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CHAPTER HIGHLIGHTS 

¶ LCISD participates in the Alliance 
for Excellence in School Budgeting 
(the Alliance), an initiative that 
will enable the district to enhance 
its budget process.  

¶ LCISD uses an innovative 
approach to selling surplus 
property online, using a web-
based auction service similar to 
eBay. 

¶ Linking spending priorities to 
board initiatives or to a long-
range strategic plan would enable 
the district to better plan for and 
manage limited resources.  

¶ Formal, comprehensive policies 
and procedures in the Business 
Department would strengthen 
internal controls and preserve 
institutional knowledge by 
describing how critical financial 
and accounting related tasks are 
to be performed. 

¶ Leveraging technology and the 
existing capabilities of the 
financial system would make the 
accounts payable process, capital 
assets inventory, and textbook 
inventory more efficient and less 
manually intensive.  

¶ Better control over approximately 
$2 million in student and campus 
activity funds would reduce the 
risk of fraud and mismanagement 
of these funds. 

CHAPTER 7 ς FINANCIAL MANAGEMENT 

BACKGROUND 

Sound financial management enables school districts to meet the challenge 

ƻŦ ǎŀǘƛǎŦȅƛƴƎ ǘƘŜ Řǳŀƭ ŘŜƳŀƴŘǎ ƻŦ ŜŘǳŎŀǘƛƴƎ !ƳŜǊƛŎŀΩǎ ŎƘƛƭŘǊŜƴ ǿƘƛƭŜ 

balancing limited financial resources.  Sound financial management 

ensures that school districts receive and secure all available revenues; 

make sound financial decisions; develop and monitor budgets; establish 

strong internal controls; issue timely, accurate, and relevant financial 

reports; and comply with internal policies and procedures as well as 

external laws and regulations. 

!ƴ ƛƴŘŜǇŜƴŘŜƴǘ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ŦƛƴŀƴŎƛŀƭ ƳŀƴŀƎŜƳŜƴǘ ŦǳƴŎǘƛƻƴ 

ŀŘƳƛƴƛǎǘŜǊǎ ŀ ŘƛǎǘǊƛŎǘΩǎ ŦƛƴŀƴŎƛŀƭ ǊŜǎƻǳǊŎŜǎ ŀƴŘ Ǉƭŀƴǎ ŦƻǊ ƛǘǎ ǇǊƛƻǊƛǘƛŜǎΦ 

Administration may include budget preparation, accounting and payroll, 

administrative technology, tax appraisal and collection, and auditing. 

Planning may include developing a long-range strategy, aligning spending 

priorities with the strategies, identifying and allocating resources, assigning 

tasks and establishing schedules with milestones.  

[ŀƳŀǊ /ƻƴǎƻƭƛŘŀǘŜŘ LƴŘŜǇŜƴŘŜƴǘ {ŎƘƻƻƭ 5ƛǎǘǊƛŎǘΩǎ ό[/L{5ύ ŦƛƴŀƴŎƛŀƭ 

management functions include budgeting, accounting, payroll, accounts 

payable and receivable, cash and investment management, purchasing, 

asset and risk management, bond planning, debt management, and 

external auditing activities. The risk management function resides in the 

Human Resources Department; however, the chief financial officer (CFO) 

participates in the management of the self-insured health insurance plan.  

Budget development and monitoring include all activities necessary for the 

district to meet statutory requirements to balance its resources with its 

obligations through a spending plan authorized by the governing board and 

executed by staff.  

Managing accounting, accounts payable, and payroll includes developing 

internal controls and safeguards, reporting account balances, and 

scheduling disbursements to maximize funds. Management of this area 

includes segregation of duties, use of financial software systems, and 

providing staff training.  

¢ŜȄŀǎ ǎǘŀǘŜ ƭŀǿ ǊŜǉǳƛǊŜǎ ŀƭƭ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘǎ ǘƻ ƘŀǾŜ ŀƴ ŜȄǘŜǊƴŀƭ ŀǳŘƛǘƻǊ ǊŜǾƛŜǿ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ 

established standards and practices. The audit provides an annual financial and compliance report, an examination 

of the expenditure of federal funds, and a report to management on internal accounting controls. 

