Region One 

Purchasing, Conference/Workshop, & Travel Expense Procedure

PURPOSE

Every organization which expends public funds has an obligation to ensure that those funds are not only expended in a legal manner, but in a manner which reflects proper accounting practices, adequate controls, and high ethical standards. The use of reasonable and accepted procedures and controls not only facilitates the achievement of both educational and financial objectives, but also aids in deriving the maximum benefit from each dollar expended.

The dedication and professionalism of Region One employees makes it possible to develop necessary financial controls despite operating with a very limited administrative staff. These financial controls are incorporated in the Purchasing, Conference/Workshop, & Travel Expense Procedure, designed to promote that:

· Proper accounting practices and fiscal controls are formalized as a part of the district’s normal business process.

· Public trust is engendered and maintained.

· Approved budgets are not exceeded.

· The cost effectiveness of expenditures is maximized.

· All expenditures are reviewed and approved by appropriately designated administrative personnel.

· Requisite controls are balanced with a need to avoid excessive administration which would negatively affect staff productivity.

SCOPE

This procedure is applicable to all purchases for goods and services made on behalf of the district as well as conference, workshop, and travel related expenses including conference/workshop fees, lodging, meals, mileage, etc.

PROCEDURE

I.
PURCHASING

It is recognized that limited resources frequently preclude an ideal separation of responsibilities. Nevertheless, each department head is encouraged, insofar as resources allow, to establish procedures which maximize the separation of responsibilities (requisitioning, ordering, receiving, payment approval).

A.  Purchase Requisitions

The acquisition of all goods and services requires that a "Region One - Purchase Requisition" be completed and approved before any order is placed or a commitment made to any vendor. The only exceptions to advance approval of a requisition normally made are for contractual lease payments, recurring monthly utility bills, or emergency situations where any delay would result in injury or damage to persons or property. However, even in this latter situation, a purchase requisition must be submitted and approved as soon as is practical.

As a result of a limited administrative staff, the role of purchasing agent is delegated to faculty, administrative, and supervisory staff. It is extremely important to note that this delegation is only valid as long as Board of Education policies and administrative procedures are followed. Individuals making unauthorized deviations from policy or procedure are not acting as agents of the district and therefore become personally liable for any commitments which they have entered into with vendors.

An individual desiring to order goods (even on a preview basis) or services must complete a "Region One - Purchase Requisition" as follows:

1.
Check the appropriate Region One unit seeking to order goods or services.

2.
Check whether the items were budgeted or not. A status of "budgeted" indicates that there are available funds remaining in the appropriate line item(s) charged to cover the purchase (reflecting the nature of the goods or services and not merely where available funds reside). Available funds consist of budgeted funds less both amounts previously expended and encumbered. If there are not sufficient funds, check "unbudgeted" and provide an explanation in the comments section describing the reason for the budget exception and the nature of the compensating offset which must be from accounts of a similar nature or for a similar purpose.

3.
Check the type of price quotation. The Board of Education Policy requires verbal quotations for orders under $1,500 and written quotations for items between $1,500 and $15,000. Written quotations should be attached to the requisition form as supporting documentation. Amounts over $15,000 require utilization of the bid process. Additionally, the Board and RSSC reserve the right to require the bid process for items under $15,000 in selected situations. Exceptions to the foregoing amounts include single source items such as textbooks and items previously bid for the current year such as those found in the Region 15 Consortium bid.

4.
Check the payment method. These include either issuance of a purchase order with direct billing to the district, or personal payment with submission of a reimbursement claim. The latter method is only to be used for vendors that do not accept purchase orders and its use must be preapproved via this form. Individuals using this method are reminded that the district is exempt from sales tax and will not provide reimbursement for any sales taxes. The "Payment Claim" box should not be checked unless seeking reimbursement of a previously approved requisition authorizing a personal payment (see section I.E.).

5.
Indicate the complete name and address of the vendor supplying the goods or services.

6.
Complete the quantity, a meaningful description of the item(s) or service(s), the unit price, and the extended price (quantity x unit price). List any shipping & handling charges and fill in the total price.

7.
Include any special instructions in the Comments area such as enclosing a check (prepayment), originator will call in or fax order, etc.

8.
Complete the account number(s) to be charged. These must appropriately reflect the nature of the goods or services and not merely where available funds reside. The total amount distributed to accounts must equal the total amount requisitioned for the goods or services.

9.
Purchase requisitions must be signed by the originator and approved by both the department head and the appropriate unit head (HVRHS Principal, Director of Pupil Services, Superintendent or Business Manager). If expense is to be charged to another department, the approval signature of that department head will be additionally required. If an individual with approval authority is going to be absent from the facility for a time, an alternate individual can be designated to approve requisitions in their place. Such a designation should be made in writing to the Business Manager and indicate the time period for which it is in effect.

10.
The original and one (1) copy of the approved purchase requisition should be turned in to the Business Office. Once processed, the original will be retained in the Business Office and the copy will be returned to the originator with a copy of the purchase order, if one is issued.

11.
The funds represented by the approved requisition will be encumbered and will no longer be available. If an item previously requisitioned for "preview" is returned to the vendor, the department head must inform the Business Office in writing of that fact and any related charges so that the unused amount can be returned to an available status.

B.
Purchase Orders

The Business Office will issue Purchase Orders for approved purchases other than those which have been preapproved for personal payment and reimbursement.

1.
Separate consecutively numbered series will be used for each unit.

2.
A copy of each purchase order will be returned to the purchase requisition originator. This copy is for the originator's files.

