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This manual has been prepared by the Financial Services Department for use in the Schools and 

Departments of Richland School District Two.  The practices and procedures referenced in this manual 
have been developed in accordance with Board Policy and State/Federal Regulations.  All Richland 

School District Two personnel should adhere to these procedures. 
 

This manual should remain permanently in each school/department and should be easily accessible to 
necessary personnel.  Changes and/or additions may be distributed periodically and should immediately 

replace amended sections or be added to appropriate sections as instructed. 
 

Any questions, suggestions or comments concerning this manual should be directed to the Executive 
Director of Financial Services at the District Office at 738-3289.  The Chief Financial Officer or the 
Executive Director of Financial Services must approve all revisions to the procedures outlined in this 

manual. 
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General Accounting:  
Introduction to Finance for District 
Leaders 
 

This Section provides a general overview of school district finance as it relates 
to Richland School District Two and outlines some of the resources 
available to you as you make financial decisions for your school and/or 
department. 
 

he policies and procedures outlined in this manual are intended to document 
how Administration will fulfill the responsibility to act as good stewards of the 
resources entrusted to us as a K-12 Public School System.  This manual is not 
intended to replace or revise Board Policy; but to be used as a resource to clarify 

and summarize all governing policies and regulations.  In the event of an inconsistency or 
conflict, applicable law and SC State Department of Education’s policies supersede 
district policies and district policy supersedes school/department procedures. 

Rules and Regulations 
 

 

Section 

I 

T 

Question 
Are we considered a “not-for-profit’?   For many years, there has been a misconception 
that public school systems are considered “not-for-profit” agencies.  While the district is not 
responsible for paying state and federal income tax on funds received, we are not officially 
considered “not-for-profit”.  The official tax classification the district falls under is referred to as a 
“Political Subdivision of the State”.  (Note:  This is not the same as being classified as an 
official 501(c) (3) not-for-profit entity.) 

Question 
Why do we have to follow so many rules and regulations? As a political 
subdivision of the state, the district is primarily funded with local, state and federal tax dollars.  
Along with those public funds comes the fiduciary responsibility to be good stewards of the 
taxpayers’ dollars…and additional government accountability. 
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In addition to the many regulations and 
compliance requirements, leadership must also 
consider another very important factor when 
establishing policies and procedures and 
accounting for public funds….Public Perception.  
While many actions may not directly violate a 
specific law, regulation or policy…the risk 
associated with public perception concerns must be 
considered in establishing standards and 
procedures.  This aspect of making management 
decision has become increasingly important with 
the continued movement towards accountability 
and transparency.  In 2008, the SC Comptroller 
General’s Office introduced a spending 
transparency initiative that requires school districts 
to post payment details to their website monthly. 
 

Roles and Responsibilities 
 
We all play a unique role in the district’s financial 
process.  While our financial procedures and 
guidelines apply to all Richland School District 
Two employees, Bookkeepers and Principals/Fund 
Managers share the primary responsibility for the 
financial well-being of their school/department. 
 
Bookkeeper Roles and Responsibilities 
 

When looking at the roles of the Bookkeeper and 
the Principal, it is important to understand that 
communication is essential to the school’s success.  
While the responsibilities of each Bookkeeper may 
vary to some degree from school to school, the 
fundamental roles and overarching expectations 
remain the same.  At the end of the day, most 
Principals count on their Bookkeepers to keep 
them informed and to keep them out of the news 
and out of trouble.  Every Principal has his/her 
own unique style of leadership…some are very 
hands off with the financial aspects of running the 
school, while others are more comfortable micro-
managing financial reporting.   
Either way, the Bookkeeper should make every 
effort to focus on the following roles: 
 

• Gate-Keeper of the funds 
• Advisor to Leadership 

YOU CAN’T MAKE 
THIS STUFF UP… 
 

In addition to Board Policy, the 
District Procurement Code and 
general contract compliance, the 
district is governed by and/or 
regulated by a number of oversight 
agencies.  Some examples 
include… 
 

Federal Agencies/Law 
• United States 

Department of 
Education (USDOE) 

• Grant Agencies (i.e., 
USDA, Department of 
Defense, etc.) 

• US Office of 
Management and 
Budget (OMB) 

• Internal Revenue 
Service (IRS) 

• Fair Labor Standards 
Act (FLSA) 

• Family Medical Leave 
Act (FMLA) 

 

State Agencies/Law 
• SC State Department of 

Education (SDE) 
• SC State Code of Laws 

K-12 Education 
• SC State Retirement 

System (SCRS) 
• SC Department of 

Revenue (DOR) 
• SC State Budget and 

Control Board (State  
Procurement) 

• State Workers 
Compensation 
Commission 

 

General Accounting 
• GAAP (Generally 

Accepted Accounting 
Principles) 

• GAS (Governmental 
Accounting Standards) 

• GASB (Governmental 
Accounting Standards 
Board) 
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• Cash Collections, processing payments for the school 
and related data entry. 

• Educate the Principal and/or faculty as it relates to 
financial processes and procedures. 

• Provide accurate and timely information to help 
Principals make the best decisions for their school based on the available 
resources. 

• Maintain all required records on a current and accurate basis. 
• Submit all required reports and requests for payments promptly and accurately. 
• Responsibility to keep the Principal informed of all real or potential financial 

issues. 
 
Principal Roles and Responsibilities 
 
The Principal should be the visionary and the decision maker, first and foremost.  In 
many cases it is reasonable to expect Principals to delegate or assign certain 
responsibilities to their leadership team; however, the Principal is ultimately responsible 
for all financial activity and requirements that relate to their school, regardless of who they 
may have delegated the task to.  The following are some of the specific roles and 
responsibilities of each Principal. 
 

• Be familiar with and enforce the provisions of this manual. 
• Insure that the Bookkeeper and faculty are properly instructed as to duties to be 

performed, instructed in proper methods and procedures, and given adequate 
supervision and guidance. 

• Insure that the Bookkeeper and staff have all the 
necessary tools and resources needed to be 
successful. 

• Insure the preparation of accurate and timely reports 
covering the results of operations and status of 
school activity funds. 

• Review and analyze the school activity funds at least monthly. Review should 
include but not necessarily be limited to areas such as: 

o Questioning of potentially deficit or deficit account balances. 
o Assessing the reasonableness of current account balances, considering 

reserved funds and outstanding obligations. 
o Assessing the reasonableness of receipts and disbursements by account 

and in total, to include comparison with prior periods. 
• Insure that appropriate checks and balances are in place to protect cash and other 

assets.  Insure that deposits are made to the bank safely and in a timely manner. 
• Monitor the operation of revenue-producing activities with a view to avoiding 

unanticipated losses. 
• Initiate appropriate plans of action to insure that procedures are followed for all 

situations. (Normal, everyday circumstances, as well as, special, one-time 
situations.) 

BOOKKEEPER 
Gate-Keeper 

Information Provider 
Advisor 
Educator 

PRINCIPAL 
Visionary 

Decision Maker 
Accountability 

Review/Approve 
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bud·get 
noun \ˈbə-jət\  
 
: an amount of money available for spending that is 
based on a plan for how it will be spent 

: a plan used to decide the amount of money that can 
be spent and how it will be spent 

: an official statement from a government about how 
much it plans to spend during a particular period of 
time and how it will pay for the expenses 

General Accounting:  
Understanding Budgets and 
Ledger Information 

ebster defines a budget as an official statement from a government about 
how much it plans to spend during a particular period of time and how it will 
pay for the expenses.  The District utilizes budgets for the majority of the 
different funds maintained by Administration.  Budgets are not only intended 

to be a financial road map for Principals/Fund Managers…but they are also a 
representation of amounts allocated for specific departments and purposes based on the 
government’s priorities.  Additional specifics on budgets for different fund types will be 
covered later in this section. 

The District’s financial software program, Alio, processes and tracks budget activity in 
addition to the actual dollars coming in and dollars going out.  Generally speaking, the 
dollars coming in are referred to as Revenues and the dollars going out are referred to as 
Expenditures or Expenses.  It is important to keep in mind that a budgeted amount is 
different than the amount that is recorded as actual dollars coming in and actual dollars 
going out.  Budgeted allocations are similar to a line of credit…you are approved to spend 
up to a certain dollar amount, but the budget itself is just the measurement point…not 
representative of the actual spending. 

The other factor that impacts an account’s total available balance is the amount of funds 
that are encumbered out of the budget.  Encumbrances are created when a purchase 
order is created and coded to a specific account.  Basically, the system designates/reserves 
the requested portion of the budget as a promise to pay for the requested goods or 
services in the future.  The 
encumbered amounts will remain 
encumbered until 1) the related 
invoice is paid against the purchase 
order, liquidating the purchase 
order, 2) the purchase order is 
cancelled or manually liquidated in 
the system or 3) the fiscal year 
comes to an end and appropriates 
lapse. 

 

 

 

W 
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General Accounting:  
Account Number Structure 

he District accounting structure was developed on a governmental fund basis.  
The State Department of Education (SDE) has mandated the account structure 
used by all school districts in the State of South Carolina in order to provide a 
level of consistency and comparability statewide.  State, Federal and Local 

Agencies, as well as, the District and community, utilize the information provided by our 
account numbers for a variety of purposes.  Because numerous agencies rely on the 
information provided through our account structure, expenditures must be recorded 
accurately and in the appropriate categories. 

T 

Question 
I have an account that is “in the red” or has exceeded the available budget.  
How do I go about making an adjustment to correct this?   The answer truly 
depends on why the account is over budget.  Was a purchase order done without enough available 
budget to cover the associated cost?  If this were the case, there are basically two options for 
correcting this overage.  Option 1 – Enter a budget transfer to move budget allocation from 
another account within the same fund into the negative account in order to increase the total 
account budget to cover the costs.  Option 2 – Enter a journal entry to reclassify the expense 
from the negative account into a more appropriate account with available budget. 
 
