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INTERNAL TYPE REQUESTS 
Items the District Delivers to Your Campus – the Business Office enters work orders for these deliveries. 

A requisitions must be entered into Skyward for the following items. 

• Vendor: PLAINVIEW ISD OPERATIONS 
• Use Skyward Vendor Key Code: PLAINIS0001 

Copy paper price – call the Purchasing Department for the current price!  Be sure to count your copy paper when it 
is delivered. 

Discipline Referral Forms - $11.00 per 100 (Must order in bundles of 100). 

Envelopes - $12.93 per box of 500 (Plainview ISD, P.O. Box 1540 – NOT YOUR CAMPUS ENVELOPES). 

Outdoor Texas and U. S. Flags - $26.25 

Permanent Folders - $34.50 per 100 (Must order in bundles of 100). 

Technology Supplies – These items will be ordered from the Technology Department and will be delivered to you.  
How To Order and Current Price List can be found on the following page. 

Window Envelopes - $28.32 per box of 500 (Aramark and Business Office uses). 

TECHNOLOGY SUPPLIES 
A requisition must be entered into Skyward for computer supplies, creative corner or color copies. 

• Vendor: TECHNOLOGY CENTER 
• Use Skyward Vendor Key Code: TECNCEN001 

The requisition will be processed and forwarded to the Technology Center for processing.  Following is a price list 
for supplies.  Prices are subject to change depending on vendor pricing.  Please contact Shelley Roberts regarding 
any questions you may have for those items not listed on the following on the following page. 
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XEROX COPIERS 
Please do not unplug or turn off the machines.   

If the machine is not working, please notify the Purchasing Department, in writing.  

Please notify the Purchasing Department by email each time you make a service request. 

Supplies for these machines are free.  Please be sure to have a good inventory of your supplies on your campus.  
Order supplies online NOW to start your year with plenty of supplies on hand. 

Repairs  

• Most technical issues the copy machine is having can be resolved by simply restarting the machine.  Turn 
off the machine.  Leave it off for a couple of minutes.  Start the machine. 

• Tips to maintain the copier in working status is to go to the machine and be sure there are not paper jams 
keeping it from functioning properly. 

• Make repair requests online, or you may call it in (but the rep will try to walk you through on how to repair 
the machine). 

Color Copies 

• Color copies can be made at the Campus for your teachers 
• Contact Technology Department to assign codes for teachers to use (helps you manager who is copying).   
• Campus color copies are charged at the rate of $0.0496 per copy.   
• Technology can print color copies for your campus.  Contact Technology for pricing.    

HOW TO ENTER A REQUISITION 
Approval paths are established within each campus/department indicating the electronic flow of the purchase 
order. 

1. Purchase requisitions are initiated and entered electronically at the campus/department. 
2. Provide the following information: 

a. Vendor information from the Approved Vendor List 
b. Exact discount, shipping information and contract number  
c. Quote attached 
d. Correct fax number or email address to send the purchase order to the vendor 

3. Purchasing Department will update requisitions daily at 4:00 p.m. 
4. Purchasing Department will process your purchase order 8:00 a.m. the following day. 
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VENDORS WITH ONLINE CATALOGS IN SKYWARD 
• Baker Office Products, CDW-G, Dell, Frey Scientific, Office Depot, and School Specialty (more will be added 

throughout the year as it becomes available) 
o Add requisition (see previous process) EXCEPT you will choose 

o  
o You can “search” the online catalog and select items/quantities and it will input the item(s) in the 

requisition for you automatically 

VENDORS REQUIRING USER NAME/PASSWORD TO GET PRICING ONLINE 
• GOVCONNECTION AND QUILL 

o Save as a CART.  Please do not submit order. 
o USERNAME – (CONTACT Beverly Crawford for your assignment) 
o PASSWORD – (Contact Beverly Crawford for your assignment) 
o Once the PO is approved by your supervisor, the Purchasing Dept. will order it online.   

 

HOW TO ENTER A REQUEST FOR CHECK (STUDENT TRAVEL, EMPLOYEE TRAVEL, CONFERENCE 
REGISTRATIONS, CERTAIN SERVICES) 
Approval paths are established within each campus/department indicating the electronic flow of the check request.   

1. Check requests are initiated and entered electronically at the campus/department. 
2. Provide the following information: 

a. Exact invoice number 
b. Exact invoice DUE DATE (reflected on the invoice) 
c. Invoice electronically attached to the check request 
d. Correct mailing address to “REMIT” the invoice.  Contact Purchasing Department if the mailing 

address does NOT match the invoice.   
3. Check requests are due (approved and ready for processing) no later than 10-days prior to the due date to 

all proper time for processing.   
4. The following pages have the online process from the Skyward tutorial. 
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FREQUENTLY ASKED QUESTIONS 
• Online Purchasing (Including Online Conference Registrations) 

o Online purchases are not allowed unless they have been authorized by the Business Office and a 
purchase order has been processed.  This includes online conference registrations.   

o Purchase Order Required – Employees may register online AFTER a purchase order has followed 
the approval process.  A copy of the registration form MUST be attached to the purchase order.  
Online registration confirmation must be attached to the PO after the employee has registered.  
Please attach a copy of the registration form to the travel request. 

o According to policy CH (LOCAL), “The Board shall not be responsible for debts incurred by persons 
or organizations not directly under Board control.  Persons making unauthorized purchases shall 
assume full responsibility for all such debts.” 

• Quotes  
o Please attach written (fax or email from vendor) price quote to the Skyward requisition.  . 
o When availability and pricing are received from more than one vendor, keep written 

documentation of the quotes for auditing purposes.  When documenting availability and pricing: 
 List the vendor, 
 Person quoting price and availability,  
 Quote and  
 The items being quoted. 
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FREQUENTLY ASKED QUESTIONS CONT. 
• Outdated Catalogs 

o Avoid using outdated catalogs.  Model/catalog numbers, prices and items change frequently.  Do 
not use prior year purchase orders to obtain pricing.  Many vendors have current pricing available 
online. 

• Furniture Delivery 
o Furniture purchased from a Plainview ISD bid includes freight charges “FOB Destination” ONLY 

and inside delivery.  “Inside delivery” means the delivering company will unload the furniture 
“inside the building.”   

o DO NOT assist the freight carrier if asked to help unload a truck.  This is a violation of the bid 
terms and conditions. 

o Do not be afraid to “refuse” delivery when necessary.  This is a well-known method to vendors. 
• Can I be reimbursed? 

o It is against Plainview ISD Administrative Regulations for employees to purchase items and be 
reimbursed. 

o Policy CH(LOCAL) states the following regarding Purchase Commitments 
 All purchase commitments shall be made by the Superintendent or designee in 

accordance with administrative procedures, including the District’s purchasing 
procedures (our purchases are ordered on a properly drawn and executed purchase 
order). 

o Local Board policies for purchasing are located at each campus/department in hard copy format 
as well as the Plainview ISD website found at http://pol.tasb.org/Policy/Code/558. 

