty Cash fund.   
 

SEE FOLLOWING FORM SAMPLE  
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PETTY CASH 
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PETTY CASH 

PETTY CASH – REPLENISHING 
 
DESCRIPTION: To replenish your Petty Cash follow the steps listed below: 
 

1. Enter a Direct Pay Request on the MUNIS® System using your campus Petty Cash vendor number.  
2. Attach completed petty cash transactions to the Direct Pay reimbursing your fund. The total of the direct 

pay request should equal the last total on your Daily Balance Sheet.  Retain the Daily Balance Sheet in 
your files. 

3. Please be sure that each blue requisition form has the correct receipt stapled to it individually.  Once all 
blue requisition forms are completed and ready to forward to the BSG for reimbursement, they should be 
neatly bundled together and fastened together.  The neater your reimbursement request, the quicker we 
can process your check.  A binder clip is best for “bundling” the requisition forms together.  This aids the 
Accounting Department in processing in a timely manner.  Please do not use paper clips. 

4. Place petty cash envelope in an interoffice envelope and forward to Accounts Payable.  Please remember 
to allow sufficient time for the Accounting department to process your request.  Checks are cut on a 
weekly basis. 

 
 A check will be issued to “Petty Cash - Campus Name” and forwarded to the campus Secretary. 

The check should be cashed at the district’s current depository bank.  Be sure to ask for the appropriate mix of 
change you will need in your fund. 
 

PRINTING/PHOTOCOPYING/GRAPHIC DESIGN 
 
DESCRIPTION: Campuses may refer to the list of Awarded Vendors on the Purchasing Department website under 
Awarded Bids.  Blue Requisition Forms may be filled out and given to the campus secretary for placement of 
orders. 
 
 Printing orders sent to a vendor for them to perform a service of printing should be charged to 6299. 

 
 Pre-printed forms that are purchased as supplied by the company should be charged to 6399.   

 
 All printing orders must be placed through the purchase order process in advance of requesting the service 

using an “approved” vendor. 
 
 All District Logos must be approved, prior to using, by the Communications Department. 
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PROFESSIONAL SERVICES 
 
DESCRIPTION:  Under Texas Education Code 44.031 (f), this section does not apply to a contract for professional 
services rendered, including services of an architect, attorney, certified public accountant, engineer, or fiscal 
agent.  A school District may, at its option, contract for professional services rendered by a financial consultant or 
a technology consultant in the manner provided by Section 2254.003, Government Code, in lieu of the methods 
provided by this section.  Federally funded professional service contracts must be made on a competitive basis. 
 
Competitive bids shall not be solicited for professional services of any licenses or registered: 
 

 Certified public accountant 
 Architect 
 Landscape architect 
 Land surveyor 
 Physician, including a surgeon 
 Optometrist 
 Professional engineer 
 State-certified or state-licensed real estate appraiser, or 
 Registered nurse 

 
Contracts for these professional services shall be made on the basis of demonstrated competence and 
qualifications to perform the services and for a fair and reasonable price.  Government Code 2254.002, 
2254.003(S). 
 
In connection with certain professional service contracts, specifically architectural or engineering, Government 
Code 2254 requires a two-step negotiation process.  The two-step process only allows negotiation of price after 
an initial selection based upon demonstrated competence and qualification of the person/firm. 
 
Unless specifically exempted by the Superintendent, all professional services anticipated to cost less than $50,000 
are procured using an informal RFQ process.  Departments forward a recommendation email to the Purchasing 
Director when professional services are required.  The email identifies the following: 
 

 Scope of work 
 Qualification and experience requirements 
 Project description and deliverables 
 Time frames 
 Budgeted amount and budget line items 
 Suggested professional and rationale for determining qualification based selection 

 
Unless specifically exempted by the Superintendent, all professional services anticipated to cost more than 
$50,000 are procured using the formal RFQ process.  The RFQ must specify the evaluation factors to be used to 
determine minimum qualifications and demonstrated experience. 
 
Professional and nonprofessional service contracts involving Federal Funds are required to be made on a 
competitive bases, under 2 CFR 200. 
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PROFIT LOSS FORM FOR ACTIVITY ACCOUNTS 
 
DESCRIPTION: Use the following form to indicate Profit/Loss for Activity Accounts. 
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PTA/PTO ORGANIZATIONS & BOOSTER CLUBS 
 
DESCRIPTION: PTA and PTO Organizations and Booster Clubs are legally separate entities from the school district, even 
though they exist to benefit a campus, activity or the district in some way.  Because of this legal separateness, it is critical that 
no co-mingling of funds take place. 
 