!ƴ ƛƴŘŜǇŜƴŘŜƴǘ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ŀǎǎŜǘ ŀƴŘ Ǌƛǎƪ ƳŀƴŀƎŜƳŜƴǘ ŦǳƴŎǘƛƻƴ Ŏontrols costs by ensuring that the district is 

protected against significant losses with the lowest possible insurance premiums. This protection includes the 

identification of risks and methods to minimize their impact. Risks can include investments, liabilities, capital 

assets, and insurance. Managing investments includes identifying those with maximum interest-earning potential 

while safeguarding funds and ensuring liquidity to meet fluctuating cash flow demands. 

Forecasting and managing revenue includes efficient tax collections to allow a district to meet its cash flow needs, 

earn the highest possible interest, and estimate state and federal funding. Capital asset management should 
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ƛŘŜƴǘƛŦȅ ŀ ŘƛǎǘǊƛŎǘΩǎ ǇǊƻǇŜǊǘȅ όŜΦƎΦΣ ōǳƛƭŘƛƴƎǎΣ ǾŜƘƛŎƭŜǎΣ ŜǉǳƛǇƳŜƴǘύ ŀƴŘ ǇǊƻǘŜŎǘ ƛǘ ŦǊƻƳ ǘƘŜŦǘ ŀƴŘ ƻōǎƻƭŜǎŎŜƴŎŜΦ 

LƴǎǳǊŀƴŎŜ ǇǊƻƎǊŀƳǎ ŎƻǾŜǊ ŜƳǇƭƻȅŜŜǎΩ ƘŜŀƭǘƘΣ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴΣ ŀƴŘ ŘƛǎǘǊƛŎǘ ƭƛŀōƛƭƛǘȅΦ 

School districts in Texas are required to follow federal and state laws and procedures applicable to purchasing. The 
purpose of competitive bidding requirements found in the Texas Education Code (TEC), Section 44.031, is to 
stimulate competition, prevent favoritism, and secure the best goods and services needed for district operations at 
the lowest possible price. The Texas Education Agency (TEA) developed a comprehensive purchasing module in the 
Financial Accountability System Resource Guide (FASRG), which is available as a resource for district purchasing. 

!ƴ ƛƴŘŜǇŜƴŘŜƴǘ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ǇǳǊŎƘŀǎƛƴƎ ŦǳƴŎǘƛƻƴ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǇǊƻǾƛŘƛƴƎ ǉǳŀƭƛǘȅ ƳŀǘŜǊƛŀƭǎΣ ǎǳǇǇƭƛŜǎΣ ŀƴŘ 
equipment in a timely, cost-effective manner. Purchasing includes identification and purchase of supplies, 
equipment, and services needed by the district, as well as the ordering, storage, and distribution of goods including 
textbooks and other instructional materials. 

LAMAR CONSOLIDATED ISD AND PEER DISTRICT BUDGETS 

Lamar Consolidated ISD (LCISD) receives financial resources from state, federal, and local sources. Sixty percent of 
[/L{5Ωǎ revenue is from local sources, 98 percent of which constitutes property taxes. In comparison to the peer 
districts, local sources, as a percentage of total revenue, is 40 percent for Spring ISD and 64 percent for Clear Creek 
ISD. LCISD receives 39 percent of its revenue from state sources compared to 58 percent and 33 percent for Spring 
ISD and Clear Creek ISD, respectively. Exhibit 7-1 summarizes Fiscal Year 2017 budgeted revenues for LCISD and 
the peer districts.  

Exhibit 7-1 
Fiscal Year 2017 Budgeted Revenue 

LCISD and Peer Districts (In Thousands) 

Source LCISD LCISD % Spring Spring % 
Clear  
Creek 

Clear  
Creek % 

Local $147,768 60% $118,235 40% $208,505 64% 

State 97,669 39% 175,410 58% 110,170 33% 

Federal 1,725 1% 5,500 2% 5,135 2% 

Other 0 0% 0 0% 2,050 1% 

Total Revenue $247,162 100% $299,145 100% $325,860 100% 

Source: LCISD and Peer Fiscal Year 2017 Budgets, February 2017. 