• Technology Purchases (laptops, computers, tablets, etc…) 
o All technology purchase will be approved by the Executive Director for Technology and 

Informational System Services prior to a purchase order being approved. 

TRAVEL GUIDELINES FOR EMPLOYEES 
The Travel Request/Expense Statement is the form used to document the actual allowable expenditures that were 
authorized and incurred for out of town travel.  The Estimate of Trip Cost must be completed and submitted to the 
Purchasing Department 10 days prior to your date of departure.  The After Trip Actual Costs must be completed, 
applicable receipts attached, signed and submitted to the Purchasing Department five (5) days after you return to 
the District.  Failure to finalize and submit the travel form may cause a delay in processing future advance or 
reimbursement payments to the employee. 

Following is the procedure for taking a trip. 

1. Obtain permission from supervisor/campus principal, or director  
o Prior approval to travel must be documented by the immediate supervisor.   
o Employees must submit a travel request to their immediate supervisor to be reimbursed for any 

travel expensed incurred. 
o Failure to follow proper procedures may result in an employee not being reimbursed. 

2. Register with a purchase order or check. 
o A copy of the registration form must be attached to the purchase order or check request.    

http://pol.tasb.org/Policy/Code/558


18 
 

o The purchase order number or check request number must be referenced on the travel request 
form. 

o Attach a copy of the registration for to the travel request. 
o Employees must provide proof of attendance, attached to the submitted travel form, upon return 

to the District. 
3. Determine transportation method – flying or driving (most employees fly), but if an employee desires to 

drive, he must select the lower cost of driving vs flying. 
o When determining the lower cost of flying vs. driving: 

 Go to www.southwest.com (the day you register for your conference).    
 Select the lowest available (including Wanna-Get-Away) round trip airfare for your 

destination. 
 Print the itinerary showing the price listed for the airfare on the day you check pricing – 

THIS IS VERY IMPORTANT.  You may add $20 to the lowest round trip airfare to get 
correct pricing. 

 Attach this document to your travel request. 

  

THEN………………………………. 

 Go to www.google.com/maps or www.bing.com/maps (any online mapping service on 
the Internet) to determine the round trip mileage to your destination. 

 Calculate the mileage at .54 cents per mile.   
 The District will reimburse/commit to allowing the lowest cost to travel (lesser of driving 

vs flying). 
 See below for example.   

http://www.southwest.com/
http://www.google.com/maps
http://www.bing.com/maps
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 According to the example above, the District would allow the amount of flying, $395.96, 
instead of the amount to drive, $453.06 for this trip (839 miles * .54cents).  Flying is less 
expensive.      
  

4.  Transportation:  According to DEE(REGULATION) aka Administrative Regulation -  
 Actual costs for public transportation will be reimbursed.  Employees, when traveling by 

commercial airline, must travel tourist/economy class when such space is available.  
Receipts for public transportation must be attached to the employee’s request for 
reimbursement. 

 Car rentals (requires Purchase Order) using Enterprise will be reimbursed at actual cost.  
Itemized receipt for car rental costs must be attached to the employee’s travel form.  A 
detailed justification for the car rental must be attached to the request for 
reimbursement. 

 Contact the Purchasing Department for clarification. 
o Airline reservations are made through Travel World at reservations@travel-worldnet.com or by 

calling (806) 293-4488.  The cost of the airfare must be entered as a purchase order.  The 
purchase order number and cost must be documented as information on the travel request form. 

o Personal vehicle mileage – according to DEE(REGULATION): 
 The District will match mileage reimbursement rates established by the Texas 

Comptroller of Public Accounts and distributed by the Texas Education Agency. These 
rates are subject to change January 1 and September 1 of each year.  Effective 9/1/16, 
travel in the employee’s private vehicle will be reimbursed at .54 cents per mile.  

mailto:reservations@travel-worldnet.com
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Mileage claims will be based on the shortest practical route between the District and the 
destination via intermediate points (address to address). 

 When two or more employees of the District travel with the same itinerary on the same 
dates, only one may claim a travel reimbursement for mileage in a personal vehicle.  An 
exception may be made if more than four employees use more than one vehicle to 
attend a meeting or conference.  Mileage reimbursement will be allowed for one vehicle 
for each four employees and for any fraction in excess of a multiple of four employees.  
If, in any instance, it is not feasible for these employees to travel in the same vehicle, 
they may request prior approval for reimbursement for travel for each person authorized 
to use his or her personal vehicle in such travel. 

5.  Reserve hotel accommodations. 
o Itemized reservations are required.   
o Lodging costs include the actual room cost plus allowable taxes.  It is the employee’s 

responsibility to secure the reservation and determine the exact cost, excluding Texas state tax 
6%). 

 Only federal travel allows per diem hotel rates.  Go to 
www.gsa.gov/portal/category/21287 and select your city and state for travel.  This 
stated amount can be spent PER PERSON on a hotel using federal money (plus applicable 
tax). 

o Travel advance for hotel accommodations will be advanced on your travel request check.   
o Third Party booking is not allowed. This includes Hotels.com, Expedia, Priceline, Orbits, 

Travelocity, etc (as they cannot provide itemized receipts or remove State Tax).  
 

6. Meal costs are advanced/reimbursed on a Per Diem basis for overnight travel only.   
o Per Diem rates for In-State and Out-of-State travel are based on departure and return times.  An 

employee must be out of District four (4) hours to receive a meal. 
o Meals provided by the conference or meeting are not to be reimbursed. 
o Current Per Diem rates: Breakfast - $10, Lunch - $15, Dinner - $21. 

 
7. Determine transportation once at venue – taxi, shuttle, or car rental (receipts required).  

o Parking includes airport, hotel and event parking (receipt required). 
o Provide receipts for taxi and shuttles for reimbursement.  The District does not pay for 

taxi/shuttle fare to other locations for meals, entertainment, shopping, etc. 
o A purchase order is required for car rental.  Please email Beverly Crawford with date/time you 

arrive and depart the airport.  She will secure pricing and will email you the requisition for you to 
enter as a purchase order for the car rental; once approved we will send a confirmation email to 
the employee and carbon copy the secretary. Please include the purchase order number on the 
travel form. 

o Employees may not add any upgrades to the car rental (GPS, insurance or fuel).  Employees are 
not to use Enterprise as a fueling option. 