The following bulleted items should be noted: 

 At no time should outside organization funds be deposited into district bank accounts, even on a temporary basis.  
(New organizations will sometimes request this as a favor until their banking is established.)   

 Purchases must be made by these organizations on their own, without the use of district funds, and must be 
delivered to a designated address off campus, such as the home of the organization’s president, secretary, treasurer, 
or other officer. 

 PTA/PTO Organizations or Booster Clubs should never use the district’s taxpayer identification number as if it were 
their own for establishing bank accounts, lines of credit, or relationships with vendors.   

 The district’s sales tax exemption status may not be used by outside organizations, even if the purchase directly 
benefits the school.   

 Checks may not be issued to these organizations for payment of any goods or services.  The financial obligations of 
these groups must be separated from those of the district.  A single exception to this rule may be the payment of a 
complimentary membership for teachers or campus employees out of the principal’s fund for that campus. 

 
There will be times when the PTA/PTO Organization or Booster Club wishes to partner with the district on a purchase whereby 
the district will be paying for a portion of the goods or services ordered.  In this event, the district campus should initiate the 
transaction, specifically a purchase order, using district funds for the purchase, and accept a donation from the PTA/PTO 
organization or Booster Club for their portion of the expense.  Please see the Donations section for reporting instructions. 
 
It would be wise for the campus principal to have the financial commitment in-hand in the form of a check from the 
organization BEFORE the actual purchase takes place.  Below lists in detail the preferred method for partnering with an 
outside source: 
 

1. The campus or department should secure the financial portion of the commitment from the organization BEFORE 
district funds are to be used for the purchase. 

2. Once the organization’s share has been received, the funds should be deposited into a principal’s activity (fund 461) 
revenue account. 

3. The campus or department should then initiate purchase of the agreed-upon good or service by having a purchase 
order issued.  The entire amount of the obligation should be encumbered from district funds.  (The offsetting 
revenue will have already been deposited in the revenue code.) 

4.  After the receiving and invoicing against the purchase order has occurred, the district will issue the payment to the 
vendor for the good or service purchased. 

 
Under no circumstances should the district plan to pay the PTA/PTO Organization or Booster Club for the district share.  An 
alternate method for this purchasing might be to have the vendor invoice the district directly for their share of the purchase.  
If this method is to be used, a purchase order should still be issued in advance of the purchase for the district’s portion of the 
expense. 
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PURCHASE ORDER - ACCOUNT DISTRIBUTION 
 
DESCRIPTION: Multiple budget codes can be used on line item purchase orders, but cannot be used on a Blanket 
purchase order.  Please refer to the MUNIS® manual for account distribution instructions. 
 
EXAMPLE: 
 

 
 
 

PURCHASE ORDER – REVISIONS/CANCELLATIONS 
 
DESCRIPTION:  Purchase order revisions or cancellations (closings) are handled by the Purchasing Department.  
You can enter your request on the Purchasing Department website under the Purchasing Manual and Forms 
section.  It is the campus responsibility to inform the vendor that the order is cancelled.  When requesting that a 
purchase order be “revised”, you must indicate if the vendor is to receive a “revised” copy of the purchase order. 
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PURCHASE ORDER - TYPES 
 
BLANKET PO 
Blanket PO’s are to be used over a period of time for multiple purchases & multiple payments.  The ship to location 
will always be the campus and should be coded return purchase order to campus.  Purchasing will send the campus 
the white and goldenrod copies of the purchase order back to the campus.  (Wal-Mart, Sam’s, Target and Grocery 
Stores, etc.) 
 
ESTIMATE PO 
Estimated PO’s are to be used for one time purchases & onetime payments only.  The ship to location will always 
be the campus and should be coded return purchase order to campus.  Purchasing will send the campus the white 
and goldenrod copies of the purchase order back to the campus. 
 
RETURN PO TO CAMPUS 
The original purchase order will be returned to the campus or department.  The campus is responsible for sending 
to vendor or taking to the store if it’s retail. 
 