In cases where there are still outstanding encumbrances, it is important to verify that the 
remaining encumbered purchase orders are still valid and should be still open.  If a purchase order 
needs to be closed out, you may request that Purchasing cancel or liquidate the purchase order.  
This will remove the encumbered amount from your account, freeing up available budget for use. 

Question 
Is it really a big deal if I submit something that is not coded correctly?   It is 
really important that all expenditures are coded correctly and consistently based on the SDE 
account code definitions.  Activity for each school is ultimately rolled up into the District totals 
for the year by the account numbers originally coded.  This information is then consolidated at 
the state level for all South Carolina public schools, and ultimately reported at the federal level. 
 

In addition, many school level and district level decisions are made considering trend information 
based primarily on account number coding.  In more recent years, decisions being made at the 
state level have also been driven by statewide data, which is consolidated based on account 
number coding.   State Department of Education In$ite reporting, the district’s Annual Audited 
Financial Report, Transparency Reporting and State/Federal Budget Compliance are all 
dependent on the coding  done at the time of origination.  Elected Officials and administrators 
are using this information to make decisions that impact our district funding and ultimately, even 
instruction of our students. 
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The following information breaks down the account number structure and explains 
what each component represents: 

YEAR 
 
This two-digit code identifies the fiscal year/school year of the activity. 

 
FUND 
 
This three-digit code identifies the funding source, i.e. grant or allocation of money, 
allocated/awarded to the district.  

 
Examples: 100 General Fund 
  338 At-Risk Funds 

 
FUNCTION 
 
This three-digit code identifies the department or group of employees/students that will 
benefit from the funds. 
 

Examples: 111 Kindergarten 
233 School Administration 

 
OBJECT 
 
This five-digit code identifies what is being purchased. 
 

Examples: 00120 Substitutes/Temporary Salaries 
00410 Supplies and Materials  

 
LOCATION 
 
This three-digit code identifies the location spending the money.  
 

Examples: 001 Administration 
095 Longleaf Middle School 

 
COST CENTER 
 
This four-digit code is used to distinguish like accounts from one another.  There are some 
funds that have already been assigned specific cost centers, while others are at the discretion 
of the fund managers.   
 

Examples: 0001 School Based Expenditures 
1232 Avid 

XX  – XXX  – XXX – XXXXX  – XXX  – XXXX      
YEAR – FUND – FUNCTION – OBJECT – LOCATION – COST CENTER  

 

Example:   15.100.113.00410.001.0002                                  
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Funds 
 
100 General Fund 
201 Title One 
338 At-Risk Funds 
500’s Capital Project Funds (Includes 8% funding allocations) 
700’s Student Activity Funds 
 
Functions 
 

111 Kindergarten 
112 Primary (Grades 1-2) 
113 Elementary (Grades 3-8) 
114 High School 
115 Vocational 
120’s Special Ed/Exceptional Programs 
130’s Preschool Programs 
141  Gifted and Talented 
142 Advanced Placement 
145 Homebound 
161 Autism 
170’s Summer Programs 
190 Pupil Activity Only – Instructional 
211 Attendance 
212 Guidance 
213 Health/Nurses 
214 Psychologists 
221 Curriculum Development 
222 Media Center 
223 Supervision of Special Programs 
224 Improvement of Instruction – Staff Training 
233 School Administration 
254 Maintenance & Operations 
271 Pupil Activity Only – Non-Instructional 
 
Objects 
 

00120 Substitute/Temporary Salaries 
00312 Consultant – Improvement of Instruction 
00323 Repairs 
00325 Rentals 
00332 Travel 
00340 Communications (Phones/Cell Phones) 
00360 Printing & Binding 
00410 Supplies and Materials (Includes equipment with a cost less than $5,000) 
00430 Library Books and Materials 
00440 Library - Periodicals 
00445 Technology Software and Supplies (Includes technology with a cost less than $5,000) 
00540 Non-Technology Equipment with a cost less than $5,000 
00541 Non-Technology Equipment with a cost of $5,000 or more 
00545 Technology Equipment with a cost of $5,000 or more 
00660 Pupil Activity Only 

FREQUENTLY USED 
ACCOUNT NUMBER 

CODES 
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Cash Collection:  Process for 
Collecting, Handling and Accounting for 
Money  

This section outlines Richland School District Two’s procedures for handling and 
accounting for all money collected by the district, in accordance with state and federal 
guidelines, board policy and generally recommended accounting practices. 

he responsibility for safeguarding, accounting, and managing the student activity funds rests with 
the principal.  Duties that must be performed in providing proper management and security may 
be delegated to the degree desired by the principal, but the responsibility and accountability 

remain with the principal.  

Collecting money 
There are many situations within a school district where parents, students and community members pay 
the district for school fees, admission, school pictures, lunch, snacks, after-school care, etc.  It is 
increasingly important for staff to follow consistent procedures that provide transparency and 
accountability to all district constituents.  

Who does this section apply to? 
These procedures and guidelines apply to all Richland School District Two employees, volunteers or 
representatives that play a role in collecting money for your location.  Principals, assistant principals, 
bookkeepers, teachers, student activity directors, athletic directors and other administrative professional 
staff should be very familiar with these guidelines. 

Section 

IV 

T 

Revised 5/5/2015 



R I C H L A N D  S C H O O L  D I S T R I C T  T W O  

 

 

 

Question 
Our students raised money to help out a teacher with a terminal illness.  They are now 
requesting us to pay the teacher the money they were able to raise to help offset her medical 
bills.  How do we handle this situation?   First of all, this is a good illustration of the fact that every situation 
that may arise is not addressed in a manual…and many situations you may run into are not going to be cut and dry 
textbook scenarios.  While this manual is intended to provide you with the basic and fundamental framework for 
safeguarding and reporting financial transactions in your school, there are often times that “round peg” that you are 
dealing with just will not fit into the “square hole” provided by the framework.  So when a situation arises that there are 
no official guidelines for, you should first consult with the appropriate Finance Team member to seek guidance. 

In this unique, but very common situation, there are many different ways to handle this request.  Much of that depends 
on when you learn of the initiative and how far along it is in the process.  If this well-intentioned initiative is still in the 
planning stages, you are definitely in a better position to advise the student group on the best options for achieving the 
desired goal.  Some of the most conventional options might include encouraging the use of an affiliate organization, 
such as a PTO or education foundation, to facilitate the collection of funds and the monetary contributions to the 
individual.  There are also, numerous charitable organizations that assist with these types of fundraising activities that 
may be willing to assist. 

If things are well beyond the planning stages, and the funds have already been deposited into the district’s pupil activity 
fund accounts, there are many more things that must be considered.  Because the individual is an employee of the 
district, any “cash equivalent” payments to the employee would be considered taxable for purposes of IRS reporting and 
would probably need to be paid through payroll. (Cash equivalents include cash, checks, as well as, gift certificates and 
gift cards with a face value.)  In addition, there are other things one must consider, such as, transparency, equity and 
unfortunately, perception.  Something as simple and with the best of intentions can quickly become an issue. 

 

~No good deed goes unpunished.~ 
Oscar Wilde 

Revised 7/27/2015 

9 

 



R I C H L A N D  S C H O O L  D I S T R I C T  T W O  

 

Control of Cash
The amount of cash, checks and credit card transactions 
flowing through the school activity funds dictates the 
necessity for stringent safeguards in the control of receipts 
and disbursements. Throughout this manual there are 
provisions designed to assure proper control of the funds, 
which flow through the accounts.  

All District and School purchases should be made with a 
District Accounts Payable check or an authorized District 
procurement card.  All funds need to be deposited daily, 
intact, with proper relation established between receipts 

and deposits.  Under no circumstances should cash collected be used to make 
purchases, pay individuals or cash checks for faculty/staff.   

All funds collected on behalf of the school must be receipted on pre-numbered receipts. In 
reporting of ticketed sales, there must be a relation between revenue and serially numbered 
tickets sold. Bank reconciliations for school emergency petty cash accounts should be done 

Under no circumstances 
should cash collected be 
used to make purchases, 
pay individuals or cash 
checks for faculty/staff. 

  AR DIE-R Audits/Financial Monitoring 
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monthly.  Principals and/or other persons connected with school activity funds must review the 
operations.  The District’s external auditors will perform audits of pupil activity funds on an 
annual basis.  In addition, the District Office may perform internal audits of school funds 
anytime during the year.  All funds should be held in secure containers; locked bags, locked 
drawers, safe or vault until deposited.   

Funds should never be left unattended or accessible to unauthorized personnel. A second person, 
when possible, will deposit funds, in a locked bag or a sealed plastic bank bag, into the bank, and 
return the deposit receipt to the Bookkeeper.  When deposits are night deposit drops, arrangements 
should be made by each school to either have someone pick up validated deposit receipts on a regular 
basis or have the bank mail validated deposit receipts to the school. 

Change Funds 
In circumstances where a school may need to make change for payments received, a request should 
be made in advance for “change funds” to be issued to a designated staff member who will act as 
the “custodian of funds”.  The Change Fund Request Form should be used to make the request and 
a direct disbursement will be made through accounts payable for the amount approved.   

The custodian of the change fund is responsible for the security and accountability of the funds 
issued.  All requests for change funds must be approved by the Finance Office prior to distribution.  
The request for change funds should be charged to an account number that uses a 10112 object.  
Change funds must be authorized in advance, and may not be pulled or held back from revenues 
collected.  When the change fund is no longer needed or the year comes to an end, change funds 
should be deposited back to the originating 10112 account.  The deposit of change funds should be 
done in a deposit separate from the regular daily deposit and should indicate “Redeposit of Change 
Funds”.  A copy of the deposit information should be submitted to the Finance Office documenting 
the redeposit of funds issued. 

Change Fund cash should only be used to make change in accordance with the purpose outlined on 
the request form.  Change fund cash should not be used to cash checks or make change for 
employees or students, unless it relates to payment being made directly to the school.  These funds 
should not be used under any circumstances to make purchases of goods or services and will be 
subject to unannounced audit at any time.  It is the responsibility of the custodian of funds and/or 
his/her designee to ensure that the cash is maintained onsite in a secure location at all times. 

