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Activity Funds
♥ https://www.birdvilleschools.net/domain/2869

♥ Start-up cash requests

♥ Accounting updated the fundraiser form

♥ Submit check requests at least a week before the begin date 
of the fundraiser that is noted on the form

♥ Use ***-11-6399 account for your check request & deposit it 
back to your charge code as a separate transaction

https://www.google.com/url?q=https://www.birdvilleschools.net/domain/2869&sa=D&source=editors&ust=1709837258092310&usg=AOvVaw2MZu7rRWy-X3U0fBsKK_K_




Activity Fund Reminders
♥ For 865 transactions (requisitions, p-card charges, etc),. detailed minutes are 
needed for each purchase and clearly stated/approved.

♥ For 865 and 890 transactions, the signature on the purchase request form must 
be from a student officer or faculty committee members that is listed in the forms 
that were submitted to Accounting in October.





Accounts Payable

Accounts Payable is not notified 

when a check request is 

released for approvals. If a 

check is needed for a certain 

run date, please email the AP 

inbox. It is the 

campus/departments 

responsibility to follow the 

request through its approvals 

until it gets to the AP queue.

When is a check request necessary?

♥ Student travel meal money
- Printed no more than 5 days from the 

date of departure
♥ Employee travel reimbursements

♥ Referees and Security

♥ Athletic tournament registrations

♥ Start up cash
- Printed no more than 5 days from the 

date of the event



Unauthorized Purchases
Purchases made without a PO or prior approval.

This includes items that have been attempted to be 
paid via check request. Even if a vendor does not take 

POs, a PO must be obtained and a check can be ran 
for it via the Accounts Payable process (receiving & 

emailed invoice)



P-Card Transactions
Ensure to use the correct card associated with the funds being used.

The approval time doubles when a card that belongs to one fund is used for another.

Example: Activity fund card to purchase office supplies 199-23-6399 and teacher 

appreciation items 461-23-6499, this will have to go through the Business Office and 

Accounting Office. 

To avoid rejects or holds, if multiple items are purchased in one transaction, code 

according to their purpose. Do not combine all into one account.

Example: (Sams Receipt) Flowers, student snacks, classroom supplies

XXX-23-6499

XXX-11-6399-F1

XXX-11-6399-XX



Accounting
♥ Code corrections are only utilized when the transaction has posted to the 

account. If an invoice has not been paid yet, a PO change order is to be 

requested instead.

♥ Substitute Code Corrections

- If needed, please reach out to Vanessa Ferrino, Payroll Clerk, via email 

with the following form attached

- https://www.birdvilleschools.net/Page/30968





Cash Handling

Cash Handling training must be done annually.



● Receive, safeguard and follow procedures

● Maintain accurate cash accounting records, overages/shortages must be reported to 
Supervisor

● Always provide receipts for all money collected

● Separation of duties must be 2 people deep (3 is preferred when possible), Document 
2nd/3rd person verification signature

● Keep Cash in a secured location (locked safe)

● Fraud or theft must be reported to Finance Department

Cash Handling Responsibilities



● Do not commingle District and personal funds

● Do not make purchases or payments from cash that is collected

● Money turned in must include supporting documentation and counted in the 
Staff/Sponsor’s presence

● Until the time the money has been counted in your presence and you have a receipt for 
amount that is agreed upon, the money is the Staff/Sponsor’s responsibility.

● Sign Employee Acknowledgement form indicating you understand your responsibilities 
and that you will be held accountable for district or organizational funds in your care.

Cash Handling Responsibilities



● If possible, count money in a secure location away from common areas. If the area has 
security cameras that is even better.

● Once the deposit has been verified by the second person and in the presence of the first 
person, the deposit should be placed in the deposit bag and properly sealed.

● If you are strapping cash, make sure the second person counting does not rely on the 
assumption that every strap has been counted accurately. It’s always best to double 
count prior to strapping cash.

● Do not over stuff deposit bags. When bags are too full, they have a tendency to tear open 
during transport. If bags are becoming full on a regular basis, request larger bags or 
make deposits more frequently to prevent this.

Cash Handling - Bank Best Practices



● It’s recommended that you notate the bag number on the deposit slip. This ensures the 
bag has not changed since it was sealed.

● If storing cash or bags for extended period of time prior to the armored card pick up, 
always have it in a locked drawer or safe.

● When sending large amounts of coin, it’s recommended to bag it separately as coin can 
get very heavy and potentially rip bags. 

Cash Handling - Bank Best Practices



Envision



Revtrak
Fee Rates: 
3.99% e-check
4.30% debit/credit card

Post your revenues by the last date of the month. Email reminders are 
sent out by Shannon Neptune. Non-posting of revenue delays 
available funds and the month end process.

Respond to emails regarding posting of fees within two business days. 
If no response is received, fees will be posted to AF309 and you will be 
required to submit a code correction if needed.

For those using Square, the reporting instructions are located in the 
Business Office How Tos. 