ADVANCE PAYMENT REQUIRED 
When the vendor requires payment in advance and will not accept a purchase order alone.  Purchasing will give 
the “original” and “accounting” copy to Accounts Payable.  The “goldenrod” copy will be returned to the campus 
for receiving purposes. 
 
ADVANCED PAYMENT REQUIRED – RETURN CHECK TO CAMPUS 
When the vendor requires payment in advance and will not accept a purchase order alone and the campus wants 
to deliver the check to the vendor (example - Field Trip Admissions).  Purchasing will give the “original” and 
“accounting” copy to Accounts Payable.  The “goldenrod” copy will be returned to the campus for receiving 
purposes.  Once Accounts Payable issues the check, it will be returned to the campus.  If the vendor is a Control 
Pay vendor as indicated on the MUNIS® vendor file General Tab as “Active Card Integration” a check will not be 
issued and the payment will be by credit card.  If documentation needs to be returned to the vendor, the personnel 
requesting the purchase order should send separately and indicate the payment was made by credit card.  See 
Control Pay – Payments by Credit Card. 
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RAFFLES/BINGO 
 
DESCRIPTION: Independent School Districts do not meet the Texas statutory requirements as a qualified non-
profit to conduct raffles.  Raffles may not be conducted by MISD clubs or organizations.  In addition, the 
statutory requirements do not allow the district to conduct Bingo as a fundraising activity. 
 

RECORD RETENTION 
 
DESCRIPTION: Accounting and Purchasing records are retained for seven years.  The exception would be 
records related to bond expenditures which are kept permanently.  Please consult the District Records 
Manager/CDC Director regarding all other record retention. 
 

REGISTRATIONS 
 
DESCRIPTION: Registrations should be entered using a purchase requisition.  Purchase requisition should clearly 
indicate the registration fee, attendee, location and dates of the conference being attended.  Add General Note - 
Return Purchase Order To Campus, provided the vendor does not accept purchase orders and only a check or 
registration is completed online.   
 
All registrations are coded to object code 6411 (employee) or 6412 (student). 
 
 

REIMBURSEMENTS TO EMPLOYEES 
 
DESCRIPTION: See – Direct Pay Request Section 
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REPAIRS 
 
DESCRIPTION:  To obtain repair services for district equipment, a Purchase Requisition must be issued.   Although, 
in many cases the exact cost of the repair will not be known until after the repair is completed, an estimate should 
be obtained prior to having the repair done. 
 
After a blue Requisition Form has been completed and approved by the Principal, a Purchase Requisition should 
be entered on the MUNIS® System.  The Purchase Requisition must contain the following information: 

 Description of item to be repaired 
 Serial number of item to be repaired 
 Description of repair needed 
 Cost of repair (or estimate) 

 
If an estimate is not available, the Purchase Requisition cost information may be entered as "Repair amount not 
to exceed the amount of $______."  Enter the dollar amount you are not willing to exceed for the repair. 
 
Enter a General Note -- Return Purchase Order to Campus and give the Purchase Order to the vendor along with 
the piece of equipment to be repaired.  
 
 After equipment has been repaired satisfactorily, a receiving record needs to be entered in the system. 
 
EXAMPLE: 
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RETURNED CHECKS 
 

DESCRIPTION:  The district occasionally has checks given in payment of district obligations that are returned by 
the bank for insufficient funds (NSF), account closings, or stop payments.  The district contracts with Envision for 
collection of such checks. If Envision cannot collect, the check is referred to the proper jurisdiction.  The payer of 
the NSF check should be advised that they must deal with the agency attempting to collect their check:   their 
bank, Envision or legal jurisdiction.  Under no circumstance should the campus or department accept repayment.  
 
In addition, the District will not accept personal or business checks from individuals or entities in the following 
situations: 

 
1. An individual presenting a counter or temporary check.  These checks do not have a preprinted name 

or address. 
2. Individuals or entities that have multiple unpaid returned checks that Envision has requested the 

district no longer accept his/her/their checks.  Accounting will notify the applicable campus or 
department. 

 
 

RETURNS 
 
DESCRIPTION: When items must be returned to a vendor, you must communicate to all parties involved – Central 
Distribution Center, Accounting and Purchasing. 
 