Please note that the vendor used for change funds (i.e. Custodian of funds – John Doe), should not 
be used as the vendor to reimburse the named employee.  For example, if John Doe was the 
Administrator designated as the custodian of funds, a travel reimbursement to John Doe should not 
be made using the same “Custodian of Funds – John Doe” vendor number.  A separate vendor 
number should be used for any direct payments or reimbursements to John Doe. 
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re·ceipt 
 noun re·ceipt \ri-ˈsēt\ 

: a piece of paper on which the things 
that you buy or the services that you 
pay for are listed with the total amount 
paid and the prices for each 
: the act of receiving something 

 

Cash Receipting 
Writing a receipt serves to protect those who 
handle money as well as to provide for the security 
of funds. Receipt writing also provides for a more 
meaningful annual audit of school funds. All 
persons are responsible and totally liable for all 
funds that they receipt (See Examples - Exhibit A). 

• Teachers collecting $5 or more from each 
student must write a receipt for each 
student. Teachers collecting less than $5 
from each student may either receipt each 
student or receipt the sum of the monies 
collected on one receipt, but there should be a list that details the names and amounts 
collected from each students to support this receipt. All detailed lists should be retained and 
submitted with the teacher receipt book at the end of the school year.  There is an exception 
for nominal fund raising activities. (See Subsection “Fundraising Activities”)  

• Only pre-numbered, duplicate receipt books or Alio “numbered” receipts will be used by 
schools.  

• The school office should keep a list of all receipt books by number and to whom each has 
been issued. Receipt books should be issued to individuals not classes. If a teacher is 
replaced then a new receipt book should be issued to the replacement. Students are not 
permitted to use receipt books. 

• Receipts will be issued by the teacher or other school personnel for all funds received by the 
school. 

• Every precaution must be taken to assure that receipts are not lost or stolen. In the event 
this does occur, the teacher/bookkeeper must 
submit a letter to the principal and a copy to the 
Executive Director of Finance explaining the 
circumstances surrounding the missing receipts. 
The teacher/bookkeeper must then reconstruct a 
list of all funds collected to that point of time. 

• No part of the receipt should be filled in prior to 
the time that money is collected from the 
individual. 

• Receipts must always be written in ink. 
• Receipts are to be written to each individual who 

submits funds. The original (white) copy is to be 

Writing a receipt serves 
to protect those who 

handle money as well as 
to provide for the 

security of funds…. All 
persons are responsible 
and totally liable for all 
funds that they receipt. 
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given to the individual submitting funds. 
• The activity account to which the revenues are to be credited or the purpose for the 

collection of funds is to be recorded on each receipt. 
• When any error is made on a receipt, it should be voided and a new receipt issued. When a 

receipt is voided, the original must remain in the book and the word “void” written across 
both the original and the duplicate. If the original receipt has been removed, it must be 
securely replaced in the receipt book over its corresponding duplicate. 

• The writing on the duplicate pages in the receipt book must not be destroyed or altered in 
any way. 

• All spaces on the receipt must be filled in and the amount indicated in both letters and 
numerals in appropriate space. 

• Teachers should turn in all money collected to the bookkeeper daily. This responsibility 
cannot be delegated to a student. 

 

Cash Deposits 

At the time it is necessary to turn in money, the teacher will perform the following steps: 

• Count all money collected that day. 

• Compile an accounting of all monies collected and the purpose of the collection (i.e. 
account or activity breakdown) on a Pupil Activity Receipt Form or similar 
document. (See Examples - Exhibit B). 

• Assure that the total amount of money collected matches 
the total on the form and sign the form. 

• Submit the signed and dated form with the money 
collected to the bookkeeper. 

• Obtain a receipt from the bookkeeper which matches the 
total amount of money submitted on the form. 

The Bookkeeper should: 

• Verify the money with the amount the 
teacher has turned in. 

• Document the first and last receipt 
numbers, the date and amount of the 
deposit in the Bookkeeper’s receipt 
book.  The total cash collected 
according to the detail on the receipt 
books for each day should match the 
total amount of cash indicated on the 

Teachers should turn in all 
money collected to the 
bookkeeper daily.  This 
responsibility cannot be 
delegated to a student. 

Deposits 
should be 

made daily or 
each day that 

funds are 
collected. 
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Form.  The total of all checks collected according to the detail on the receipt books 
for that day should also match the total amount of checks included on the Form. 
Initial the Pupil Activity Receipts Form or similar document. 

• Give the teacher a receipt generated from Alio. (See Subsection “Alio Instruction 
Sheets”) this should be stapled to the teacher’s copy of the Pupil Activity Receipt 
Form or similar document.  

• All checks received and receipted should be marked for deposit only and deposited. 

• Prepare deposit slip for cash/checks received. Verify amount of deposit to total of 
related receipts as shown on the Cash Receipt Edit Listing. 

• Deposits to the bank should be made daily or each day that funds are collected. As a 
general rule, a total of no more than $200 should be left in the school overnight in a 
safe or locked securely. 

• Upon receiving the validated bank receipt, staple the slip with the Alio Cash Receipt 
Edit Listing and copies of Pupil Activity Receipt Forms or similar document.  

 

Credit Card Deposits 
As a value added service to parents and guardians, credit card terminals are available for use as an 
alternate method of payment. Security measures require the card holder must physically present 
the card with valid photo identification to be swiped.  

• The school representative responsible for accepting payments by credit card will 
assure school copies of all receipts are secured until the end of the school day.  

• The activity account to which the revenues are to be credited or the purpose of the 
transaction are to be recorded on each receipt, the Pupil Activity Receipt Form, or a 
similar document.  

• The credit card terminal generates a bank settlement report showing the total 
transactions for the day. This report may be automatically or manually generated. 
Using the information from the bank settlement report, a cash receipt should be 
entered in Alio for the credit card transactions completed that day.  All credit card 
transactions will be deposited to the pupil activity bank account.  

• The Credit Card Settlement Statement should match the total of the Cash Receipt 
Edit Listing. Staple the Credit Card Batch Settlement Report with the school copies 
of each transactions receipt to the Cash Receipt Edit Listing. 

 

Donations 
All donations of cash or property offered to the district or a school must be in accordance with 
Board Policy KCD. If a donation is offered, the principal may accept a donation up to $1,000.  

Revised 7/27/2015 
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Donation exceeding $1,000 should be brought to the Superintendent and/or the Chief Financial 
Officer for acceptance. 

• For monetary donations, the cash/check must be handled in accordance with the Cash 
Receipts Section of this manual. The receipt needs to reference “donation” and if the 
donation is accompanied by a letter from the donor, that letter needs to be attached to the 
Cash Receipt Edit Listing   

• The principal should send a letter of acknowledgement to the donor and send a copy of the 
letter to the Executive Director of Finance.  The letter should include the dollar amount of 
the donation and if the donor specifies the use for the donation (i.e.  To be used for athletic 
equipment). 
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Fu
nd 

Raising Activities – FOR CONSIDERATION/DISCUSSION 

Prior to the start of a fund raising activity, the teacher should obtain the principal’s signature for 
approval on the “Request for Fund Raising Activity” form (See Examples - Exhibit C).  Also, at the 
close of a fund raising event the sponsor must complete and submit the “Summary of Fund 
Raising Activity” form. (See examples - Exhibit D). Both forms should be given to the bookkeeper 
to keep on file. 

• Receipts must be issued for all money received from students. An exception is allowed for 
fund raisers which involve items with a nominal value and a minimal cost (i.e., candy, school 
spirit items, telegrams, etc.). 

• All money taken in from fund raising activities must be deposited daily. 

• Any expenditures or disbursements necessary to facilitate the fund-raiser must be processed 
through proper procurement policy, as outlined in the Richland School District Two 
Procurement Manual. 

• All expenditures must be made by a Richland School District Two check.  Purchases should 
not be made with cash.  

• Fundraising Activities sponsored by Parent Fundraising 
Organizations is a separate activity. (See Authoritative 
References ~ “PFO Guidelines”) 

 

Purchases 
should not be 

made with 
cash. 

Revised 7/27/2015 

16 

 



R I C H L A N D  S C H O O L  D I S T R I C T  T W O  

 

Admissions 
Consecutively numbered tickets must be utilized on all occasions when admission is charged. 
The principal should obtain a sufficient quantity of consecutively numbered tickets and store 
them in a safe place. The procedures outlined below should be followed for all athletic events. 
Primary accountability, as well as performance of specified tasks, are at the discretion of the 
principal but may be delegated to the athletic director. 

1. Prior to the activity, the principal or his designee should meet with the sponsor of the 
activity; supply him or her with an ample quantity of tickets along with the “Ticket Sales 
Sheet” (see Examples – Exhibit E) appropriate form reflecting beginning and ending ticket 
numbers. The principal or his designee should see that at least one individual is assigned 
the job of selling tickets and a different individual is responsible for taking up and tearing 
the tickets at the gate/entrance.  

2. As soon as all tickets are sold, all precautions should be taken to see that the money is 
secured, counted, and placed in the overnight depository in the appropriate bank.  
Money should be handled and counted in the presence of no less than two individuals.  

3. The sponsor should submit the appropriate form indicating the record of tickets sold to 
the school bookkeeper the next school day. 

4. The bookkeeper should reconcile this record to the revenue collected, collect all unused 
tickets and appropriately receipt and file the form by activity. Give the teacher a receipt 
generated from Alio. (See Subsection - Alio Instruction Sheets), which should be stapled to the 
teacher’s copy of the Pupil Activity Receipt Form?  

5. All checks received and receipted should be marked for deposit only and deposited. 

6. Prepare deposit slip for cash/checks received. Verify amount of deposit to total of related 
receipts/Cash Receipt Edit Listing.  

7. Deposits to the bank should be made daily or each day that funds are collected.  

 

 

NSF/Returned Checks 

Revised 7/27/2015 
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Richland School District Two contracts with an outside check recovery agency to collect for any 
returned check. The recovery agency guarantees payment of the face value of any check returned to 
Richland Two for insufficient funds provided a phone number is included on the check and the 
check is deposited within 10 business days of check’s date.  (Please keep in mind that even though 
the outside check recovery agency gives us 10 business days, our procedures are to deposit daily or 
each day that funds are collected.)  