8. Complete Travel Authorization Form (applicable receipts/forms attached) 
9. Submit Travel Authorization Form to the Purchasing Department 10 days prior to departure. 

Examples of Travel Forms, how to enter employee or student travel are on the following pages.     

http://www.gsa.gov/portal/category/21287
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EMPLOYEE OVERNIGHT TRAVEL CHECK REQUEST & TRAVEL FORM EXAMPLE 
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EMPLOYEE MILEAGE REIMBURSEMENT (NON-OVERNIGHT TRAVEL) 
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Request for Check – Student Travel (see example) 
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STUDENT OVERNIGHT TRAVEL EXAMPLE – CHECK REQUEST 
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ADMINISTRATION MONTHLY TRAVEL (CAN ONLY BE CLAIMED MONTHLY) FOR PRINCIPALS, DIRECTORS, 
EXECUTIVE DIRECTORS  

Mileage reports are to be submitted monthly to the Purchasing Department for reimbursement.  Please attach 
www.google.com/maps to the Monthly Travel Report showing mileage claimed, AND proof of attendance (when 
applicable).   

 

 

  

http://www.google.com/maps
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EXTRA DUTY PROCESS 
Following is the process to be used for completing the Extra Duty Process. 

 

  

Supervisor 
determines 
budget code 

and signs

Obtain 
approval 
signature

Obtain a 
copy for your 
records and 

file

Send to 
Payroll 

Department 
for payment

Extra duty 
time sheet 

filled out and 
signed by 
employee.
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Federal Time Sheets require more specific information due to EDGAR guidelines. 
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Payroll Information 

2016-17 

# Payroll Month Time Sheet Periods No. Days Dates for Pay Days 

#1 September: 8/10 – 9/16 

Time sheets due 09/16/16 

27 September 23, 2016 

#2 October: 9/19 – 10/18 

Time sheets due 10/18/15 

22 October 25, 2016 

#3 November: 10/19 – 11/ 15 

Time sheet due 11/15/16 

20 November 22, 2016 

#4 December: 11/16 – 12/14 

Time sheets due 12/14/16 

18 December 21, 2016 

#5 January: 12/15 – 1/18 

Time sheets due 01/18/17 

16 January 25, 2017 

#6 February: 1/19 – 2/17 

Time sheets due 02/17/17 

22 February 24, 2017 

#7 March: 2/21 – 3/10 

Time sheets due 03/10/17 

14 March 24, 2017 

#8 April: 3/13 – 4/18 

Time sheets due 04/18/17 

20 April 25, 2017 

#9 May: 4/19 – 5/18 

Time sheets due 05/18/17 

22 May 25, 2017 

#9A May: 5/19 – 5/26 

Time sheets due 06/17/17 

__6 _ 

187 

 

#10 June: 5/19 – 6/16 

Time sheets due 06/17/17 

20 June 23, 2017 

#11 July: 6/19 – 7/18 

Time sheets due 07/18/17 

21 July 25, 2017 

#12 August: 7/19 – 8/18 

Time sheets due 08/18/17 

23 August 25, 2017 

Time sheets must be in the payroll office no later than 11:00 a.m. on the day they are due. 
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PAYROLL DATES 

 

Advanced Regular 

September 9, 2016 September 23, 2016 

October 10, 2016 October 25, 2016 

November 10, 2016 November 22, 2016 

December 9, 2016 December 21, 2016 

January 10, 2017 January 25, 2017 

February 10, 2017 February 24, 2017 

March 10, 2017 March 24, 2017 

April 10, 2017 April 25, 2017 

May 10, 2017 May 25, 2017 

June 10, 2017 June 23, 2017 

July 10, 2017 July 25, 2017 

August 10, 2017 August 25, 2017 

 

PAYROLL PROCEDURES – THINGS TO KNOW AND DO 
Non-Certified Staff 

True Time is the method used to determine the actual hours worked.  It will keep up with overtime and dock time 
hours. Non-certified staff MUST use True Time to record their start time, lunch breaks and end time.  In the event 
True Time is not working, each employee has the ability to log on to their profile and make adjustments to their 
beginning/end times.  Employee supervisors have the capability to enter True Time and make adjustments for 
employees if necessary.  DO NOT let it go and forget to make the adjustments in True Time to coincide with hours 
worked.  It could affect your pay. 

Understanding the District Pay Hours 

Full time employees are paid for an 8 hour day, 5 days per work week for a total of 40 hours per week.  Most work 
schedules are set at 37.5 hours per week.  This allows for a 2.5 hour grace period for most employees.  Overtime 
can only be earned AFTER 40 hours have been worked.  In the event you are near overtime hours: 

• Overtime 
o You must inform your supervisor you are reaching the 40 hour threshold. 
o Your supervisor must approve any overtime pay or activity. 
o Overtime will be paid at 1.5 times your hourly rate if you elect to be paid. 
o Overtime hours worked without supervisor approval may lead to disciplinary actions.  Continual 

overtime hours worked without prior supervisor approval may lead to termination.  Overtime 
hours will still be paid. 

• Compensatory (Comp) Time 
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o Comp time will be earned at 1.5 times the hours AFTER 40 you have worked.  
o The District has established policy limits on the use of Comp time. 

 Should be taken the next week if possible 
 Cannot accrue more than 60 hours in a year 
 It must be used in the year in which occurred 
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Extra Duty Pay 

Extra duty pay usually does not apply to non-certified staff as they are paid on an hourly basis.  If non-
certified staff work more than 40 hours, they are paid 1.5 times their hourly wage or in comp time. 

Certified employees can earn extra duty pay for duties performed after their contract period is over or 
for duties that are “in addition to” their contracted or regular duties.  Extra duty cannot be earned for 
work done during regular/contract time for work that should have been performed as part of their 
regular duties.  Important things to remember regarding certified staff: 

• Certified staff are not subject to overtime pay. 
• Extra duty pay is set on a specific pay based on the duty.  Depending on the situation, pay could 

be hourly rate, daily rate, or a set flat rate for the duty being performed. 
• Supervisors must: 

o  Approve extra duty time and complete an extra duty form with all the necessary 
information.   

o The form is to be signed by the employee and supervisor.   
o The supervisor is to assign the correct budget code and  
o Submit to the Payroll Department for payment. 

All campuses and departments must use the District approved extra duty pay form.  Contact the Payroll 
Department for a copy of the form.   