Visit the Revtrak Learning Center for information on reporting 

https://birdvilleisd.revtrak.net/portal

Check out “Reports Overview” from RevTrak on Vimeo. This video is available to 

view using the following link: https://vimeo.com/264632539

Revtrak Reporting

https://www.google.com/url?q=https://birdvilleisd.revtrak.net/portal&sa=D&source=editors&ust=1709837260702236&usg=AOvVaw1jxZwgvcEbTD2l_A9Y9Fc8
https://www.google.com/url?q=https://nam04.safelinks.protection.outlook.com/?url%3Dhttps%253A%252F%252Fvimeo.com%252F264632539%26data%3D05%257C01%257Ccristina.soriano%2540birdvilleschools.net%257Cd9aec2f1561a451ef67108dbd94ca7bd%257C9858d53342a345cf9e791e80f93ed0c4%257C0%257C0%257C638342695489606688%257CUnknown%257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%253D%257C3000%257C%257C%257C%26sdata%3D5oDqIWjTXQ%252FvEbzFkfLb4wkmV2D38C7Z2kI47NbK8es%253D%26reserved%3D0&sa=D&source=editors&ust=1709837260702899&usg=AOvVaw09qnWyvAaUhvNCI2R0Wvjt






Allowable Expenses
Teacher Appreciation: $40/staff member, per year

T-shirts are only allowable using Fund 461, code to 6499

Convocation shirts are included in this total when those occur 

Inclusive of meals, shirts, tumblers, umbrellas, etc.

Gift cards & Monetary Incentives: Only to recognize fundraising efforts, $50 max

Student Incentives: A single incentive item must not exceed $200.00 

Student Incentive Form must be signed and submitted to the Accounting Coordinator for items awarded 
over $100.00 (single unit cost).

Staff Meals: Maximum $20/person, includes sides, desserts, and drinks. Does not include delivery charge, 
service charge, utensil fee.



Allowable Expenses

Gratuity: 15%, out of district travel only  

Bereavement: $75 max,  flowers only

Retirement: $75/retiree, all inclusive       

Employee Recognition: $50/staff member, all inclusive



Travel
BISD WEBSITE 

-> DEPARTMENT/PROGRAMS

-> BUSINESS

-> HOVER OVER  FOR STAFF

-> CLICK ON TRAVEL

-> TRAVEL GUIDELINES/FORMS  LISTED





In District Travel

75 miles or less from workplace

Make sure employee is a vendor

Handwritten signature



Out of District Travel
● This is used to authorize and account for travel costs - Traveler will 

know what expenses will or will not be paid prior to travel

● Must be completely filled out and submitted to traveler’s immediate 
supervisor. This should be done 2 weeks in advance for completion 
of registration

● If both department/campus is funding travel, both 
campus/department codes must be noted on form and both 
supervisors and funding supervisor must e-sign. Include 
administrative assistant’s name on form

● The Traveler and both Admin. Asst.’s will be receiving the final 
approved travel form. Admin. Asst’s keep for your records for portion 
of travel reimbursement or payment.  Department Admin. Asst., 
please send copy of registration information to campus Assistant to 
complete her attachments needed for reimbursement after travel.

● Over 75 miles from workplace

● PRIOR approval is required

● Use sub-object TO on all 
expenses

● No meal reimbursements if 
employee is not staying 
overnight

● Electronic signature is 
mandatory

● Install Adobe Acrobat DC/Adobe 
Acrobat Distiller DC for 
electronic signature to work



Out of District Travel
● Traveler shall travel to their destination by either plane or by vehicle (mileage) The lesser cost  should be 

chosen.
● Receipts are required for monies expended for air, taxi, toll road, parking fees, etc. 
● Gratuity for taxi/uber services is limited to 15% of fare and only allowed with local funds (199/461). An official 

road map from the Internet (Mapquest.com or google map) should be used for computing miles traveled by 
automobile and attached to the Travel Request and Expense Reimbursement form and any related payment 
request. 



SLIDESMANIA.COM

Approval 

Complete

Paying with 
Federal 
funds

Dora Thrash

Tiffany Mendez

Admin. Asst 
name(s)

Out of State -Cabinet 
signature required

Complete all 
information 

Include city & state 

After travel - 
when entering  
reimbursement 
put attachment 
in order of travel 
form-Amount in 
columns match 
invoice amounts

Include All 
funding 
codes 

paying- 
(Campus,Dept,. 
or Federal)

Effective Jan 

2024

.67

Reimbursement 

amount to staff 

Include City and State



SLIDESMANIA.COM



Out of State Travel
● Travel Request and Expense Reimbursement form must be signed by the 

Superintendent Cabinet and should be submitted 60 days out from travel.
● When renting a vehicle out-of-state, please buy the additional coverage offered by the 

rental company to avoid any problems, with the exception of Enterprise Rent-A-Car. The 
additional coverage is already built into our contract for anywhere in the country. 

● Gasoline expense is reimbursable when using a rental car. A receipt is required for 
reimbursement. 