• When accepting payments in the form of a check, the check must have the following 
information: 

 Check Writer’s Name 
 Physical Address (No P. O. Box) 
 Phone number with an area code 

• Payments for returned checks cannot be accepted by a school or at the district office. The 
recovery agency makes payment to the district for returned checks; the check writer needs to 
clear the debt with the agency.  

• Checks must not be held.  Checks received are to be given to the bookkeeper daily.  
• Do not accept postdated checks.  

 

Collections 

Principals should establish a process to collect monies owed to their school. When those measures are 
unsuccessful, the debt should be forwarded to the district office. To assist with the collection of debt, 
a collection packet should be forwarded to the district office no more than 60 days after damaged or 
no more than 30 days after a withdrawn or graduated student’s last day of attendance. 

Once a debt has been forwarded to the district office for collection, the school should not seek to 
collect on the debt; however if payment is made at the school, the school must notify the district the 
same day.  

Debt Collection packets will include student’s name, parent/guardian information including mailing 
address and phone numbers. The school will need to provide documentation of the debt and steps 
taken to collect the debt.  

 

 

Alio Instruction Sheets 
The purpose of entering a Cash Receipt is to record the revenue collected by your school.  

Revised 7/27/2015 
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Refer to the Alio Help Sheets found at https://www.richland2.org/Departments/IT/Pages/Alio.aspx 

A revenue account must be used to record the deposit. Once the Cash Receipt is posted to the revenue 
account; the budget is set up for that revenue account and the corresponding expense account. With Alio, 
the transactions are completed electronically; therefore for the transaction to process correctly, a revenue 
account must be used when posting your cash receipts. 
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EXHIBITS 
Exhibit A:  

 
 
 

 
 
 
 
 

Exhibit B:         FOR CONSIDERATION/DISCUSSION 
Pupil Activity Receipt Form 

 
NAME   ________________________________________________________________________________ 

 
ACCOUNT______________________________________________________________________________ 
 
PURPOSE_______________________________________________________________________________ 
 
Beginning 
Receipt # 

Ending Receipt 
# 

Total of Checks Total of Cash Total This 
Deposit 

Alio Receipt #/Date 

      
      
      
      
      

Here is an example 
of how to correctly 
fill out a receipt. 

Here is an example 
of how NOT to fill 

out a receipt. 
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Exhibit C:          FOR CONSIDERATION/DISCUSSION 
 

Request for Fundraising Activity 

School: _______________________________________________________ 

School Year: ___________________________________________________ 

Name of Organization/Club:_________________________________________________________________ 

Sponsor: __________________________________________________________________________________ 

Describe Activity (Indicate where sales will take place, i.e., on campus, in community, etc.): 

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________  

Vendor name(s):_______________________________________________________________________________ 

Sale price per Item: ____________________________________________________________________________ 

Date of Activity:    From:_____________________________   To: ______________________________________ 

Profits to be used for:__________________________________________________________________________ 
____________________________________________________________________________________________ 

If used for Field Study 
(A) Has trip been approved by: ____ Principal _____ District 
 
(B) Cost per child for child:   ______________________________ 
 
 
 
You must get a purchase order number before ordering any merchandise. Merchandise arriving at this School 
without a purchase order number will be refused when it is delivered. 
 
Sponsor signature: ____________________________________________________________________________ 
 
 
 
Reviewed and Approved: 
 
________________________________________________  __________________________________ 
                          Principal’s Signature      Date 
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Exhibit D:       FOR CONSIDERATION/DISCUSSION 
 

Summary for Fundraising Activity 

School: _______________________________________________________ 

School Year: ___________________________________________________ 

Name of Organization/Club:_________________________________________________________________ 

Sponsor: __________________________________________________________________________________ 

Description of Fundraising Activity (Indicate where sales will take place, i.e., on campus, in community, etc.): 

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________  

Date of Activity:    From:_____________________________   To: ______________________________________ 

Vendor Name: ________________________________________________________________________________ 

Total number of items received from the vendor (includes the number of items per case, carton, or box): 

_____________________________________________________________________________________________ 

Number of items sold: ______________________ Sales Price per item: _________________________________ 

Number of items given away or damaged: _________________________________________________________ 

Number of items not sold at the end of the sale period: ______________________________________________ 

Description of disposition of unsold items: 
_____________________________________________________________________________________________ 

*Actual Revenue collected per Sponsor’s receipt book: _______________________________________________ 
This figure should agree with the amount of money receipted by the bookkeeper. 

**Comments (include additional information such as reduced prices as well as any other unusual circumstances 
affecting the number of items sold): 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 
Sponsor signature: ____________________________________________________________________________ 
 
 
 
Reviewed and Approved: 
 
________________________________________________  __________________________________ 
                          Principal’s Signature      Date 
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Exhibit E:  
 

________________________ SCHOOL 

TICKET SALES SHEET 

 
EVENT: ______________________________ SELLER: _________________________ 
DATE: ____________________ 

TYPE / COLOR ISSUED TO 
SELLER 

BEGIN # - END # 

RETURNED BY 
SELLER 

FIRST # 
SHOWING 

# OF TICKETS 
SOLD 

PRICE PER 
TICKET 

TICKET SALES 
TOTAL 

 

 

     

 

 

     

 

TOTALS: 
     

 

START UP CASH RECEIVED BY SELLER: $__________________   

ENDING CASH: $___________________________________ 

SELLERS SIGNATURE: ________________________________   

  
 

COMMENTS:  

______________________________________________________________________________
____________________________________________________________________________ 
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ACCOUNTS PAYABLE & TRAVEL 

Accounts Payable:   
Process for generating payments to 
Vendors for Goods and Services Received  

This section outlines Richland School District Two’s procedures for requesting and 
generating payments to vendors for goods and services received on behalf  of  the district, 
in accordance with state and federal guidelines, board policy and generally recommended 
accounting practices. 

he responsibility for authorization and approval of all purchases rests with the principal or 
department head.  Duties that must be performed in providing proper management and security 
may be delegated to the degree desired by the principal, but the responsibility and accountability 

remain with the principal.  

Who does this section apply to? 
These procedures and guidelines apply to all Richland School District Two employees, volunteers or 
representatives that play a role in procuring goods or services for your location.  Principals, assistant 
principals, bookkeepers, teachers, student activity directors, athletic directors and other administrative 
professional staff should be very familiar with these guidelines. 

Section 

V 

T 

1 
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Deadlines and Check Schedule 
Checks are cut on Thursday for distribution on Friday of every week.  Occasionally, holidays or other 
circumstances may warrant an extended cut off or check run date.  When this is necessary we will inform 
you as soon as possible via email.  The deadline for submitting invoices to Accounts Payable is 4 p.m. on 
Wednesday for the following week’s Thursday check run.  For instance, all invoices received by 
Wednesday, July 15, 2015 will be included in the Thursday, July 23, 2015 check run.  If a situation arises 
after the Wednesday deadline that requires a check on the following Thursday, contact Accounts Payable 
via phone or e-mail as soon as possible and we will help you with a resolution.  Unless special 
arrangements are made, any invoices received after the deadline will be included in the following weeks 
check run.  While the deadline is on Wednesday, we ask that you not hold all invoices until Wednesday. 

For Bank of America statements, all documentation is due to Accounts Payable no later than the 12th of 
each month.    

Vendor Setup and Changes to Vendors 
If you need a vendor to be set up please e-mail a completed add vendor form to the Procurement Office 
with your request.  The Vendor Request Form can be found in this Section at Exhibit 5.A. 

Because some vendors have different addresses, there could be more than one vendor number set up in 
Alio with the same vendor name.  Please look at all possible vendors before selecting the vendor 
number for each disbursement.  Also, be sure to choose the vendor with the correct remit to address.  
This is not always the same as the order address so look carefully.  If you are unsure, please contact the 
Procurement Office prior to submission for payment. 

 

    
Tips for Searching for Vendor 

 Don’t enter full Vendor Name when doing a search…enter a 
few of the first letters of the Vendor Name and then search 
through the pull down box of available vendors. 

 When searching for vendors that begin with South 
Carolina...search under South, SC, S.C., S. C., etc. 
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Invoices 
 

It is important to sign and date all invoices (not 
purchase orders) to verify receipt of goods.  The date 
indicated should be the date the goods or services 
were received (not the date you are signing the 
invoice).  The exception to this would be for Bank of 
America and First Citizens, in which case you may sign 
off on the statement submitted and not the individual 
receipts.   
 
It is a best practice to make payments based on an 
original invoice, not a copy or fax, when practical.  
Contact Accounts Payable or the Accounting 
Coordinator over Accounts Payable if you are having 
difficulty getting an original invoice from a vendor.  
There are some situations that are more practical to 
submit as a copy, due to trouble scanning efficiently.  
For example, small receipts should be either taped to 
another sheet of white paper or copied and submitted 
as a letter size copy.  
 
Also, it is important not to send both the original 
invoice for payment and then send a copy at a later 
date.  This could result in duplicate payment of an 
invoice.  We cannot accept statements, quotes, order 
forms, or packing slips in the place of an invoice.  Only 
invoices can be accepted for payment.   
 
If a partial invoice is being paid out of several different 
accounts and you want the purchase order (RPO) to 
remain open, please indicate account distribution to use 
on the invoice being presented for payment and write 
“Partial” on the Purchase Order. (Please note that 
blanket purchase orders will be left open until they are 
completely liquidated or the originator indicates to 
close.) Unless it is clearly indicated on your 
voucher information to close the purchase order, 
any purchase orders with a remaining balance will 
remain open until a request is made to liquidate 
the purchase order.  All checks will be mailed to the 
vendor remit to address indicated on the purchase 
order unless you clearly direct us to do differently.  If 
you need a check sent to your school, please clearly 
communicate on the documentation you submit for 
payment.  