Failure to submit extra duty forms to the Payroll Department may cause delay in payment of the employee.  
Please be sure to adhere to the time sheet submission deadlines. 
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CERTIFIED AND NON-CERTIFIED START AND END DATES FOR 2016-17 
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WORKER’S COMPENSATION – 1ST REPORT OF INJURY – INSURANCE  

 



39 
 

 



40 
 

 



41 
 

 



42 
 

 



43 
 

 



44 
 

 



45 
 

 



46 
 

 



47 
 

 



48 
 

 



49 
 

 



50 
 

 



51 
 

 



52 
 

 



53 
 

 



54 
 



55 
 

 



56 
 



57 
 

 



58 
 

 



59 
 

 

 



60 
 

 

 

ACCOUNTS PAYABLE PROCESS 

 

 

 

 

ACCOUNTS PAYABLE DEPARTMENT 
All invoices and check questions can be directed to: 
Peggy Bownds, Sr. Accountant or Daphne Alcala, Accounts Payable Clerk 

AccountsPayable@plainviewisd.org  806-293-6166 

Receive Invoice at 
Accounts Payable Office

Match Invoice to 
Purchase Order 

confirming accurate 
pricing/shipping charges

Confirm order is 
received by 

Campus/Department 
and AP has packingslip 
attaached to invoices

Send to Accounts Payble 
for Processing

Accounts Payable 
processes and mails 

payments

mailto:AccountsPayable@plainviewisd.org
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ACCOUNTS PAYABLE FUNCTIONS 
The function of accounts payable is an area that requires close and accurate record keeping to ensure 
the District does not pay for items that were not received.  Extra care should be taken to ensure the 
balancing and checking of received items and invoices. Timely manner of processing payment of invoices 
is important as ALL invoices are due (to be paid) in 30 days or interest may apply.  

It is a function of the Accounts Payable Department to communicate with the different 
campuses/departments to confirm best practices are in place within the District.  Accounts Payable best 
practices state when a package arrives: 

• Inspect the package/box for damage – if damage has occurred, contact the vendor immediately 
• Check the packing slip against what is shipped – contact vendor for any discrepancies 
• Receive the order in Skyward immediately and electronically attach the packing slip to the 

purchase order 
• All invoices with purchase orders are to be entered in Skyward/Account Management by using 

the Receiving Process.   
• Other invoices WITHOUT purchase order will be processed with a “request for check.”  This is a 

violation of District policy as “all expenditures are to be done with a properly drawn and 
executed purchase order.” 
 

 

CASH MANAGEMENT 

-All cash and checks shall be given to the campus or department secretary on a daily basis. No 
post-dated checks will be accepted. Funds should not be kept in classrooms, personal wallets or 
purses, or at home. No funds are to be deposited in personal bank accounts with the intent to 
reimburse. 

-Campus secretary will deposit funds into campus account. 

-All campus monies are to be deposited in the bank or returned to the Business Office for 
deposit. After banking hours you can make arrangements to use overnight depositing at your 
banking institution. 

-Petty Cash procedures---contact the Executive Director of Finance or the Secretary to the 
Executive Director of Finance on the policies and procedures of our internal controls. 
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TRAVEL ACCOUNTING FORMS 

-The audit forms included for travel and other events are required as a paper trail for the 
auditors. We have to answer to auditors for all purchases and payments of every dime spent in 
the district each year. There are regulations and policies that must be met. The Finance 
Department is held accountable for all transactions. 

STUDENT MEAL ACCOUNTING RECORDS 

-All student/sponsor meal money requests must indicate date funds are needed for trip. A 
student meal accounting form will be attached to check. This form must be completed within 5 
days after returning from a trip. If any money is to be returned, please enclose a check or 
money order for the amount with the form. Return to the Purchasing Manager. Attach all 
receipts to Student Meal Accounting Form. 

A/P – TRAVEL PROCEDURES 

-All travel advances will be processed 5 days prior to trip. Checks will be sent through school 
mail. If you want to pick up your check please indicate so on the request for Travel Expense 
Form. 

-Return all receipts for Shell & Chevron gas cards; please sign the back of the receipt. 

-Hotel checks will have an audit form enclosed along with State Tax Exemption Certification 
Form for use in Texas only. 

REGISTRATIONS 

-Registrations must have a registration form attached to purchase order or check request. This 
includes online registration forms, print a copy and attach to the request to be sent with check. 

-Please keep copies of your registrations. 

SALES TAX 

-Sales tax will not be reimbursed. You may contact the Business Office or your campus secretary 
if you need a tax exempt form. 

-Enclosed is a tax exempt form you may copy for school purchases. 

-Hotel State Exemption Certificate is also attached for hotel stays in the State of Texas. 

 

 



63 
 

STUDENT TRANSPORTATION 

-All student travel on First Student Services will be posted monthly to the designated account. A 
purchase order is required for student bus travel, to avoid overspending out of student travel 
budgets. If your activity fund or PTA is paying for field trips, the expense will be charged to your 
campus or department travel account until the district is reimbursed. 

INVOICES/PACKING SPLIPS 

-Please scan and attach packing slip(s) to Purchase Order in Skyward. 

-All Purchase Orders will need to be received in Skyward/ Account Management by using the 
Receiving process (see procedures on receiving process). Please be sure you receive correctly to 
avoid paying for items you do not receive. Once purchase orders are received, payment will be 
made with a check. 

COPY/FAX EXPENSE 

-Copy and fax expense is posted to your account each month. Base charges for the entire year 
are posted in September. 

-Color copies made at the Tech Center are posted monthly. A requisition must be entered into 
Skyward for color copies as well as computer supplies. 

RECEIPTS 

-Please return all receipts & invoices to Accounts Payable as soon as possible. When making 
purchases locally please forward the invoices received or left at the campus to the Accounting 
Department. (These are some examples of businesses: Walmart, United, Eaton-Craig (these may 

look like a packing slip)). 

CHECK PROCESSING 

-Checks will be printed on [Monday] and [Thursday] of each week. The [Business] Office shall 
determine the date that vendors will be paid; employees should not make prior commitments 
to vendors about check disbursements. All payments must be pre-authorized by an approved 
purchase order. Check requests will need to be submitted 10 days prior to date needed. 

-State law requires that the LEA pay all invoices within 30 days to avoid penalty & interest 
charges, so all purchase orders should be received on a timely bases for payment. 
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DONATIONS OR GIFTS OF MONEY 

Funds received for donations or gifts approved by district & local policy will be deposited into 
revenue account. A budget amendment will need to be submitted to the Executive Director of 
Finance of how funds are to be spent. After the amendment(s) are entered into Skyward, the 
funds will be available to enter requisitions. 