 

LCISD spends 62 percent of its budget on instruction compared to 62 percent and 63 percent for Spring ISD and 

/ƭŜŀǊ /ǊŜŜƪΣ ǊŜǎǇŜŎǘƛǾŜƭȅΦ tƭŀƴǘ ƳŀƛƴǘŜƴŀƴŎŜ ŀƴŘ ƻǇŜǊŀǘƛƻƴǎ ŎƻƳǇǊƛǎŜǎ мн ǇŜǊŎŜƴǘ ƻŦ [/L{5Ωǎ ōǳŘƎŜǘ ŀƴŘ ƛǎ ǘƘŜ 

second highest expenditure. Plant maintenance and operations is also the second highest peer expenditure for 

Spring and Clear Creek comprising 9 percent for both districts. General administration comprises 2 percent of total 

expenditures for LCISD and Clear Creek and 5 percent for Spring ISD. Exhibit 7-2 summarizes Fiscal Year 2017 

budgeted expenditures by function for LCISD and the peer districts. Function describes the purpose of the 

expenditure. 

Exhibit 7-2 
Fiscal Year 2017 Budgeted Expenditures by Function 

LCISD and Peer Districts (In Thousands) 

Function LCISD 
LCISD  

% Spring 
Spring  

% Clear Creek 
Clear Creek  

% 

Instructional $153,872 62% $186,280 62% $203,777 63% 

Instructional Resources & 
Media Services 1,383 1% 2,839 1% 4,177 2% 

Curriculum/Staff Development 2,696 1% 3,291 1% 6,420 2% 

Instructional Leadership 1,950 1% 5,497 2% 2,958 1% 
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Function LCISD 
LCISD  

% Spring 
Spring  

% Clear Creek 
Clear Creek  

% 

School Leadership 15,018 6% 18,241 6% 20,249 6% 

Guidance and Counseling 8,356 3% 10,462 3% 11,271 3% 

Social Work Services 394 0% 341 0% 716 0% 

Health Services 3,000 1% 2,830 1% 3,197 1% 

Student (Pupil) Transportation 10,510 4% 12,878 4% 11,141 3% 

Food Service 66 0% 0 0% 298 0% 

Co-Curricular Activities 6,555 3% 4,977 2% 7,363 2% 

General Administration  5,949 2% 12,879 5% 6,877 2% 

Plant Maintenance & 
Operations 28,764 12% 27,089 9% 29,294 9% 

Security & Monitoring Services 2,465 1% 5,474 2% 3,473 1% 

Data Processing Services 4,578 2% 3,675 1% 7,226 2% 

Community Services  283 0% 467 0% 109 0% 

Facilities Acquisition & 
Construction 0 0% 151 0% 0 0% 

Fiscal Agent/Shared Services 
Arrangement  0 0% 50 0% 651 0% 

Alternative Education  0 0% 75 0% 0 0% 

Payment to Tax Increment 
Zone  0 0% 450 0% $0 0% 

Intergovernmental Charges  1,323 1% 1,200 1% 2,225 1% 

Other Uses/Non-Operating 
Expenditures $0 0% $0 0% 4,400 2% 

Total Expenditures $247,162 100% $299,146 100% $325,822 100% 

Source: LCISD and Peer Fiscal Year 2017 Budgets, February 2017. 

 

When comparing LCISD and peer costs by object, payroll costs represent the highest expenditure for LCISD and the 

peer districts. Payroll costs comprise 84 percent of LCISDΩǎ ǘƻǘŀƭ ōǳŘƎŜǘŜŘ ŜȄǇŜƴŘƛǘǳǊŜǎ ŦƻǊ CƛǎŎŀƭ ¸ŜŀǊ нлмтΣ ǿƘƛƭŜ 

Spring ISDΩǎ and Clear Creek ISDΩǎ ǇŀȅǊƻƭƭ Ŏƻǎǘǎ ŎƻƳǇǊƛǎŜ ут ǇŜǊŎŜƴǘ ƻŦ ǘheir total budgeted expenditures. Payroll 

Ŏƻǎǘǎ ŀǊŜ ǘƘŜ Ƴƻǎǘ ǎƛƎƴƛŦƛŎŀƴǘ ŎƻƳǇƻƴŜƴǘ ƻŦ ŀ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ōǳŘƎŜǘ ŎƻƳǇǊƛǎƛƴƎ ул-90 percent of the total. LCISD 

and its peers are within this range. Exhibit 7-3 summarizes Fiscal Year 2017 budgeted expenditures by object for 

LCISD and the peer districts. Object describes the type of expenditure. 