 
 

 Payment Processing Packet should 
consist of: 
o Purchase Order (SHOULD BE 

FIRST DOCUMENT IN 
PAYMENT PACKAGE) 

o Original Invoice, preferably 
o If applicable, all required travel 

documents 
 Approved Travel Request Form 

(Form should be approved by 
appropriate Chief) 
 Copy of Conference Brochure 

and/or Conference Registration 
 Meal per Diem Form, if applicable 
 Google Map or MapQuest 

verification of mileage claimed 
 Has invoice been signed off verifying the 

receipt of goods/services? 

 Has the date goods/services were 
received been noted on the invoice? 

 Make sure that there are no changes 
made to the original invoice. 

 Verify that sales tax is charged 
appropriately on the invoice. (The district 
is not tax exempt, however, some 
purchases, such as textbooks/library 
books are sales tax exempt.) 

 If any account numbers have been 
changed, verify that the account number  
already setup in Alio. 

 The purchase order is dated prior to the 
invoice date.  If not, then proper 
ratification has been completed and 
attached. 

 If there is more than one invoice for a 
purchase order, a tape should be attached 
that reconciles the multiple invoices with 
the purchase order. 

 Verify that there are no employees being 
paid through Accounts Payable unless it 
is for a direct reimbursement for district 
related purchases. 

 

  
Am I ready to submit 

for payment? 
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Statements 
Statements are provided by vendors as a recap of invoices due for a period of time.  Statements do not 
provide proper detail for payments, such as, items purchased, item amount, quantities purchased, etc.  The 
following vendors send us a statement every month for payment. 

Bank of America   
Lowe’s   
Sam’s Club 

 
Please send all receipts attached to the purchase order.  If the receipt is small please tape it to a sheet of 
paper before sending it through inner office mail. 

 

Question 
We have received a statement from vendor requesting payment for a previous 
purchase.  The vendor did not provide a separate invoice for the goods/services 
received.  Should we just process the request for payment with the statement as 
supporting documentation?   

 

Very few vendors generate and submit a statement to their customers without also generating a 

related invoice at some point in time.  The first thing you will need to do before proceeding with a 

payment request is to contact the vendor and request the detailed invoice(s) that relate to the 

amounts billed on the statement that you have received.  Paying from multiple types of supporting 

documentation can increase the risk of duplicate payments and/or payment for inaccurate billing.  

In addition, statements do not provide adequate detail of the goods or services received, which can 

result in audit exceptions.  
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Independent Contractor 
 : a person who contracts to do work for 
according to his or her own processes and 
methods 

: the contractor is not subject to another’s 
control except for what is specified in a 
mutually binding agreement for a specific job. 

 

Mileage Reimbursement 
 

All monthly mileage checks will be sent to the school.  Please note where the check needs to be sent 
under the Employee name.  If a check needs to be mailed to a residence indicate the address on the lines 
below the name on the mileage reimbursement form generated in eMileage 
(https://webapps.richland2.org/travel/login.aspx ).  The form must also have a valid Alio vendor 
number on it before submitting for payment.  It is recommended that an individual who receives a 
regular monthly check for mileage reimbursement submits their reimbursement on a monthly basis, 
month beginning to month end.  No reimbursement should cross fiscal year.  For example, all mileage 
through June 30th of each year should be submitted promptly and not include travel for the following 
months.  The mileage rate for the 2014-2015 year is 57.5 cents per mile.  Any mileage reimbursement 
submitted for prior fiscal year after July 31st may not be paid. 

 

1099 Vendor/Contracted Services vs. Employee 
 

A W-9 or Substitute W-9 is required for all 
individuals that would require a 1099 at the end of the 
year.  This would include individuals performing a 
service or those who provide goods with no 
substantive documentation.  Invoices for services 
must be submitted and paid directly by Accounts 
Payable; employees will not be reimbursed for any 
payments to an individual for services, as this inhibits 
1099 processing at year end.  We reserve the right to 
request a W-9 from any vendor.  Please keep in mind 
that some individuals are “doing business” as a 
business name; however, they are not an organized 
business.  If there is any question about how a vendor 

is organized, we will request 
a W-9.   

When paying an individual who requires a W-9, a Contracted Services Form 
(Exhibit 5-B) should be completed and signed by the individual.  This tells us 
that the payee recognizes that he/she is being paid an agreed upon amount.  
Under no circumstances is an employee of Richland Two to be paid on a 
Contract Services form.  Employees must be paid through payroll if they 
perform additional services beyond their job description. 

Additional 
information on 
employee vs. 

independent contractor 
determination can be 
found in the Payroll 

section of this manual. 
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Question 
Should a worker providing services to the School District be paid as an employee for 
income/employment tax purposes?   

 

The IRS assumes that a worker is an employee.  The district is responsible for providing sufficient evidence if 
a worker is to be treated as an independent contractor.   

IRS Revenue Ruling 87-41 established what is referred to as the "20 Factor Test" to assist in evaluating 
whether workers should be considered independent contractors or employees. (The control/relationship test 
can be found at Treas. Reg. 31.3121(d)-1(c)(2).) To simplify the determination, these factors can be 
summarized into three general categories: Behavioral Control, Financial Control, and Relationship of the 
Parties.  When evaluating the factors it is important to note that the IRS does not look specifically at any one 
factor…yet one factor can be enough to cause the IRS to determine that a worker is an employee. There is no 
"magic number" of factors which determines status...determination must be done based on the circumstances 
as a whole. It is also important to remember that the IRS presumes that a worker is an employee; therefore, 
the burden to proof differently rests with the employer.  

 
Question 
Why is it important to distinguish whether a worker is considered an employee or an 
independent contractor?   

 

The distinction between employees and independent contractors is important, because an employer must 
deduct Social Security/Medicare taxes from employee income and must pay an equivalent amount to the 
Social Security Administration.  In most situations, the employer must also withhold state and federal income 
tax based on the earnings of the individual.  If an individual is working as an independent contractor, the 
"employer" does not make Social Security/Medicare deductions, and the independent contractor must pay his 
or her own "self-employment taxes" along with income tax on earnings. 

Also, if an employer intentionally or mistakenly classifies an employee as an independent contractor, the 
employer is then at risk for being heavily fined and may be required to pay back-taxes (the uncollected 
"employment taxes" i.e., income tax and FICA withholding). If the IRS issues an assessment against the 
employer for these uncollected taxes (plus penalties and interest), the employer has no choice but to pay the 
assessment and then determine whether an appeal is feasible. 
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School Emergency Checking Accounts 
 
Under no circumstance is a 1099 vendor or an employee to be paid out of a School Emergency Checking 
account.  The payment for services must be in Alio so that we can accurately reflect these payments in a 
1099 at the end of each calendar year based on federal regulations.  Also, make sure that an establishment 
will not accept a purchase order before deciding to use your emergency account.   
 
 
School Emergency Checking Account Reimbursements 

 
In accordance with Board Policy AR DIE – R, Audits/Financial Monitoring, each school may have a 
checking account for emergency purchases.  This is a separate checking account for your location only. 
However, with the availability of the procurement card and district purchase orders, school checking 
accounts should be used primarily for emergency purposes. The following maximum balances should be 
maintained: $2,000 for elementary schools, $3,000 for middle schools and $4,000 for high schools.  
Checks should not be written to “Cash”.  No items over $1,499 may be purchased through this fund. 
The account must be reconciled monthly.  The bank reconciliation, along with a copy of the bank 
statement, monthly check register and checks issued should be sent to Leigh Powell in the Finance Office 
no later than the 20th of the following month.  The reconciliation form can be found in the Exhibits to 
this section. 
 
Checking accounts should be reimbursed monthly by submitting a School Emergency Account 
Reimbursement Request Form to Accounts Payable for reimbursement of all issued checks. 
Reimbursement requests should be made through a purchase order, and copies of receipts and checks 
should be sent along with the request. 
 
Under no circumstances should checks be written for the following: 

1 – Any form of payment to an employee. 
2 – Any form of payment to a 1099 vendor. 
3 – No checks written to “Cash”. 
4 – No reimbursements to employees. 

 
 Any payment for services must be in Alio so that we can accurately reflect these payments in a 1099 at 
the end of the calendar year based on federal regulations.  Submit a purchase order to payables for these 
types of expenses. 
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Reconciliation Procedures for Emergency Checking Accounts 
 

1. Record the ending balance per the bank statement. 
2. Record any outstanding deposits.  An outstanding deposit is any deposit that you have taken to 

the bank, but has not yet shown up on the bank statement.  
3. List outstanding checks by check number, date and amount.  Calculate the total sum of 

outstanding checks.  An outstanding check is a check that you have written, but has not yet 
cleared your bank statement. 

4. Calculate your adjusted bank balance.  (Bank statement ending balance plus outstanding deposits, 
less outstanding checks) 

5. Record the ending balance from your checkbook register (as of the end of the month).  This 
balance should match the adjusted bank balance on line 5.  If these amounts do not agree and you 
are unable to determine what has caused the difference, contact Leigh Powell for assistance. 

6. Forward the bank reconciliation, copy of bank statement and copies of check register and checks 
written to Leigh Powell in the Finance Department at the District Office. 
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Blanket Purchase Orders 
 

A blanket purchase agreement is a simplified method of filling anticipated repetitive needs for 
supplies or service.  

WHEN TO USE:  
ONLY WHEN MULTIPLE PAYMENTS 
ARE REQUIRED  

For Example:  

• Recurring monthly payments- copier 
agreements  

• Small purchases made at Staples, Sam’s, 
and other vendors that keep an open 
order for purchases made by team 
leaders or department personnel.  

• Large orders with many individual line 
items when a vendor furnishes their form 
to be filled. Purchase order would read 
lump sum per attached.  

Remember – Equipment should never be on a 
blanket agreement. PO's charged to account 
numbers 541 and 545 require an audit trail for 
fixed assets.  Also, you will need to communicate 
to Accounts Payable when you are ready for the 
Blanket Purchase order to be closed out. 
 