FORMS 

-Texas Sales & Use Tax Exemption Certificate 

-Texas Hotel Occupancy Tax Exemption Certificate 

-Student Meal Accounting Audit Form 

-Student Trip Accounting Form for Hotel Expense 

-Student Trip Accounting Form for Field Trips & Entry Fees 
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SKYWARD RECEIPTING PROCEDURES 

RECEIPTING PROCESS 

 

Order is received from vendor at 
campus/department

Quantities are verified and merchandise is 
inspected to ensure that there are no 

damaged items. If items are damaged or 
missing, contact the vendor immediately and 
comunicate to the Accounting Department 

what course of action will be taken.

It is important to mark orders received in a 
timely manner. No more thatn two days 

should pass from the time you receive an 
order to the time it is marked received in 

Skyward.

The quantity you receive in Skyward 
communicates to the Accounting 

Department that those items are in your 
possession and ready to be paid. If orders are 

partially received, only receive in Skyward 
what you actually have in hand. Vendors bill 
separate invoices for orders that are being 

shipped separately.

All packing slips should be attached to 
Purchase Order IN SKYWARD as soon as 

quantites are verified.

The Accounting Department pays the vendor 
according to your receiving records, so it is 

very important to ensure that these are 
accurate.
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How to Attach a Packing Slip 
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BILL TO ADDRESS 

When a vendor’s order form is used, the BILL TO ADDRESS should always be Plainview ISD 
Accounts Payable, P.O. Box 1540 and not the name of the teacher or your campus. The name of 
teacher or campus can be referenced in the SOLD TO portion of order form. 

INVOICES 

ALL invoices should be forwarded to the accounting department immediately. Sometimes 
invoices are included with the packing slip on the package itself, if this occurs please forward to 
Daphne Alcala. 
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OPEN P.O. REPORT 

OPEN P.O. REPORT PROCESS 

 

Accounts Payable Clerk submits an Open PO Report to each department at the end of every month.

Campus or Department Secretary reviews and notates status of every open PO listed on report.

Items received: If there is a PO that has been open more than two months and all items have been received, please 
contact the vendor immediately and ask that they email/fax invoice to Accounts Payable.

Items not received: If an item or items have not been received, call the vendor to see when items were shipped and who 
signed for them. You may then call the Purchasing Department and request that the order be resent. If items are on backorder 

you have the option of cancelling the backorder but you must notify both the Purchasing Department and the Accounting 
Department stating that the order has been cancelled, the PO will be liquidated and the money will be placed back in the 

account.

Partial Receipt: If only partial receipt has occurred on a PO, you will need to clarify when or if the remainder of the 
order will be received. Contact Accounts Payable to let them know what you have decided. We can pay a partial 

order and liquidate the PO so that the remaining balance is placed back in your account.

Please notate the status of each open PO on the report and return to Daphne in Accounts Payable. Open PO report 
is due back to the Business Office one week after it is sent to you.

If you receipt orders promptly in Skyward, you won't have many open PO's on your report.
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FUND TYPES 

Did you know? All funds, with the exception of hospitality funds, that are deposited into the 
school activity fund account immediately become public funds. 

Principal or Campus Funds 461- : Funds which are raised by the campus through general fundraisers, 
sales of supplies, vending machine sales, etc. and which are not designated for a particular purpose. 
These funds are to be used in ways that support the campus and for the general well-being of the 
students on the campus. These funds are controlled by the Principal. 

Fiduciary or Designated Funds 865- : Funds which are raised or donated for a particular purpose. The 
principal is required to see that these funds are safeguarded and spent only on the purpose stated 
unless otherwise released by the group donating or raising the funds. This release must be given in 
writing. Avoid putting funds in these accounts unless they are true student activity funds. 

Did you know? It is a violation of the State Constitution to give any gift with public funds and is 
NOT allowed. As a matter of fact, it is very much against the law to do that. Bottom Line: You 
cannot give gifts with public funds. 

Hospitality or Private Funds: Funds which are raised by the staff for their use. These are considered 
private funds and are fiduciary in nature. The principal is charged with the safe keeping of these funds 
and should dispense them as requested by the staff. Potential uses of these funds might include gifts, 
flowers, and coffee for staff, meals, and any other legal disbursement of the funds as requested by the 
staff. These finds should remain separate from all other funds. You cannot transfer campus activity funds 
into a hospitality account, but hospitality can donate to campus activity. 

SO WHAT CAN YOU SPEND ALL OF THAT MONEY ON? 

 -Campus Funds: 

• Pretty much anything to help the students and staff. 
o Supplies, travel, food, instructional materials, equipment or supplies for the 

campus. 
o It should go to benefit the students in some way. 
o You can spend money on the staff for food, morale, etc., but don’t go overboard 

(lavish Christmas parties in Lubbock, etc.). 
o *** YOU CANNOT GIVE ANY GIFT WITH PUBLIC FUNDS!!!! *** 

• Student Funds: 
o The students call the shots on these funds 
o Funds must be spent as the students direct and for the purpose they were raised 

 



88 
 

REVENUES, CASH AND RECEIPTING 
 
Did you know? As per Administrative Rules and Regulations, campuses are not allowed to keep more 
than $100.00 on the campus at any time. 

Did you know? District staff are personally liable for the loss of any cash, funds or district assets left in 
their care. 

Cash or Received Funds: 

Immediately count any cash or receipts turned into the office. You must have a second person on hand 
to verify the count, and both must sign the tabulation sheet. 

A cash receipt will be issued immediately after the count. This should be done on a pre-numbered form. 

Cash receipt should be filled out with ink then prepared on the computer and should contain the 
following information: 

o The name of the person or organization presenting the funds 
o The purpose of the cash or what the cash is to be used for 
o The account to where the cash is to be deposited 
o Large fundraiser amounts should have a tabulation sheet attached that shows who 

submitted the cash, when it was submitted, what the purpose was for and how much 
was collected. 

o The cash should be deposited immediately into the campus bank account and should be 
placed in a secure location until that happens. In no instance will the cash be left at the 
campus overnight. The person who has receipted the cash is personally responsible for 
the safeguarding of the cash. 

o Once the cash is received it must be posted to the correct account. Note that fiduciary 
funds or designated funds must be accounted for separately and not comingled with the 
principal funds or hospitality fund accounts. 

DID YOU KNOW? You cannot accept money from booster clubs or put it in your activity fund 
account for temporary safe keeping. Once these monies have been placed in your account 
they become public funds and no longer belong to the booster club. 