Exhibit 7-3 
Fiscal Year 2017 Budgeted Expenses by Object 

LCISD and Peer Districts (In Thousands) 

Object LCISD 
LCISD  

% Spring 
Spring  

% 
Clear  
Creek 

Clear Creek 
% 

Payroll Costs $207,709 84% $260,632 87% $280,044 87% 

Contracted Services 23,095 9% 23,076 8% 22,734 7% 

Supplies and Materials 10,653 5% 9,867 3% 12,191 4% 

Other Operating Costs 4,865 2% 5,222 2% 6,388 2% 

Capital Outlay 841 0% 348 0% 64 0% 

Total Expenditures $247,163 100% $299,145 100% $321,421 100% 

Source: LCISD and Peer Fiscal Year 2017 Budgets, February 2017. 
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ORGANIZATION CHART OF FUNCTIONS AND STAFFING 

[/L{5Ωǎ ŦƛƴŀƴŎƛŀƭ ƳŀƴŀƎŜƳŜƴǘ ŦǳƴŎǘƛƻƴǎ ŀǊŜ ƛƴ ǘƘŜ .ǳǎƛƴŜǎǎ 5ŜǇŀǊǘƳŜƴǘ ǳƴŘŜǊ ǘƘŜ ŘƛǊŜŎǘƛƻƴ ƻŦ ǘƘŜ CFO who 

reports to the superintendent. In addition to financial management, purchasing, and warehousing functions, the 

CFO also oversees food service and student accounting. Financial management functions under the CFOΩǎ ƻǾŜǊǎƛƎƘǘ 

include budgeting and financial reporting, payroll, accounts payable, grants accounting, student activity funds, cash 

management, and investments. The CFO also has a role in bond planning, debt management, and supports 

management of the self-funded health plan. The Finance and Budget & Treasury Departments also assist in 

monitoring and operating the plan.  

With respect to financial management functions, the CFO has an administrative assistant and three finance-related 

direct reports. Exhibits 7-4 and 7-5 present the organization of the Business Department. The organization charts 

only show financial management functions. Exhibit 7-4 presents the Finance organization; Exhibit 7-5 presents the 

Purchasing and Budget & Treasury organization. Exhibit 7-5.1 presents the food services and student accounting 

organization, which are also under the supervision of the CFO. However, in Chapter 1 of this report a 

recommendation is being made to move Food Services to Operations. Neither of the organization charts below 

include risk management functions or ǇǊƻǇŜǊǘȅ Ŏŀǎǳŀƭǘȅ ŀƴŘ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ƛƴǎǳǊŀƴŎŜΦ ¢ƘŜǎŜ ŦǳƴŎǘƛƻƴǎΣ 

although considered financial management functions for purposes of this review, are under the Human Resources 

Department organization.  

Exhibit 7-4 
Financial Management Organization 

Finance 

 
Source: LCISD Administration, February 2017. 

 

Chief Financial 
Officer  

Director of 
Finance 

Assistant Finance Director 
1 adminstrative assistant 

1 accounting resource clerk 

Payroll  
Manager 

1 payoll specialist 
2 payroll clerks 

1 part-time payroll clerk 

Staff  
Accountant 

Accounting Specialist 
Federal/State Programs 

Accounts Payable 
Coordinator 

3 accounts 
payable clerks 

Administrative 
Assistant 



LAMAR CONSOLIDATED 
INDEPENDENT SCHOOL DISTRICT 

CHAPTER 7 
FINANCIAL MANAGEMENT 

 

 

  7-5 
 

Exhibit 7-5 
Purchasing/Budget & Treasury Organization 

 
Source: LCISD Administration, February 2017. 

 

Exhibit 7-5.1 

Food Service and Student Accounting Organization 

 
Source: LCISD Administration, February 2017. 

 

Chief Financial 
Officer  

Purchasing and 
Materials Manager 

Purchasing 
Clerk 

Assistant Purchasing 
Manager 

Warehouse 
manager 

2 Receivers 

5 Drivers 

Buyer 
Furniture\ Fixture 

Specialist 

Budget & 
Treasury Officer 

Budget Analyst-
Grant Programs 

Administrative 
Assistant 

Chief Financial 
Officer 

Director Food 
Service 

Administrative 
Assistant 

Assistant Director 

District 
Coordinator 

240 managers  
and kitchen staff 

Administrator 
Student Accounting 

Student Accounting 
Specialist 
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The Business Department has 31.5 full-time equivalent staff and a Fiscal Year 2017 Budget of approximately  

$2.4 million as shown in Exhibit 7-6. 