If items are shipped to the campus, then it becomes the campus responsibility to contact the vendor regarding 
the return.  If a credit will be issued, this will need to be communicated to Accounting.  If this involves changes to 
the purchase order, then you will need to submit a “Revision/Cancellation Form” to the Purchasing Department. 
 
If items are shipped to the CDC, then the campus will work with the CDC regarding the return and also 
communicate to Accounting and Purchasing as needed, if return will involve a credit or purchase order revision.  
The only exception is Amazon.  The campus must initiate the return and ask for the credit memo. 
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SALES TAX EXEMPT FORM 
 
DESCRIPTION: As a general rule, sales tax is not paid to any vendor or reimbursed to any employee.  Sales Tax 
Exempt Forms are kept on each campus and may be duplicated as necessary. 
 
There are a few exceptions that should be noted.   
 

1. The district must still pay the city, county or athletics venue taxes on hotels.   
2. The district will likely be held liable to pay sales taxes on lodging for out of state.   
3. Airline tickets are still subject to Texas state sales tax that the district must pay. 
4. Taxes on gasoline for miscellaneous travel expenses will be reimbursed, as the district is not exempt from 

paying for these. 
5.  State sales tax is paid for leasing, rental or purchasing of vehicles. 

 
NOTE:  The following certificate does not require a number to be valid. 
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SCHOLARSHIPS 
 
DESCRIPTION: Scholarship payments should be paid from MEF, McKinney Educational Foundation.  Campuses 
and groups desiring to make scholarship donations to students should make the check payable to the MEF.   
 
Scholarships will not be paid directly to students.  Student activity funds can grant scholarships but payment must 
be made to MEF for distribution. 
 

SENIOR CLASS ACTIVITY FUNDS 
 
DESCRIPTION: At the time of graduation, high school senior classes often have funds remaining in their class 
accounts.  Two class officers will be required to open a bank account at the District bank in the name of the senior 
class during the first full week of May before graduation.  Club minutes must be provided that names two signers 
on the account.  It is the responsibility of these two designees to personally open the account in the name of the 
class and complete any bank requirements. 
 
After all expenditures have been finalized in the senior account, the District will move the dollars remaining to the 
class account at the District bank.  It is the responsibility of the class designees to maintain the account. 
 
Classes that fail to open a bank account so that remaining funds can be transferred will forfeit any remaining class 
funds.  The District will utilize these funds in the support of student learning. 
 
Accounting will submit vendor request to Purchasing Department to assign the senior class a vendor number to 
be able to issue a check. 
 
 

SHREDDING SERVICES 
 
DESCRIPTION: Shredding services are paid for by the District and are coordinated with the Central Distribution 
Center staff.  Please contact the Central Distribution Center at 469-302-2254 regarding these services. 
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SOLE SOURCE PURCHASES 
 
DESCRIPTION:  In accordance with TEC 44.031 (j), compliance with competitive procurement methods listed in 
TEC 44.013 (a) is not required for purchases that are available from only one source, of such purchases meet one 
of the following established criteria: 
 

1) Any 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 

 
The Sole Source exception shall not apply to mainframe data processing equipment and peripheral attachments 
with a single-item purchase price in excess of $15,000. 
 
Vendor’s claiming Sole Source status will be asked to provide written and signed documentation stating the 
reason.  The vendor must cite that it not only owns the rights to the product but that there is only one 
distribution source for the product.  If the product is available from multiple suppliers, or if a similar/like product 
that will accomplish the same outcome is available, the purchase does not qualify as Sole Source. 
 
Sole source purchases made with Federal Funds require documentation of approval through the Texas 
Education Agency Request for Noncompetitive Procurement Approval Form. 
 
 

STUDENT TRIPS 
 
DESCRIPTION:  Trips are often scheduled for students to attend competitions or for enrichment at destinations 
within the state and out-of-state.  All trips must be approved by the school principal and all out-of-state must also 
be approved by the Board of Trustees.  Students may be required to pay trip costs and amounts may be collected 
in a single or multiple payments.  Trip sponsors should carefully calculate trip costs and arrange a payment 
schedule that ensures the entire payment is received from the student at least 60 days before the scheduled trip.  
If this is not possible, only cash or money orders should be accepted within 60 days of the trip to avoid the 
possibility of returned checks.  The trip sponsor will be responsible for establishing a refund policy.  Trip sponsors 
are also responsible for the collection, issuing receipts to payers and deposit of funds.  See - “Money Processing 
and Returned Checks”. 
 