DID YOU KNOW? If you or any school employee accepts temporary control of booster club 
money and it is stolen, lost or misplaced that you are personally liable for those funds. 

REMEMBER: The handling of cash is a serious responsibility. Parents, students, auditors and the board 
could want verification at any time on how the cash was handled, what it was used for and if it all got to 
where it was supposed to go. Be very careful when handling cash because once you take possession of it, 
it becomes your responsibility and liability. 
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SO THE CHECK BOUNCED, WHAT DO YOU DO? 

o The principal of the campus is responsible to make every effort to collect monies owed the District. 
Do not let this slide and do not fail to take action to try and collect these public funds owed to the 
district. 

o Check with the bank to see if there are sufficient funds in the account to cash the check. If so, then 
go to the bank and collect the money. Note: Most banks will only let you re-submit the check one 
time so make sure the money is there. If there are available funds then go immediately to the bank if 
possible to collect the funds. If you send it through the mail you run the risk of the funds being gone 
before your check is processed. 

o Contact the person who issued the check and see if they can bring in cash or a money order to pay 
for the check. DO NOT accept another check. 

o If they don’t respond or come in then issue them a letter from the principal asking them to come in 
and settle the matter. 

o If they don’t respond to the first letter send them a second letter. In this letter let them know that if 
they don’t settle the matter it might have to be tuned over for collection. 

o If they don’t respond to the second letter then issue a third letter giving them a set amount of time 
to come in and settle the matter or that you will be forced to turn over the collection over to the 
District Attorney. 

o If they don’t respond to the third letter then send them a certified return receipt letter letting them 
know that the matter has been turned over to the District Attorney for collection. 

o Turn the hot check into the District Attorney for collection. Once this happens they cannot come and 
pay you but must go through the District Attorney. 

NOTE: The District Business Office has copies of collection letters available that you can modify to use on 
your campus. 

 Did you know? You must keep track of any insufficient fund checks and book them into your 
accounting software in order to keep your books in balance. 

DISBURSEMENT OF FUNDS 

 Did you know? You are handling public funds and as such any disbursement of funds must be 
done in accordance with all State laws as well as District policies, rules, and procedures. 

 

 

 

 

THE DO’S AND DON’TS OF SPENDING YOUR SCHOOL ACTIVITY FUND MONEY 
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DO’S 

 A P.O. must be entered for purchases. 
 A disbursement voucher or request for payment must be filled out and it should show who is 

getting paid, how much and why. It should also indicate which account the funds are to be 
drawn on. 

 The principal must approve the disbursement before the check is written. 
 An invoice or original receipt must be presented and attached to the disbursement voucher. 

Remember per district policy, we cannot reimburse or pay anyone without a receipt. 
 Process the check and make sure it comes out of the correct account. 
 No checks written from Revenue accounts! 
 The disbursement voucher or invoice should be stamped paid and the check number and date 

paid should be indicated on the receipt. This should be filed and kept safe for audit purposes. 
 Did you know? You cannot reimburse an employee or pay a vendor for the state 

sales tax. You should provide vendors with a sales tax exemption form. The State 
does not allow school districts, which are part of the State and funded with State 
monies to pay State sales taxes. If a vendor refuses to accept a sales tax exemption 
form please notify the business office. 

DON’Ts 

 The principal or anyone on the signature card for the account should never be paid or 
reimbursed from this account. The only exception to this is if the Business Director gives 
permission for the payment and is one who signs the check. 

 Secretaries or those who have access to the accounts or can prepare checks on the account 
should only issue checks to themselves if absolutely necessary. There must be a specific cash 
disbursement signed by the principal for this to happen, the principal must sign the check and an 
appropriate receipt must be attached. 
 Did you know? The Executive Director of Business & Finances of the district must also be 

listed on the signature card for all activity funds. 
 NEVER, NEVER, NEVER write a blank check or issue a check with a signature that does not have 

all of the information completed on the check such as vendor, the amount, the date and the 
purpose of the disbursement. 

 NEVER issue a check without the approval of the principal 
 NEVER reimburse a staff member or issue a check without a receipt. 

 Did you know? Since these are public funds all purchase must be made to approve 
vendors who are on our approved vendor list or who are on one of our purchasing co-op 
lists. If the District can’t purchase from a vendor then the school activity fund cannot 
purchase from that vendor either unless it is through a bid. 

 Did you know? If you pay for services from your activity fund and they exceed $600 in a 
calendar year that you must send that vendor a 1099. 
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NOTE: See attachment on Suggested Procedures and Changes-Disbursements prepared in 
response to the Activity Fund Audit on 4-30-2008. These suggestions have been adopted for 
the District and are applicable to all campus activity funds at this time. 

NOTE: While the receipting of cash is a very big responsibility it is closely followed by the disbursement 
of those funds. Students, parents, campus staff, people who purchase fundraiser items, companies who 
donate funds to the campuses may all want to know how these funds are being spent. All funds must be 
spent appropriately and as per State law and District policies. If you fail to do this then you put yourself 
and your principal at risk. Anytime you are handling the public’s money you must be very careful how 
you handle it. 

BANK STAEMENT RECONCILIATION 

• Bank statements must be reconciled monthly. 
• Statements should be reconciled by the 15th of the following month. 
• Any errors noted on the statement either by the District or the Bank must be immediately 

corrected. 
• The campus secretary must monitor the open check register for any issued check that hasn’t 

been cleared through the bank. You should take steps to contact the vendor on any check that 
has been open for at least 6 months and have them deposit the check or try to find out what 
happened to the check. If it has been lost you should do the following. 

o Issue a stop payment at the bank 
o Once the stop payment has been verified then void the original check and reissue 
o Contact the vendor and make sure they know the check has been reissued and have 

them cash the check immediately 
o If lost checks are not claimed within 12 months, the outstanding check should be voided. 

Did you know? Your campus activity fund accounts should be located at the same bank as where the 
District has their depository contract. (Note: There are some exceptions to this so contact the 
Executive Director of Business & Financial Services for information on this.) If your campus account is 
held by the District Depository Bank your account has all of the same privileges as does the District 
accounts. For the most part this means no banking fees will be charged to the account for bounced 
checks, stop payments, etc. In some cases the bank will also supply items such as deposit slips, bank 
bags, and other items free of charge. 

 A copy of the bank reconciliation, along with all applicable reports must be sent to the 
Business Office for review. These reports should be submitted no late than the 15th of the 
following month. 

 

FUNDRAISERS AND SALES TAX REPORTS 

 You must prepare and submit to the Business Office a sales tax report each quarter. 
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 Items and goods you sell at your campus must pay a state sales tax unless they are exempt from 
that tax. 