Exhibit 7-6 
Fiscal Year 2017 Business Department Budget & Staff 

Description CFO 
Budget & 
Treasury Purchasing 

Finance & 
Payroll 

Warehouse & 
Property 

Management Total 

FY 2017 Budget $373,934 $159,943 $414,194 $1,033,626 $383,934 $2,365,631 

ORGANIZATION CHART STAFF COUNT 

Chief Financial Officer 
(CFO) 1     1 

CFO Administrative 
Assistant 1     1 

Director Finance    1  1 

Administrative 
Assistant-Finance    1  1 

Assistant Director-
Finance    1  1 

Payroll Manager    1  1 

Payroll Specialist    1  1 

Payroll Clerks    2.5  2.5 

Staff Accountant    1  1 

AP Coordinator    1  1 

Accounts Payable 
Clerks    3  3 

Accounting Specialist    1  1 

Accounting Resource 
Clerk    1  1 

Purchasing & Material 
Manager   1   1 

Purchasing Clerk   1   1 

Assistant Purchasing 
Manager   1   1 

Warehouse Manager     1 1 

Receivers     2 2 

Drivers     5 5 

Buyer   1   1 

Furniture Fixtures & 
Equipment Specialist   1   1 

Budget & Treasury 
Officer  1    1 

Budget Analyst  1    1 

Total Staff 2 2 5 14.5 8.0 31.5 

Source: LCISD FY 2017 Budget and Business Department Organization Chart, February 2017. 
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BEST PRACTICES 

Best practices are methods, techniques, or tools that have consistently shown positive results, and can be 

replicated by other organizations as a standard way of executing work-related activities and processes to create 

and sustain high performing organizations. When comparing best practices, similarity of entities or organizations is 

not as critical as it is with benchmarking. In fact, many best practices transcend organizational characteristics.  

McConnell & Jones LLP (or the review team) identified 23 best practices against which to evaluate the financial 

management functions of LCISD. Exhibit 7-7 provides a summary of these best practices. Best practices that LCISD 

did not meet resulted in observations, which are discussed in the chapter. However, all observations in the chapter 

are not necessarily related to a specific best practice. 
 

Exhibit 7-7 
Summary of Best Practices ς Financial Management 

Best 
Practice 
Number Description of Best Practice Met 

Not  
Met Explanation 

1. Use a website as a means of communicating 
financial information to citizens and other 
interested parties. 

X  [/L{5Ωǎ ǿŜōǎƛǘŜ ŀǘΥ 
http://www.lcisd.org/departments/busi
ness-office/budget-and-treasury-office 
provides purchasing, budget, debt, and 
tax information. 

2. Establish a budgeting process that provides 
principals the flexibility and discretion to 
allocate resources (people, time, and 
ƳƻƴŜȅύ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜƛǊ ǎŎƘƻƻƭΩǎ ƴŜŜŘǎΦ 

X  Campus staff enter their own budgets in 
the Munis system and can review and 
monitor them. Campuses manage their 
budget line items and can initiate 
budget transfers with central office 
approval and oversite.  

3. Link budgeted spending priorities to a long-
range strategic plan that defines goals, 
objectives, and initiatives established by the 
governing board.   

 X LCISD does not link spending priorities 
to board initiatives or a long-range 
strategic plan. Currently the budget 
pǊƻŎŜǎǎ ōǳƛƭŘǎ ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ 
budget with some flexibility for making 
adjustments within established 
parameters. See Observation 7-1 

4. Prepare a budget document that achieves 
goals established by the Government 
Finance Officers Association; incorporates a 
long-term perspective; links to 
organizational goals established by the 
governing board; focuses decisions on 
results and outcomes; and serves as a 
communications device and source of 
ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƛƴƴŜǊ 
workings.  

 X The ŘƛǎǘǊƛŎǘΩǎ ōǳŘƎŜǘ ŘƻŎǳƳŜƴǘ ŘƻŜǎ 
not provide information about how the 
budget was developed, the inner 
workings of the district, or how the 
ōǳŘƎŜǘ Ŧƛǘǎ ƛƴǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƻƴƎ- and 
short-term strategic objectives. See 
Observation 7-2 

5. Distribute a budget calendar and written 
budget instructions that provide an 
overview of the budget process as well as 
budget preparation tools such as templates 
and specific lineπitem instructions for certain 
budget items. 