3.
The purchase order number must be relayed to the vendor and must appear on the vendor's invoice. This is necessary for both proper payment and accountability.

C.
Vendor Shipping Documents

1. Any shipping documents received with a shipment of goods should be carefully checked to ensure that the items listed were both received and in good condition.

D.
Invoices

1. Invoices received for goods and services will be sent to the requisitioner for verification and payment approval.  Invoices printed off the internet will require proof of receipt (i.e. shipping documents).

2.
The requisitioner should verify receipt of the goods or services and that the unit price and extension is correct and agrees with the original requisition. If correct, the invoice should be signed by the department head. If not correct the department should resolve the discrepancy with the vendor.

E.
Personal Expense Reimbursement

Only goods and services expenses preapproved via a purchase requisition are normally eligible for reimbursement (see sections II. and III. for conference/workshop and travel expenses). In order for a claim that was not preapproved to be considered for reimbursement, the individual must submit a written appeal explaining any special circumstances to be considered. This appeal must be approved by the department head, the unit head, and the Business Manager.

1.
To receive a normal personal expense reimbursement, the originator should first make a copy of the approved purchase requisition authorizing the personal payment.

2.
On the copy of the approved purchase requisition, the originator should check the "Payment Claim" box directly under the previously checked "Personal Payment" box.

3. Original receipts (not photocopies) must be attached to the purchase requisition copy. These receipts must indicate price, quantity, and description of the item(s). A credit card statement alone is not acceptable since it does not contain this information.

4.
If a reimbursement request involves an order placed via the internet, the individual must (in addition to numbers 1, 2, and 3 above) submit shipping documents and proof of payment (i.e. copy of credit card statement) for the item(s) for which the individual is seeking reimbursement.

5. If the reimbursement amount exceeds the approved amount by more than 5%, or overage exceeds the available funds, the claim will require reapproval by the department head(s) and unit head. Otherwise, the purchase requisition copy, with original receipts attached, should be submitted directly to the Business Office for reimbursement.

II.
CONFERENCE/WORKSHOP EXPENSE
A.
Preapproval

Written preapproval is required for attendance at reimbursable conferences and workshops. Such conferences and workshops should only be approved if there are sufficient available funds to cover all related expenses.

An individual desiring to attend a conference or workshop should complete a "Conference/Workshop Attendance Approval and Expense Claim" form.

1.
Complete the attendee's name, the conference/workshop name, the conference or workshop date(s), the attendee's unit, account number(s), and a brief description of the conference/workshop purpose and/or subject matter.

2.
Include an estimate of the expense for the conference/workshop and related travel, including mileage (if using personal automobile), tolls, etc.  Please note that meals for one-day conferences and workshops are not reimbursable. When traveling to and from workshops or conferences, the shortest distance, whether from home or school as the starting point, is the determination for reimbursement.

3.
Sign and date the top section of the form.

4.
The form must be approved by both the department head and the appropriate unit head (HVRHS Principal, Director of Pupil Services, Superintendent or Business Manager). If an individual with approval authority is going to be absent from the facility for a time, an alternate individual can be designated to approve attendance in their place. Such a designation should be made in writing to the Business Manager and indicate the time period for which it is in effect.

5.
The original and one copy of the approved form should be turned in to the Business Office. Once processed, the original will be retained in the Business Office and the copy will be returned to the originator for subsequent expense claim submission.

6.
The funds represented by the expense estimate will be encumbered and will no longer be available.

7. Once conference/workshop attendance is approved, any expenses that require a purchase order or must be prepaid, such as conference/workshop registration fees, can be submitted to the Business Office on a Purchase Requisition form, with a copy of the Conference/Workshop Attendance Approval form attached.

B.
Conference/Workshop Expense Reimbursement

When seeking reimbursement for incurred expenses associated with a preapproved conference or workshop, the individual should complete the bottom section of the "Conference/Workshop Approval & Expense Claim."

1.
On the bottom section of the form previously approved for the conference/workshop attended, list the details of the expenses and the total amount for each category of expense. Include mileage reimbursement for the conference/workshop, if applicable, under transportation. 

2.
Original receipts (not photocopies) must be attached to the expense claim. These receipts should indicate the service rendered or the price, quantity, and description of item(s). A credit card statement alone is not acceptable since it does not contain this information.

3.
Sign and date the bottom section of the form.

4.
Since the Conference/Workshop Approval form contains the necessary authorizations, no additional approval signatures are necessary unless the actual expenses claimed plus any prepaid expenses exceed the approved estimate by more than five percent. In the latter case, the department head and unit head must approve the expense claim. Otherwise, the expense claim with original receipts attached, should be submitted directly to the Business Office for reimbursement.

III.
TRAVEL EXPENSE

A.
Routine Travel & Miscellaneous Expense Claim

The district reimburses staff for required job related travel by personal automobile at the IRS approved rate, and for authorized miscellaneous expenses. Commuting from an individual's place of residence to their normal place of work is specifically excluded.  When traveling to and from workshops or conferences, the shortest distance, whether from home or school as the starting point, is the determination for reimbursement.

1.
Employees who desire to submit a claim for travel and other expenses not falling under sections I. and II. of this procedure should complete a "Routine Travel & Miscellaneous Expense Claim."

2. Claims should be submitted monthly.  In no case should they be submitted less often than quarterly.

3.
For "Other Expense" original receipts (not photocopies) must be attached to the claim. These receipts should describe the nature of the goods or services for which reimbursement is sought.

4.
Once approved by the department head and the unit head, the claim should be forwarded to the Business Office for reimbursement processing.

B.
Conference Related Travel

See section II.B.1.
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