 What is exempt? 
o Food that can be eaten in its natural state (fruit, etc.) If you have to prepare it, such as 

selling a baked potato then you have to tax it. 
o Money raised during a tax free fundraiser 

 What is a tax free fundraiser? A campus can have up to 2 tax free fundraisers per calendar year, 
but they must meet all of the rules and regulations for this. The big thing is that for it to qualify 
as a tax free fundraiser it all must happen within 24 hours. You have to sell, deliver and collect 
the money within 24 hours. If it takes longer than that then you have to charge sales tax. Pre-
orders and pre-payments can be made, but must be delivered on same day received. Any sales 
after delivery date will be taxable. 

Did you know? A campus is supposed to submit requests for all fundraisers to the Executive Director 
of Administrative Services and get his permission before starting the fundraisers. 

Did you know? A public school, which includes the campuses, by law cannot raise funds through a 
raffle or any type of game of chance. 

DONATIONS 

 Donations are a very nice way to obtain funds for your campus and many businesses and 
organizations in town from the PTA on will provide funds to campuses during the year. 

 Donations under $1,000 can be approved by Principal. $1,000 - $5,000 must be approved by 
Executive Director of Administrative Services. 

 Donations over $5,000 must be presented to the Board of Trustees for their approval before they 
are accepted or used. 

 Be careful about any donation that is given to the campus and designated for a particular 
purpose or project. For example, if the PTA gives funds to buy new computers for the campus 
you cannot accept those funds and use it to send students on a field trip. These funds that come 
with stipulations are considered designated or fiduciary funds and must be placed in a separate 
account and spent according to the wishes of the donating agency. 

Did you know? Some campuses have gone into the hole on their activity fund balances when they 
use designated funds to come up with a positive fund balance when their main operating account is 
in the hole. You cannot use designated funds to keep your general fund balance solvent as these 
funds are fiduciary and can only be spent for the purpose intended. Be very careful about this. 

 

 

SOME ADDITIONAL THOUGHTS AND SUGGESTIONS 
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 Set up a good system at your campus for handling fundraisers, cash, checks and other 
revenue. 

 Train your teachers and the rest of the staff on how to hold fundraisers, what the procedures 
are for handling cash and disbursing funds. If they understand the procedures it will make it 
much easier for you to handle it. 

 Set up a good schedule for receipting, disbursing funds and doing your bank reconciliations. 
Receipt, receipt, and receipt, but do it correctly and get all the pertinent data on the receipt. 

 If you need help don’t hesitate to ask the Business Office for assistance in setting up 
accounts and procedures for your campus. 

 Keep good records because at some point in time you will be audited. 
 The current audit schedule. 

o We audit at least 3 campus activity funds every year. 
o We also try to audit any campus activity fund on campuses that have a change in the 

principal 
o We will audit any campus where we find any significant problems or issues where it 

is determined the campus is not following policies and procedures 
o The internal auditor for the district will do periodic spot audits of campus activity 

funds to determine if all procedures are being met. 
o The District external auditors will audit campus activity fund toward the end of the 

year or during the summer. 
 Be smart and use common sense. Always think of what is the best way to handle a particular 

situation and if you aren’t sure then call the Business Office. 
 Handle cash carefully and treat it like the prize it is. Don’t hang onto it but get it in the bank 

where it is safe. The minute you accept that cash it is your personal responsibility to keep it 
safe. The quicker you get it to the bank the quicker you can rest easy. 

 Make sure you have justification and back up documents to prove that you spent money 
appropriately. 

 Always remember that when handling public funds you will have a lot of people looking over 
your shoulder to make sure the funds are handled correctly, are safeguarded and are spent 
correctly. These include you students, their parents, your staff, members of the public who 
donate or buy fundraising items, the Business Office, the school administration, our auditors, 
the Comptroller and TEA. 

 No hand written checks are allowed. 

 

 

 

Student Bank Accounts (Savings accounts) 
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• These are the private property of the student. 
• When they leave your campus, make every effort to give them their money. If they don’t get the 

money, you cannot move into your campus activity account. 

 

CAMPUS STATE SALES TAX 

Sales Tax 

 You don’t have to collect tax on: 
o Admission tickets if the event is for educational purposes. 
o Student club memberships 
o Sales of food and soft drinks that are sold or served during the school day 
o Sold by a PTA during a fundraising sale if the funds don’t benefit an individual 
o If sold by a person under 19 years of age who is a member of an organization 

devoted exclusively to education 
 You MUST collect sales tax on: 

o School purchased supplies sold directly to students 
 Pens, pencils, athletic equipment, notebook paper, etc. 
 Fees for materials when the end product becomes a possession of the 

student (building trades, etc.). 
 Student publications such as yearbooks and football programs 
 School rings 
 Books sold to students at book fairs 
 Other items such as food purchases for various situations may or may not be 

taxable. Check with the Business Office 
o Timely Sales Tax Reports 

 You must submit your quarterly reports to Laura in time for us to submit to 
the State 

- $50 fine per account for late filing 
- Can freeze all of our bank accounts. $ About 23 million 

 

 

 

ACTIVITY FUND 
HANDBOOK 2016.do 
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FINANCIAL BUDGET MONITORING CHECKLIST 
 
District or Campus Budget Monitoring: 
 
 Financial reports are available via Skyward 

• Periodic monitoring bi-weekly or monthly depending on activity 
• Make sure accounts are not negative 

 
 

 Amend Budget or Transfer Budget 
• Budget Amendments are mandated by the state when funds are moved from 

one function area to another- these amendments require Board Approval.  
Amendment is processed manually and scanned to secretary of Executive 
Director of Finance. 

• Budget Transfers (within functional areas) May be initiated by a campus 
principal or director as the need arises.  This processed entered and approved 
via Skyward. 

Federal Budget Monitoring: 

 Financial reports are available via Skyward, make sure no negative accounts. Federal 
Budget Amendments and Transfers don’t require Board Approval, only Director of 
Federal program. 
 