WHEN NOT TO USE:  
 
WHEN A PURCHASE REQUIRES ONE SINGLE PAYMENT 
Example:  

When a price is not known a line item will read: one lump sum for (teacher name) supplies used in 
classroom.  

A BLANKET PURCHASE ORDER CAN NOT BE ISSUED TO AN 
EMPLOYEE. 

What Must Be on All 
Blanket Purchase Orders 

 Terms and conditions of the 
agreement and statement of what 
the supplier will furnish.  

 The amount of the obligation 
including a statement that the 
school district is only obligated to 
pay. Amount of blanket should 
not exceed obligation.  

 A list of names authorized to use 
the blanket agreement.  

 A per call amount not to exceed $ 
2,500 or less.  

 Valid dates: begin date with an 
expiration date.  
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Sales and Use Tax
The District is required to pay sales or use tax on all purchases made unless they are specifically exempt by 
state law.  Currently, the District is only exempt from paying sales and use tax on textbooks, as defined by 
state legislation.  Exhibit 5-F provides detailed information about the textbooks exemption.  If sales tax is 
not billed on the invoice submitted by the vendor, use tax will be assessed in the Use Tax return 
submitted to the SC Department of Revenue in the middle of the following month.  Currently, the sales 
tax rate in our district is 8%.  Please note that schools must pay sales tax on items that are not considered 
textbooks or library books; sales tax must be paid on software/database user licenses that include any 
tangible items. 

Additional Accounts Payable Procedures
In addition the standard processing procedures for Accounts Payable purchases, all food purchases 
that exceed $500 must be pre-approved by the Chief Financial Officer.  An email outlining the 
request is sufficient for seeking approval.  Make sure your email request outlines the following: 

• The purpose of the meal purchase. 
• The date of the event. 
• The number of people attending. 
• The total anticipated cost of the event. 
• The funding source (account number) that will be used to cover the costs. 

A copy of the reply email with approval will suffice as authorization for Accounts Payable.  You will 
need to attach a print out of the approval to submit along with your request for payment.  
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Travel:   
Process for Reimbursing Employees for 
District Travel Costs and Procuring related 
Travel Goods and Services  

This section outlines Richland School District Two’s procedures for requesting and 
generating payments related to district related travel, in accordance with state and 
federal guidelines, board policy and generally recommended accounting practices. 

he responsibility for authorization and approval of travel requests and reimbursements rests 
primarily with the principal or department head.  Duties that must be performed in providing 
proper management and security may be delegated to the degree desired by the principal, but the 

responsibility and accountability remain with the principal.  

Who does this section apply to? 
These procedures and guidelines apply to all Richland School District Two employees, volunteers or 
representatives that are required to travel on district related business.  Principals, assistant principals, 
bookkeepers, teachers, student activity directors, athletic directors and other administrative professional 
staff should be very familiar with these guidelines. 

RSD2 employees who incur reasonable and necessary travel expenses while carrying out their 
authorized duties will be reimbursed when they submit a properly completed and approved Travel 
Reimbursement Request form. When traveling using district funds, employees are expected to be 
frugal and remain cognizant of public accountability.  
 
Travel, meal, and lodging expenses, whether paid from local, state, or federal funds, will be allowed 
as outlined in the provisions of this section.  
 

 
 
 

T 
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Mileage and Travel 
Expenses 
 When an employee uses a personal vehicle to 
travel for official district business, he/she may 
request reimbursement by submitting a Travel 
Reimbursement Request form.  An employee 
who uses a district or rental vehicle may not 
request reimbursement for mileage. Richland 
School District Two reimburses mileage at the 
rate allowed by the United States General 
Services Administration (or the GSA rate 
found at www.gsa.gov).   
 
When traveling on district business, employees 
are required to use the most economical mode 
of transportation.  

a) Exceptions resulting from urgency, 
schedules, and such factors will be 
considered; however, personal 
preference will not be considered for 
exception.  

b) If an employee chooses to use a more 
costly mode, reimbursement will be 
limited to the lower amount (e.g. 
driving when airfare is cheaper).   
Documentation (print screen of travel 
search engine results) of airfare amount 
is required and should be obtained 
three weeks prior to travel.   

c) Reimbursement for driving out of 
district shall not exceed airfare to the 
same destination.  

 
Travel-related expenses such as tolls and 
parking will be reimbursed only if original 
receipts are submitted with the form. Costs for 
fuel and upkeep of personal vehicles may not 
be claimed.  To validate out-of-district travel, 
an Internet-mapping printout (e.g. Google, 
MapQuest) that includes the origination and 
destination locations must be included with the 
Travel Reimbursement Request form.  
 
 

BEFORE YOU TRAVEL… 
 Complete a Travel Request Form 

online at Inside Two under Travel 
Forms.  Once Form is approved, 
you will print a copy to attach to 
your travel documents. 

 Registration can be paid with a 
purchase order, check or a 
district procurement card. 

 Lodging can be pre-paid with a 
district check or the procurement 
card. 

 If you are renting a vehicle, we 
encourage you to get rental 
insurance with the rental 
company. 

 Any travel advance requests 
must be approved using a Travel 
Advance Exception Request 
form. 

 

AFTER YOU TRAVEL… 
 Submit a Travel Reimbursement 

Form to request reimbursement 
for out of pocket travel costs. 

 If applicable, complete Travel 
Meal Per Diem Report to 
accompany your Travel 
Reimbursement Form. 

 Attach copy of Approved Travel 
Request Form, a conference 
agenda, a copy of a Google 
Map/MapQuest verifying mileage, 
and any receipts for covered 
incidentals, such as baggage 
fees, parking, etc. 
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District personnel, school administrators, and other employees required by their assignments to 
travel between district sites during the same day may request mileage reimbursement.   

a) When numerous trips are required weekly, the employee must have a home base. The home 
base will be the location where the employee spends the majority of his/her time.  

b) If the first site of a day is closer to the employee’s residence than his/her home base, the 
official travel measurement begins at the employee’s residence.  

c) If the first site of a day is further than the home base, the difference between the home base 
and the first work site may be claimed for mileage.  

d) Mileage between an employee’s residence and assigned home base is generally not subject to 
reimbursement. However, when an additional trip is required outside of the normal work 
day (e.g. to check an alarm), reimbursement is allowed.  
  

Steps for Completing a Travel Request Form 

Access the form at https://intranet.richland2.org/Pages/travelForms.aspx or through Inside Two 
under the Faculty & Staff Links.  You will select Richland Two Travel Links and then the Travel 
Request Form Link. 
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Meals  
 

Employees traveling away from home overnight may be reimbursed the per diem allowance 
according to the chart below. Receipts are not required. No per diem allowance for meals is allowed 
for day trips.  
 
When a meal is provided to conference attendees, the employee may not include the meal in the per 
diem claimed. Conference-provided meals include a continental breakfast, brunch, box lunch, or 
banquet. For example, if an in-state conference provides a lunch to attendees, the employee can only 
claim the value of breakfast and dinner, which would be $18.  

 

Meal Depart Before Return After In- State Out-of-State 
Breakfast 6:30 am 11:00 am $6.00 $7.00 
Lunch 11:00 am 1:30 pm $7.00 $9.00 
Dinner 5:15 pm 8:30 pm $12.00 $16.00 
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Lodging  
  
Employees are allowed reimbursement for lodging expenses at the single room rate, but 
reimbursement cannot exceed the current maximum rates allowed by the U.S. General Services 
Administration (federal GSA rate). Note: Lodging receipt shall be in the name of the person 
requesting reimbursement.  

a) Current GSA rates may be found at www.gsa.gov.  
b) A copy of the federal GSA rate sheet for area where conference/event will be held is 

required for reimbursement.  
 
The employee should make every effort to contract a room at the lowest rate available at the facility 
where an event is held or, when necessary, at the closest alternate.  
 
If a higher rate is requested, the reason must fall under the GSA exceptions listed below. The 
employee also must provide documentation to support the exception. Examples of supporting 
documentation include the host hotel flier stating the conference rate, a statement from the 
employee detailing attempts to secure a lower rate at a non-conference event, documentation that 
two attendees are sharing a room, etc.  
 
GSA Lodging Rate Exceptions:  

1) Traveler requested that 
hotel accommodations 
be provided at the 
federal lodging rate and 
was denied. Provide 
details of the inquiry: 
hotel employee name, 
date, & time.  

2) Event is being held at 
the conference site.  

3) A block of rooms is 
being held for attendees 
at a special conference 
rate.  

4) Hotel distance is cost 
effective for traveler to 
conduct business versus 
the cost of mileage.  

5) Traveler is sharing room 
with another RSD2 
employee.  

6) Hotel selection is based 
on legitimate safety 
considerations for 
employee traveling alone.  

Allowable Lodging Rate 
Employees are allowed reimbursement for lodging 
expenses… 

 At the single room conference rate  - or -   
 If they are unable to get the conference 

rate, they can be reimbursed a room rate 
up to the current maximum rates allowed 
by the federal GSA rate (rates can be 
found at www.gsa.gov.  - or -  

 They may be reimbursed at the higher 
rate under one of the GSA Lodging Rate 
Exceptions. 
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7) An employee’s supervisor must ensure that appropriate documentation exists to support an 
exception. Documentation must be included with the request for professional leave.  

a) An employee who spends more than the GSA-approved rate without a valid 
exception must pay the additional expense or secure prior approval from the 
superintendent/designee. The employee will only be reimbursed the allowed 
GSA rate if he/she does not meet one of the exceptions or has received prior 
approval from the superintendent/designee.  

b) Lodging is reimbursable for the night immediately preceding an event’s start if 
departure is required before 7:00 a.m. to arrive at the opening session.  

c) Lodging is reimbursable for the night following an event’s end if departure 
immediately after the closing session will cause return after 9:00 p.m.  

d) While there is no restriction on family members accompanying the employee on 
official travel, the district will be liable only for the minimum cost of the 
employee’s lodging.  

e) Costs for extra charges such as phone, Internet, movies, room service, etc. are 
not reimbursable lodging costs. Principals and district management team may 
include Internet access for reimbursement.  