SUBSCRIPTIONS 
 
DESCRIPTION: Subscriptions may only be initiated or renewed for the current school year using the current 
purchase requisition process. 
 

See – Direct Pay Request Section 
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TECHNOLOGY – P.O. LIFE CYCLE 
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TECHNOLOGY – QUOTE/PURCHASES 
 
DESCRIPTION:  All technology requests (computer hardware, software, peripherals, and printers) should be 
submitted to the Technology Services Group via e-mail to Technology Department Office Manager. The 
Technology Services Group will evaluate their ability to support and service the requested item based on the 
district’s standards. 
 
Department secretaries will then enter the approved quote on the MUNIS® system.   
 
When equipment is delivered to the campus from the CDC, appropriate staff will enter an online Technology Help 
Request to receive technical support for installation, affix MISD asset sticker, if needed, and add the item to the 
TSG Inventory System. 
 

 

TECHNOLOGY REPAIRS 

DESCRIPTION: Technology Repairs – District Owned Equipment 
 
Repair request for computers, telephones, televisions, Smart Boards and other district-owned equipment should 
be entered via the Help Desk System on the employee portal by clicking on Technology Help Tickets.  For assistance 
email Support@mckinneyisd.net or call the Help Desk at 469-302-4048. 
 
 

TELEPHONES - CELLULAR 
 
DESCRIPTION: Campus/Department Leadership will assign cellular stipends subject to Cabinet level approval.  All 
cellular costs including equipment and stipends will be transferred from Campus/Department budgets prior to 
purchase.  Technology Services Group will be point of contact for all cellular information.  
 

 

TRAINING CONTRACTS 
 
 

DESCRIPTION: Contracts for staff training often note a fee plus traveling expenses of the trainer.  A purchase 
order should be issued with two lines, one for the fee and the other for estimated travel expenses.  Receiving will 
be completed on each line and the invoice provided to Accounts payable for payment. 
 

 
  

mailto:Support@mckinneyisd.net
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
 

DESCRIPTION:  Any teacher/employee transporting students must submit a Consent to Release Driver 
Information form to the Office Manager for Facilities & Construction three weeks prior to transporting students. 
 
All purchase requisitions for vehicle rentals should include the name of the driver and will only be processed if 
the driver is on the approved driver list.  
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRANSPORTING STUDENTS-DRIVER INFORMATION 
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TRAVEL ADVANCES 

TRAVEL ADVANCES FOR EMPLOYEES 
 
When requesting advanced travel expenses for an employee, a completed Direct Pay Request should be 
submitted as soon as possible, and ideally at least 10 business days prior to date of travel.  Travel advance forms 
can be found on the Business & Finance website under Business Forms. 
 

TRAVEL ADVANCE FORM PROCEDURES: 

APPROVAL PROCEDURES 
 

Out-Of-District Conference/Travel (In-State) 
 
 Approval by campus designee (ie., department chair, other) 
 Final approval by principal. 
 Kept on file in the campus office. 

 
Out-Of-District Conference/Travel (Out-of-State) 

 
 Approval by campus designee (ie., department chair, other) 
 Campus approval by principal then forward staff forms to the appropriate Assistant 

Superintendent of Student Support. 
 Final approval by Superintendent or appropriate Assistant Superintendent of Student Support 

 
 The Travel Advance should be entered using the Direct Pay Request. 

 
 The campus should retain a copy of the Direct Pay Request and travel advance form for reconciling 

purposes upon completion of travel. 
 

 A copy of the conference information must be attached to the direct pay request indicating the 
registration fee, location, dates and name of the conference.  Only the pages relevant to these three 
pieces of information are required.  A copy of the entire brochure is not necessary if a single page of the 
brochure contains the required elements.  This is required for each travel advance submitted.  If three 
individuals are attending the same conference and are receiving three separate travel advances, then 
conference information must be attached to each request individually.  Conference registrations are 
coded to object code 6411 (employee) and 6412 (student). 
 