 Make sure expenditures spent in timely manner during the grant period to ensure that 
the funds are spent in a systematic and timely manner to accomplish the grant purpose 
and activities.  Email reminders will be sent on following expectations. 
For District Expenditures: 

 Within 5 months of the grant start date     25% 

 Within 8 months of the grant start date     50% 

 Within 11 months of the grant start date     75% 

 Within 14 months of the grant start date   100% 

For Campus Expenditures: 

 The last Friday of October for the grant school year   25% 

 The last Friday of December for the grant school year   50% 

 The last Friday of February for the grant school year   75% 

 The last Friday of April for the grant school year 100% 
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 Expenditures effecting monthly Federal draw-down: 

• Travel 
o Report cancellations immediately, please copy Doris Chapa on any 

emails concerning cancellations. 
o Travel forms submitted 5 days after travel taken 
o Certification of attendance attached to travel forms 

• Payroll 
o Extra duty forms completed correctly 

 Correct calculations before submission 
 Correct Federal Grant code 
 Make sure there is a budget for extra-duty 
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Financial Accountability System Resource Guide, or FASRG 

• Created by TEA 
• Account codes are uniform throughout the state, except for locally defined 

codes. 
• Chart of Accounts for Plainview ISD enclosed in secretarial handbook. 

 

 

Account Code Determination: 

• Fund   How the expenditure is financed? 
• Function  Why the expenditure was made-the purpose? 
• Object  What was purchased? 
• Sub-Object  Optional use for greater detail accounting? 
• Organization Where is the beneficiary of the expenditure located? 
• Fiscal Year  In which fiscal year did the transaction occur? 
• PIC   What is the intent of the program provided to students? 

• Local (3 digit) Optional code for greater detail  
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Title I Part A 
 

Intent and Purpose  
Title I, Part A, provides supplemental resources to LEAs to help schools with high 
concentrations of students from low-income families provide high-quality education that will 
enable all children to meet the state student performance standards. Title I, Part A, supports 
campuses in implementing either a schoolwide program (SWP) or a targeted assistance program 
(TAP). 
 
Allowable Activities and Use of Funds  
Title I, Part A, funds must be expended for programs, activities, and strategies that are 
scientifically based on research and meet needs (identified in the campus’ comprehensive needs 
assessment process) that are listed in the CIP.  
 
Intended Program Beneficiaries  
The intended program beneficiaries are students who experience difficulties mastering the state 
academic achievement standards. 

 
 
Supplement, Not Supplant  
Unless otherwise specified in the Program Guidelines, Supplement, Not Supplant, funds for this 
program must be used to supplement (increase the level of services) and not supplant (replace) 
funds from federal, state, and local funds for similar activities. Any program activity required by 
state law, State Board of Education (SBOE) rules, or local board policy may not be paid for with 
these funds. State or local funds may not be decreased or diverted for other uses merely 
because of the availability of these funds. Subgrantees must maintain documentation that 
clearly demonstrates the supplementary nature of these funds.  

 
Definition of Reasonable and Necessary  
Costs that are reasonableUU are defined as those costs that are consistent with prudent business 
practice and comparable to current market value. Costs that are necessaryUU are those costs that 
are essential to accomplish the objectives of the grant project. All items requested must be 
allowable expenditures under the authorizing program statutes, regulations, and rules.  
In general, the budget schedules submitted by the applicant in the SAS must evidence the 
following:  
 Project costs are reasonable in relation to expected outcomes:  

 The  amount re que s te d would re a lis tica lly be  e xpe cte d to ha ve  a n impa ct on the  s ta te d ne e ds .  

 The  e xpe cte d outcome s  a re  s ufficie nt to jus tify the amounts requested.  

 The program identifies and coordinates funding from several sources.  

 All expenditures are pertinent to and appropriate for the objectives and activities stated  
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Obligation of Funds  
 
Program funds shall not be obligated for expenditure before the beginning date of the grant or 
after the ending date of the grant unless pre-award costs are expressly permitted for the 
individual grant program. Funds may be requested only for those items that are reasonable and 
necessary for accomplishing the objectives of the program as defined in this RFA and for 
implementing activities as described.  
In general, goods or services delivered near the end of the grant period may be viewed by TEA as not 
necessary to accomplish the objectives of the current grant program, but TEA will evaluate such 
expenditures on a case-by-case basis. Please note that a TEA monitor or an auditor may disallow those 
expenditures if the subgrantee is unable to (1) document the need for the expenditures, (2) 
demonstrate that program beneficiaries receive benefit from the late expenditures, or (3) negate the 
appearance of “stockpiling” supplies or equipment. 

 

 

Specific examples of allowable uses of funds are in the Title I, Part A, Program Description schedule, but 
generally, allowable uses of funds include the following: 

 
 Research-based mathematics programs, activities, or strategies  

 Research-based reading or language arts programs, activities, or strategies  

 Research-based science programs, activities, or strategies  

 Research-based social studies programs, activities, or strategies  

 Research-based writing programs, activities, or strategies  

 Research-based arts programs, activities, or strategies  

 Research-based foreign language programs, activities, or strategies  

 Research-based individualized instruction programs, activities, or strategies  

 Research-based small-group instruction programs, activities, or strategies  

 Professional development  

 Tutorials  

 Computer-aided instruction  

 Extended-learning opportunities  

 Parent involvement programs, activities, or strategies  
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All Campuses 
 
All Title I, Part A, campuses must do the following:  
 
1. Implement Parents’ Right-to-Know in accordance with P.L. 107–110, Section 1111(h)(6)  

2. Develop school-parent compacts jointly with parents  

3. Provide information to parents in the language parents understand  

4. Develop an LEA and campus parent involvement policies  

5. Implement Section 1304.21 of the Head Start Standards if implementing preschool programs  

6. Integrate and coordinate Title I, Part A, professional development and services with other educational 
services and programs  

7. Provide additional assistance to students identified as needing help in meeting the state’s challenging 
student academic achievement standards  

8. Ensure that all new teachers hired on the campus to teach core academic subjects are qualified when 
hired  

9. Include in the Campus Improvement Plan (CIP) strategies and activities to ensure that all core 
academic subject area teachers teaching within the school are qualified  
 
Schoolwide Campuses 
 
 
The CIP of a Schoolwide Campus must do the following:  
 
1. Incorporate the requirements of a Schoolwide Plan as cited in P.L. 107–110, Section 1114(b)  

2. Clearly incorporate the ten components of an SWP  

3. Describe how the school will use Title I, Part A, resources and other sources to implement the ten 
components  

4. Include a list of state and federal programs whose funds will be consolidated to implement an SWP  
 
For schoolwide programs, LEAs may consolidate:  
 Tit le I, Par t  A, funds on ly  

 On ly federal sources  

 State, local, and  federal sources  
 
  
  
5. Describe how the intent and purposes of the federal programs whose funds are consolidated on a 
schoolwide campus are met  

6. Include sufficient activities to address the needs of the intended beneficiaries of the federal 
programs whose funds are consolidated on a schoolwide campus for upgrading the entire 
education program   
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