  

Travel Reimbursement Request Form 
 
 Submit a Travel Reimbursement Request form within 30 days following travel. Failure to do 

so could jeopardize full reimbursement. 
 

 Complete all requests for travel reimbursement on the current Excel version found on the 
Forms page of the district Web site. The Web version calculates all appropriate rates and 
ensures efficient, effective use of resources.  PLEASE DO NOT MAKE COPIES OF 
THE ONLINE FORM TO SUBMIT FOR MULTIPLE REQUESTS.  THE 
ONLINE FORM GENERATES A UNIQUE NUMBER AND CAN ONLY BE 
USED ONE TIME IN ALIO. 
 

 Complete the form as follows:  
a) Record mileage from point of departure to destination and return.  
b) Do not include mileage for side trips such as dining out or shopping.  
c) If you must commute from lodging to meeting site, enter each day’s trip in the 

appropriate line.  
d) For in-county mileage reimbursement, list each day traveled. You may not combine 

multiple days into one listing.  
e) Include the required attachments:  

• An Internet-mapping printout (e.g. Yahoo, MapQuest) that includes the 
origination and destination locations.  

• A copy of the agenda showing inclusive dates, beginning and ending times, and 
meals provided.  

• A copy of the federal GSA rate sheet for area where conference/event was held.  
• Originals of all required receipts.  
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 Forward the request to your immediate supervisor/designee for approval and signature.  
 

 After supervisor’s approval, forward the request and all supporting documentation to the 
appropriate Central Services division for funding approval. Supporting documentation shall 
include a completed Professional Leave Request.  

a) If funds other than the General Fund (100) or Student Activity Funds (700s) will be 
used for reimbursement, forward the request to the appropriate Fund Manager. An 
approved Professional Leave Request form is required in the reimbursement packet.  

b) If the reimbursement request is for General Fund or Pupil Activity Fund, send the 
packet to Accounts Payable. An approved Professional Leave Request form is 
required in the reimbursement packet.  

 Sending a request that requires a district-level signature straight to Accounts Payable will 
significantly delay reimbursement.  
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Travel and District Procurement Card  
 

A district procurement card may be used for travel expenses with certain exceptions.  
• No food expenses related to travel should be charged to a procurement card. All food-

related expenses will be reimbursed at established per diem rates.  
• When athletic directors, competition team sponsors, or principals are traveling with students, 

the entire team meal may be charged to a district procurement card. The athletic director, 
sponsor, or principal must ensure that no other meal per diem is requested.  

• A procurement card may be used for food expenses related to a business meeting.  
• Receipts used to support payment of a district procurement card must note the purpose. 

 
 

If an employee extends their travel for personal reasons, Personal Leave or Annual Leave must be 
documented with an approved Report of Absence.  During this leave status, personal travel 
expenses such as lodging, meals, mileage, rental of transportation or use of public transportation, 
miscellaneous expenses, etc. will not be reimbursed to the employee.  
 
When employees on travel status share a room, reimbursement will be calculated on a prorated share 
of the total cost. When someone who is not a RSD2 employee on travel status accompanies a RSD2 
employee on travel status, the employee is entitled to reimbursement at a single room rate.  
 
 

Travel by Mass Transportation, Taxi or Airport Van 
  
Employees officially on travel status may be reimbursed for necessary costs of transportation by bus, 
taxi, or airport vans for the following situations with proper receipts:  

• Between the individual's departure point and the common carrier's departure point;  
• Between the common carrier's arrival point and the individual's lodging or meeting place;  
• Between the lodging and meeting places if at different locations.  

 

It is expected that airport vans will be utilized when available, when arrival or departure is during 
daylight hours, and when they are the lowest cost alternative.  
  
Unallowable Expenses  
The following expenses are not reimbursable and must not be included on the Seminar 
Reimbursement Form:  

• Laundry  
• Tipping for hotel concierge or maid services  
• Valet services for parking, when self-parking options are available  
• Theater and/or Entertainment  
• Alcoholic beverages  
• Visa/passport fees (except as noted above)  
• Bank charges for ATM withdrawals  
• Meal expenses included in registration fee payment/reimbursement  
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Purchasing and Procurement:   
Process for procuring Goods and Services  

This section outlines Richland School District Two’s procedures for procuring goods 
and services on behalf  of  the district, in accordance with state and federal guidelines, 
board policy, district procurement code and generally recommended accounting practices. 

he responsibility for properly procuring all purchases rests with the principal or department head 
over each budget.  Duties that must be performed in providing proper management and security 
may be delegated to the degree desired by the principal, but the responsibility and accountability 

remain with the principal.  

Who does this section apply to? 
These procedures and guidelines apply to all Richland School District Two employees, volunteers or 
representatives that play a role in procuring goods or services for your location.  Principals, assistant 
principals, bookkeepers, teachers, student activity directors, athletic directors and other administrative 
professional staff should be very familiar with these guidelines. 

Vendor Setup and Changes to Vendors 
If you need a vendor to be set up please e-mail a completed add vendor form to the Procurement Office 
with your request.  The Vendor Request Form can be found in the Exhibits to this section. 

Because some vendors have different addresses, there could be more than one vendor number set up in 
Alio with the same vendor name.  Please look at all possible vendors before selecting the vendor 
number for each disbursement.  Also, be sure to choose the vendor with the correct remit to address.  
This is not always the same as the order address so look carefully.  (Additional information on Vendor 
inquiries can be found in the Accounts Payable section of this manual.)  If you are unsure, please contact 
the Procurement Office prior to submission for payment.   
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General Purchasing 
 

The Purchasing Department, under the general supervision of the Chief Financial Services Officer, is 
responsible for the procurement of all supplies, equipment, and services necessary for district operations.  
Functions of Purchasing include approving and processing purchase orders, maintaining bid files, 
solicitation of bids and proposals, maintaining master vendor files in Alio and purchasing of warehouse 
supply items.  It is the intent of the Purchasing Department to conduct purchasing functions in a manner 
that strives to obtain maximum value for each dollar spent and provides fair and equitable treatment for 
everyone involved in the procurement process.  All purchasing activities shall be performed in accordance 
with policies of the Board of Trustees, the District approved Procurement Code, all applicable state laws, 
and regulations of the State Department of Education. 

District level Procurement Audit  
 

The District is required to comply with requirements of a Procurement Code that has been determined to 
be substantially similar to the S.C. Consolidated Procurement Code. 

The Code stipulates that a procurement audit be performed at least every three (3) years by an audit firm 
approved by the Division of General Services or by General Services. Costs associated with the audit are 
the responsibility of the District and will be paid to the entity performing the audit. A letter of approval 
must come from the State Auditor before audit is performed. 

Purchase Orders 
 

With selected exceptions, all purchases of supplies, services, and equipment will be made by an authorized 
purchase order, work order, or procurement card. 
 
Items submitted for payment through a Travel Reimbursement Form do not require purchase orders, 
work orders, or use of the Procurement card. 
 
Goods received and services performed on or before June 30 are to be paid in the fiscal year ending June 
30. Any items ordered before June 30 but received after July 1 will be charged to the following fiscal year. 
A deadline for processing of procurement card transactions will be determined each year. 
 

Purchasing Authority 
 

• Individual schools and departments may approve purchase orders considered   Price fair & 
reasonable up to and which do not exceed $2,500.00, at the school or department level, purchase 
orders are approved daily.  P cards are considered Price fair & reasonable. 

 
• On purchase orders exceeding $2,500.01, all orders will be approved in as Alio chain and 

processed by the Procurement Specialist.  Purchase orders greater than $ 50,000.00 are sent on the 
Chief Financial Officer for approval. 

 
• All purchase orders for technology software and equipment with object codes 

445 and 545 must be approved by the Chief Technology Services Officer. 
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Unauthorized Purchases     
 
Any purchase made that is not in accordance with requirements and provisions of the District 
procurement policy and/or procedures will be considered an unauthorized purchase.  Any individual who 
makes an unauthorized purchase must assume responsibility, financial or otherwise, for the purchase. 
Corrective actions will be as follows. A Procurement Regulation Ratification form must be completed by 
the person initiating the unauthorized procurement.  Steps taken to prevent recurrence must be 
completed by the employee’s supervisor.  Form must be signed by the Principal for schools and the 
Deputy Superintendent.  For district office employees the Director and Chief Officer of the department 
must sign before going to the Chief Financial Officer for signature.  Purchasing will then send to 
accounts/ payable for processing.   
 
 

Purchase Order Processing Procedures 
 

1. Orders Not Exceeding $2,500.00  
 

A. Check budget status to be sufficient funds are available. 
B. Enter complete purchase order information as required on Alio requisition 
C.  Entry system.  Requisition will then follow the approval chain. 
D. After print/edit function is completed by purchasing bookkeeper will print purchase 

order to mail/fax to vendor. Copy and retain. 
   

2. Orders Exceeding $2,500.01  
 

A. Check budget status to see if sufficient funds are available. 
B. Enter complete purchase order information as required on Alio requisition entry system.  

Requisition will then follow the approval chain. 
C. For orders in excess of $2,500.01 requiring price quotes or supporting documentation 

print requisitions with documentation and send to purchasing.  When the approval chain 
is completed purchasing will have copies as required by audit.  

D. After print/edit function is completed by purchasing bookkeeper will print purchase 
order to mail/fax to vendor. Copy and retain documentation for accounts payable. 

E. Blanket Purchase Orders 
 

Blanket Purchase Orders 
 
A blanket purchase agreement is a simplified method of filling anticipated repetitive needs for supplies or 
service. 
 
USE ONLY WHEN MULTIPLE PAYMENTS ARE REQUIRED. 

Examples: 
• Recurring monthly payments- copier agreements 
• Small purchases made at Staples, Sam’s, and other vendors that keep an open order for 

purchases made by team leaders or department personnel. 
 