 If the advance is for lodging, the traveler should take a Hotel Occupancy Tax Exemption form (See Hotel 
Reservations section) to the hotel.  The employee must ask for an ITEMIZED billing during checkout that 
indicates the daily rate and any taxes paid. NOTE: the district will be required to pay local taxes outside 
Texas and state taxes outside of Texas.  Hotels.com, Expedia, Airbnb and third party reservation 
companies do not provide acceptable receipts detailing taxes and should not be used.  If reservations are 
made through unacceptable companies then the standard state hotel occupancy tax of 6% of the room 
rate will be deducted from the employee’s reconciliation/reimbursement. 
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 Overnight travel is not allowed for areas in the Dallas Metroplex. 

 
 Advances for meals, hotel, registration, etc. will be made to the traveling employee for his/her expenses 

only.  Meals will be advanced only for overnight travel. An employee should not request travel funds for 
any employee other than him/herself.  Requests for student travel funds should be made separately of 
employee requests.  If renting a vehicle, please see Vehicle Rental section.  Rentals must be made in the 
District’s name and for no longer than 2 weeks.  Collision damage coverage should be accepted as offered 
by the rental agency.  Personnel requesting a car rental on a travel advance must complete a MISD 
Consent to Drive form before receiving advance funds.  The completed form must be submitted to the 
Office Manager, Facilities & Construction.  Approval/Disapproval normally takes 24 hours.  Personnel 
renting a car without the approved form will not be reimbursed for the expense.  All rental vehicles must 
be engaged in District related business/activity and in the scope of school business. 

 
 The traveler must turn in all required receipts to the campus secretary within ten business days of travel 

completion.  If receipts are not turned in within the required time, the entire advance may be withheld 
from the employee’s paycheck.  An employee should not have more than one advance outstanding.  

 
 Receipts are not required for mileage or per diem meals paid from funds other than grant funds.  However, 

meals paid from grant funds do require actual receipts and will only be reimbursed to the maximum per 
diem amount. 

 
 Meals are only advanced or reimbursed for overnight travel.   

 
 When additional money is owed to the employee, or expenses are to be REIMBURSED to an employee 

after travel has been completed, the secretary completes a second (2nd) Direct Pay Request and attaches 
a reconciled travel request with receipts to the voucher print.   

 
 If the employee returns extra money, the secretary will deposit the money and forward a copy of the 

original Travel Advance Request and the pink copy of the deposit slip along with receipts to Accounts 
Payable. Deposits of returned funds should be coded to the account code originally charged. 

 
 Student travel advances should be completed using the Student Travel Expense Request Form. Students 

are allowed per diem food expense rates not to exceed the employee rate.  A sponsor in charge of the 
student group should request a travel advance for student expenditures separate of their own employee 
expenses.  A roster of the names of all students who will be in attendance on this trip should be 
attached to the Travel Request Form, as well as a copy of the conference forms or other explanation of 
the event. Students should also sign confirmation of receiving meal per diem.  Please indicate the 
amount per student.  Overnight stays for student groups are not allowed in the Dallas Metroplex area.  
The only exception is when a group specifically fundraises for the trip.  Documentation must be provided 
of this fundraising when requesting travel funds. 

  

TRAVEL ADVANCES 
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TRAVEL ADVANCES 
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UNAUTHORIZED PURCHASES 
 
DESCRIPTION: The district has the expectation that all employees will follow the authorized purchasing 
guidelines for the district.  Unauthorized purchases may be subject to non-reimbursement to employees who are 
not following guidelines for the district.   
 
Please see the section under Invoices for additional discussion, as well as Procurement Overview for a discussion 
of Purchasing Guidelines. 

 

VEHICLE RENTALS 
 
 
DESCRIPTION: Personnel requesting car rental must complete a MISD Consent to Drive Form before the trip.  
The completed form must be submitted to the Officer Manager, Facilities & Operations.  Approval/Disapproval 
normally takes 24 hours.   
 
Arrangements for vehicle rentals should be processed using a Purchase Requisition.  It will need to be sent to the 
rental agency prior to the date of the rental.   The Purchase Requisition should include the following information: 
 

- Name of the person who will be renting and driving the vehicle 
- dates of the rental 
- type of vehicle 
- estimated cost of the rental 

 
The Purchase Requisition should be itemized, listing one line with a quantity of “one” for each vehicle rented. 

 
EXAMPLE: Qty  1 Suburban rental    $300.00 

 Traveling to Lubbock, 1/15 – 1/18/2022 
(3 days at $100/day) 
DRIVER:  Jane Doe 

 
Once the Purchasing Department has approved the Purchase Requisition, the reservation may be made via 
telephone.   
 