● For information regarding rentals, go to Purchasing for information on approved 
vendors

● Make sure and use meal reimbursement for that state per diem rate. Which can be 
accessed via the website http://www.gsa.gov/perdiem

https://www.google.com/url?q=http://www.gsa.gov/perdiem&sa=D&source=editors&ust=1709837263301267&usg=AOvVaw3mXpfoj9ZF5iQ2lVrV5Asi


Student Travel
● Student meals allowed up to $12 per meal
● Sponsors/coaches (BISD employees) accompanying students on an overnight trip have 2 

options of meal process. The $12 meal rate given prior to trip or the employee will receive per 
diem, he or she fill out a Travel Request and Expense Report form prior to trip and will be 
reimbursed after travel.

● Approval will be obtained by submission and approval of the Electronic Request for Field Trip. 
This should be submitted as soon as purpose of travel is known but no less than two weeks 
prior to departure for in-state travel or 60 days for out of state or 90 days out of country.. 



Travel Reminders
● Please remember employee has to be a vendor in the MUNIS system to be reimbursed. 

The 1st reimbursement will be mailed or can be picked up in Accounting Dept., if 
Accounting Dept. is notified with check pickup form attached to check request.  All other 
reimbursement after the 1st reimbursement will be direct deposited into their bank 
account.

● In Texas, a hotel Tax exempt Certificate must accompany employee traveling to avoid 
paying state taxes. BISD will not provide reimbursement for Texas state sales tax. 
Travelers will be responsible for Texas state tax if Tax Exempt Certificate is not 
presented or deducted from hotel invoice . We do pay local/city/resort taxes.

● Zoom-Virtual-Online  and all travel is coded 6411 unless student travel 6412
● Remember to use function per Employee Title(payroll Coding)- Example
●  *Teacher-13* Librarian-12*Principal-23*Extra Curricular-36
● Use Adobe Acrobat Pro for e-signatures -Enter technology ticket if it doesn't work



Monthly 
Trainings 
Available

March 20th

April 17th

May 1st - Mandatory for all to attend for 
important end of year information.

● Time for all dates are 2:00-4:00 
PM. 

● Except for May 1st, there will be 
two sessions; 9:00-11:00 AM and 
1:00-3:00 PM

● Registration Link: 
https://forms.gle/v6VbPvcjzkAumn
cm6

https://www.google.com/url?q=https://forms.gle/v6VbPvcjzkAumncm6&sa=D&source=editors&ust=1709837263353840&usg=AOvVaw0fIzt8piWwc9Trq0wFZ8FF
https://www.google.com/url?q=https://forms.gle/v6VbPvcjzkAumncm6&sa=D&source=editors&ust=1709837263354013&usg=AOvVaw1ARLNgJKHwoCJHP--ZRNkg


Questions?



Federal 
Programs



Title I Spending Deadlines



Summer Book Orders
★ Federal Programs will do one large order. 

○ We will take care of the ticket, EDGAR, and shipping arrangements.
★ Book orders will be paid for using your campus Title I funds.
★ Book orders will ship to your campus.
★ Due date: March 1, 2024.



Campus Needs Assessment
❤ The CNA Process will begin soon. 
❤ Your principal may ask for your assistance in uploading documentation 

to the CNA Canvas Course. 
❤ Please be on the lookout for your CNA Launchpad and Canvas course 

invitation. 
❤ All CNA documentation will need to be uploaded to Canvas by the end of 

May 2024. 
❤ If you need help uploading to canvas, please reach out to Kinzie or 

Sharlo for support.



JumpStart 2024
🖤 Federal Programs will be communicating JumpStart 2024 information 

with you and your principal. 
🖤 Please support them in making sure everything is fully planned before 

leaving for the summer.
🖤 JumpStart orders must be in BEFORE you leave for summer break.

♡ If your order will arrive when no one will be on campus to receive, be sure to 
note shipping arrangements in the ticket. You can have orders delivered to 
the warehouse, if needed.



ESSER & Title I Tutors
💗 Outside tutors have to go through the HR process 

💗 All tutors need to complete the Federal Program Tutoring Form                  

BEFORE they begin tutoring (Required to keep logs)

💗 All tutors will use Professional Services Timesheets

💗 All tutoring costs are reflected on your google campus budget 

sheets

https://www.google.com/url?q=https://docs.google.com/forms/d/e/1FAIpQLSdiQmL_TjAmRvCGDk8wxVFI3hYt-bNIEYZTLKLZnSA7adPemA/viewform?usp%3Dsf_link&sa=D&source=editors&ust=1709837263832182&usg=AOvVaw316VfTMfqmPme8d5E4Ywhw


 Please make sure all 23-24 Title I Po’s have been received before you 

leave for summer break.

 Starting in May - you may put in tickets for the 24-25 school year. 

🤍  We will send your ticket through the approval process and then hold it until July 1 (when 24-25 

Title I funds are available).

🤍 Software tickets should go in by May if your principal wants students and teachers to have 

access on the 1st day of school.

        ♡  Software contract dates: July 1, 2024-September 30, 2025.

Summer PD - We must have Proof of Attendance for all summer training!

End of Year - Title I



Thank
 YOU!