Remember – Equipment should never be on a blanket agreement.  PO's charged to account numbers 541 
and 545 require an audit trail for fixed assets. 
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Required for Blanket Purchase Orders 
 
The agreement will cover a stipulated time period up to an aggregate amount. Blanket purchase 
agreements shall include the following information: 
 

1. Vendor name. 

2. Purchase order number 

3. Description of supplies and services provided 

4. Aggregate amount of order 

5. Not to exceed total amount per order 

6. Persons authorized to place orders 

7. Valid dates: begin date with an expiration date 

 
 

A BLANKET PURCHASE ORDER MUST BE CLOSED TO UNENCUMBER DOLLAR 
AMOUNT.  
 
 

Competition and Price Reasonableness 
 

1. Small purchases not exceeding $2,500.00 (excluding SC sales tax, but including delivery, 
installation, etc.) may be accomplished without securing competitive quotations if prices are 
considered reasonable.  The purchases must be distributed equitably among qualified suppliers. 
 

2. For a small purchase over $2,500.01 but not exceeding $10,000.00, solicitation of written or oral 
quotes from a minimum of three (3) qualified sources of supply must be made and 
documentation of the quotes must be attached to the requisition/ purchase order copy.  The 
award shall be made to the lowest responsive and responsible source.  Justification must made if 
the lowest quote is not chosen.   

 
3. Written quote with authorized signature or bids/ proposals, must be made for a small purchase 

over $10,000.01 but not in excess of $50,000.00. The procurement shall be advertised at least once 
in South Carolina Business Opportunities or a newspaper of general circulation.  A copy of the 
written quote, bid/ proposal must be attached to the purchase order copy or made a part of the 
contract file.  The award must be made to the lowest responsive and responsible source, or when 
a Request for Proposal process is used, the highest ranking offeror. 
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Exemptions 
 
The Board of Trustees may exempt specific supplies or services from the required bidding procedures or 
withdraw any exemptions provided for in this section. The following items will be exempt from bidding 
requirements: 
 

a) Books, periodicals, newspapers, technical pamphlets, standardized tests and testing materials, 
copyrighted educational materials, filmstrips, slides, transparencies, computer software used for 
instructional purposes and renewals of software licenses where fees are paid annually to maintain 
the right to use software after such hardware has been procured in accordance with this policy. 

b) Public utilities 
c) Travel 
d) Workshops, seminars, conferences 
e) Professional journals 
f) Taxes, social security, annuities, credit union 
g) Refunds on health insurance 
h) Oil company credit cards – purchases for gas and oil and emergency repairs 
i) Professional services normally obtained on a fee basis such as attorneys, accountants, physicians, 

or dentists, appraisers, auctioneers, clergy, court reporters and expert witness service, provided 
that no such services may be awarded without approval of the Board of Trustees. 

j) Professional dues, registration and membership fees 
k) Instructional training seminars or staff development offered by the district to district employees 

and those contractual services necessary to provide the services for the seminar 
l) Diplomas 
m) U.S. postage stamps and post office boxes 
n) Original art objects:  Before procuring any art objects such as paintings, antiques, sculptures or 

similar objects above $200.00, the Superintendent shall prepare a written determination specifying 
the need for such objects and benefits to the District.  The Board of Trustees shall have the 
responsibility to review such determination for approval prior to any acquisition. 

o) The purchase of goods, products, and services from the South Carolina Department of 
Corrections, Division of Prison Industries. 

p) Services and/or supplies provided by the Division of General Services to public procurement 
units 

q) Videos (programmed for viewing) 
r) Products and services provided by the District 
s) Newspaper advertising 
t) Local school funds 
u) State contracts 

       

State Contract Purchases   

A number of supply and equipment items are available for purchases under SC state contracts.  Schools 
and departments are required to utilize state contracts whenever it is advantageous to the district.  The 
Schools or Departments must purchase from State contracts first or a District contract when one is in 
place. The contract number should be included on the purchase order.  Vendor will be able to provide 
you the contract number or it can be referenced on the State Procurement Office website at 
http://procurement.sc.gov/PS/agency/PS-agency-sw-contracts.phtm. 
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Sole Source Procurements 

Sole sources are those purchases in which the district’s needs can be met by only one item and can be 
purchased from only one vendor.  Written justification must be submitted by the Principal/Department 
Head providing an explanation as to what makes the good or service unique.  Also state why the good or 
service is only available from a single source, prior to processing of the purchase order.  All sole source 
requests shall be approved by the Superintendent, Deputy Superintendent, or Chief’s as outlined on sole 
source form. All sole source purchases will be reviewed by external Auditors. 
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Emergency Procurements 

Emergencies exist when there is a threat to public health, welfare, or safety of people or property, or 
where normal daily operations are affected. The determination that an emergency exist will be made by 
the Superintendent, Deputy Superintendent, or Chief’s as outlined on the emergency statement form. All 
emergency purchases will be reviewed by external Auditors.  
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Both the Internal 
Purchase Order Message 
and the Message Code 

should agree 
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District Procurement Card  

This section outlines Richland School District Two’s procedures for using a 
Procurement Card (P-Card) to procure goods and services on behalf  of  the district, in 
accordance with state and federal guidelines, board policy, district procurement code, 
and generally recommended accounting practices. 

he responsibility for properly procuring all purchases rests with the principal or department head 
over each budget.  Duties that must be performed in providing proper management and security 
may be delegated to the degree desired by the principal, but the responsibility and accountability 

remain with the principal.  

Who does this section apply to? 
These procedures and guidelines apply to all Richland School District Two employees, volunteers or 
representatives that play a role in procuring goods or services for your location using a district 
procurement card.  Principals, assistant principals, bookkeepers, teachers, student activity directors, 
athletic directors and other administrative professional staff should be very familiar with these guidelines. 

What is a Procurement Card? 

A Procurement Card (also known as a Purchasing Card, a PCard or P-Card) is a form of district regulated 
charge card that allows goods and services to be procured without using the traditional purchasing 
process.  One of the most significant differences in a Procurement Card vs. a traditional credit card is the 
ability to implement a variety of controls for each card.  For example, a single purchase dollar limit, a 
monthly limit and daily limit can be set on each card.  In addition, merchant types/category codes (MCC) 
restrictions can also be put in place to restrict the type of purchases that can be authorized with a PCard. 

A purchasing card will be issued to selected Richland School District Two employees who are entrusted 
with authority to expend District funds for low dollar, off-the-shelf supplies available locally.  With this 
authority rests the responsibility to assure that the District Procurement Procedures are followed.  Failure 
to comply with these rules and procedures may result in removal of authority to serve as Cardholder and 
is subject to all disciplinary action up to and including termination. Each cardholder must sign a 
Cardholder Agreement at the time of card issuance. 

Procurement Card Procedures 

The Procurement Card must be secured at all times.  Employees should not carry the Richland School 
District Procurement card with his/her personal credit cards.  Loss or theft of the card shall be reported 
immediately to the Financial Services Office.  If a cardholder retires or resigns the Procurement Card 
should be returned to Finance prior to issuance of the final paycheck. The Principal or designee must use 
a checkout log for the card and issue an Authorization Form.  When the card is returned, a receipt and the 

T 
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Authorization Form must also be returned.  The receipt will assure proper documentation when the 
statement is received.  

The Procurement Card is to be used to purchase low dollar, off-the-shelf items, such as classroom 
supplies and software.  The Procurement Card should not be used to purchase any Fixed Asset Items or 
items on District contracts.  Under no circumstances should the Procurement Card be used to purchase 
alcoholic beverages or any substance, material or service that violates policy, law or regulation pertaining 
to Richland School District Two. 

Under no circumstances will personal items be purchased using the District Procurement Card with the 
intent of reimbursing the District.  The Procurement Card is restricted to School/Department expense. 

Use of the Procurement card in no way relieves your responsibility to follow all other District Policies and 
Procedures.  For example, all bid requirements and related procurement requirements are still in place 
when using a District Procurement Card.  Keep in mind that it is not acceptable to purchase gift cards 
with district funds, regardless of the form of payment used. 

Purchasing Limits 

Spending limits will be established for each Procurement card.  Most cards will be subject to the following 
limitations and attempted purchases in excess of these limits will be blocked at the point of sale: 

• Five transactions per day 
• $1,500 daily limit 
• $5,000 monthly limit 

Purchases may not be split in order to circumvent the spending limitations. 

In the event that a situation legitimately warrants a limit increase, the cardholder must complete and 
submit the Procurement Card Limit Increase Request Form. 

Additional Procurement Card Guidelines 

• Supplies purchased must be stocked by the Vendor. Back orders and Partial Shipments are not 
authorized. 

• Cash advances are not authorized and are not permitted with Procurement Cards. 
• The Principal/Department Head will review monthly invoices for proper charges matching Sales 

Slips/Invoices to the bank statement and returning to Finance within five days.  Attach adding 
machine tape to Sales Slip/Invoices making certain Sales Slip/Invoices and Visa Statement 
balance. 

• The School/Department will attach to the bill each original receipt, which should be signed and 
marked with the appropriate account number.  Receipts are mandatory— not optional. 
 

• The monthly bill, along with appropriate documentation, should be returned to Accounts Payable 
within 5 working days. 
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• If after 30 days, documentation is not received by Accounts Payable, a supply account will be 
expensed. 
 

• The School/Department is responsible for contacting the vendor to resolve any disputed charges 
or billing errors.  If the matter is not resolved with the vendor, the bank should be notified. Any 
disputed charges must be reported to Accounts Payable within 30 days of receipt of the 
statement. 
 

• The Principal/Department Head will maintain the internal procedures for control of the 
Procurement Card and use of the card. 
 

• In order for the District to remain in compliance with the District’s Procurement Code, the 
following information must be provided for procurement card limits to be increased beyond the 
limits set: 
 

o Justification for the increase and a description of the item to be purchased. 
o Funding source of the purchase. 
o Three (3) quotes for purchases that exceed the procurement limit of $2,500 for items 

subject to the limits enforced within the District's procurement code. 
o Vendor name.  If the vendor accepts purchase orders we will not approve the limit 

increase unless it is deemed an emergency purchase.  A purchase order must be used for 
the purchase. 
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