NOTE:  Rentals must be in the District’s name and for no longer than 2 weeks.  The collision damage coverage 
should be accepted as offered from the rental agency.  All rental vehicles must be engaged in school district related 
business/activity and in the scope of school business. 

 

IMPORTANT:  Due to changes in the US Department of Transportation Law, McKinney ISD will no longer be 
allowed to rent 15-passenger Vans.  A 15-passenger van is defined as:  “a vehicle that seats 10 to 14 passengers, 
not including the driver”. 
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VENDING MACHINES 
 

DESCRIPTION: Campuses may have two types of vending machines at their location, soft drink vending and food 
vending machines. 
 
Drink vending machines must be covered by the district “Soft Drink Vending” bid.  This process is facilitated by the 
Purchasing Department.  The Office Manager for Facilities & Construction manages the contract and can assist 
with any drink vending machine issues. 
 
Food vending machines must meet the Federal guidelines and the District Wellness policy. 
 

1) Vending companies can present their information to the Principal since this decision is based at the 
campus level. 

2) If Principal decides they would like to use this company, a list of products & food labels that will be placed 
in the machines, must be sent to the Director of Health Services & Dietician to assure compliance with 
Federal guidelines and the District wellness policy.  

3) Contract is signed by the Chief Financial Officer. 
 

VENDORS 
 

DESCRIPTION:  The Purchasing Department is responsible for all vendor entry into the MUNIS® System vendor 
file.  We are required by the IRS to have a W9 Form on file for vendors we pay for products or contracted services. 
The W-9 form will collect specific information required by the IRS such as name, doing business name, type of 
entity, address, taxpayer identification number, signature and date. The Purchasing Department also performs 
TIN Matching on the IRS website for all vendors before entry into the MUNIS® System.  Only vendors that are 
listed the MUNIS® vendor file as ACTIVE can be issued a purchase order or a check.  Please contact Purchasing for 
any vendor listed as STOP. 
 
The Purchasing Department is also responsible for facilitating the bid process for the district.  The list of Awarded 
Bids is posted on the Purchasing Department website.  These are the categories that our district is required to bid 
(i.e. – Athletic Equipment, Supplies & Uniforms) due to annual expenditures.  By clicking on a category you will 
see a “summary” of all the vendors that responded to the bid and have been approved by our Board of Trustees.  
The Purchasing Department is also a member of several Purchasing Cooperatives that process their own bids, 
which also allow us to utilize their approved vendors.   
 
The Awarded Vendors List can be found on the McKinney ISD website under the Purchasing Department.  It is a 
list of all the vendors that have responded to a McKinney ISD Bid or a Cooperative Contract that the district is 
utilizing.  This is not a list of every vendor in the MUNIS® System vendor file that is ACTIVE. 
 
NOTE:  Please be aware that vendors can be removed from these list because of performance issues or not 
renewing or responding to a bid or cooperative contract.  You will always need to check MUNIS® Vendor Inquiry 
to make sure they have not been placed on a “STOP” before proceeding with a purchase. 
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VENDOR REQUEST FORM 
 

DESCRIPTION:  This form should be completed by the campus/department to request a New Vendor.  Please use 
the Vendor Request Form on the Purchasing Department website under Purchasing Manual and Forms. The 
Purchasing Department will review the form to determine the necessary paperwork to send.  You can also use the 
“Upload Quote” to attach additional information about your request. 
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VENDOR REQUEST FORM – ATHLETIC PAY VOUCHER 
 

DESCRIPTION:  This section of the Vendor Request Form should be completed by the Athletic Department with 
the Individual(s) name along with uploading the W9 Form and Athletic Pay Voucher Form received from the 
individual(s) that worked the event(s).   
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VENDOR REQUEST FORM – EMPLOYEE REIMBURSEMENT 
 

DESCRIPTION:  This section of the Vendor Request Form is completed when an employee needs to be reimbursed 
for mileage, travel or other approved expenses.  It is also used to update an existing employee who has changed 
locations.  Please note that the name of the employee will be entered into MUNIS® as it has been entered in the 
MUNIS® Employee Master File (First Name, Middle Initial, Last Name). 
 
Example: Jon S Doe 
  % Bennett Elementary 
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