X  At the beginning of each calendar year, 
the CFO issues budget preparation 
materials to campuses and 
departments. The packet contains: (1) 
General Tips for Budgeting; (2) Budget 
Planning Calendar; (3) Tips for Account 
Coding; (4) Funding Allocations; (5) 
Procedures for Munis Budget Entry; and 
(6) Budget Planning Worksheets 
available in Munis. 

http://www.lcisd.org/departments/business-office/budget-and-treasury-office
http://www.lcisd.org/departments/business-office/budget-and-treasury-office
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Best 
Practice 
Number Description of Best Practice Met 

Not  
Met Explanation 

6. Document accounting policies and 
procedures. Advances in technology have 
made available more effective methods than 
a hard copy manual. The policies and 
procedures should be updated periodically. 
Periodic reviews should be updated in the 
documentation promptly as they occur.  

 X [/L{5Ωǎ .ǳǎƛƴŜǎǎ 5ŜǇŀǊǘƳŜƴǘΩǎ 
documented policies and procedures 
are fragmented and inconsistent. The 
department lacks a formal, 
comprehensive policies and procedures 
manual that describe how all critical 
financial and accounting related tasks 
are to be performed and that have 
process for keeping the policies and 
procedures updated. See Observation 
7-3 

7. Use performance measures to manage the 
accounts payable function through metrics 
such as payment efficiency and discounts 
taken. 

 X Accounts Payable staff do not use 
performance measures to manage the 
accounts payable function. Activities 
and tasks are transaction based with no 
strategic focus on efficiency or process 
improvement. See Observation 7-4 

8. Convert paper invoices to electronic format 
via scanning as soon as they arrive in the 
Accounts Payable Department. Once 
scanned, enter the invoices into automated 
workflow so that paper invoices are reduced 
or eliminated. 

 X The accounting resource clerk date 
stamps invoices upon arrival in the 
Accounts Payable Department and 
distributes them to the responsible 
accounts payable clerk. Accounts 
payable clerks send the original 
stamped, marked-up invoice to the user 
for approval. See Observation 7-4 

9 Student and campus activity funds should be 
subject to strong internal control 
procedures using a financial accounting 
system that facilitates transaction recording, 
reporting, and analysis.  

 X !ƭǘƘƻǳƎƘ [/L{5Ωǎ ǎǘǳŘŜƴǘ ŀŎǘƛǾƛǘȅ 
accounting system provides basic 
accounting functionality such as cash 
receipts and disbursements, general 
ledger, and rudimentary reporting, it 
lacks the functionality of modern 
accounting and bookkeeping 
applications. Moreover, school 
secretaries handle more than $2 million 
in campus and student activity funds 
with little oversight or internal control. 
See Observations 7-5 and 7-6 

10. Strive to pay 100 percent of employees 
electronically. 

 X The district does not have a plan 
encouraging 100 percent direct payroll 
deposit participation. Although 96 
ǇŜǊŎŜƴǘ ƻŦ [/L{5Ωǎ ŜƳǇƭƻȅŜŜǎ ǊŜŎŜƛǾŜ 
their pay through direct deposit, the 
district does not have a plan to require 
all employees to use direct deposit. See 
Observation 7-7 

11 Use innovative banking technology to 
optimize cash flow, maximize investment 
returns, and streamline cash management. 

 X LCISD does not use remote deposit 
capture technology to streamline bank 
deposits and improve cash 
management through faster check 
cashing. See Observation 7-8 
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Best 
Practice 
Number Description of Best Practice Met 

Not  
Met Explanation 

12. Streamline the payroll process by using 
electronic devices to capture time worked 
and integrated systems to account for 
employee leave accrued and taken. 

 X Employees either clock in and out using 
time clocks strategically placed at their 
work location or they can log into the 
system from their desktop and enter 
ǘƘŜƛǊ ǘƛƳŜ ŦƻǊ ǘƘŜ ŘŀȅΦ IƻǿŜǾŜǊΣ [/L{5Ωǎ 
process for identifying and tracking 
employee leave and absences is 
manualƭȅ ƛƴǘŜƴǎƛǾŜΣ ŀƴŘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 
timekeeping system requires upgrades 
to strengthen internal controls and 
eliminate the need for manual data 
entry.  See Observation 7-9 

13. Procedures exist to ensure timely collection 
of outstanding accounts receivable and to 
minimize uncollectible accounts and write-
offs.  

 X The district had $331,343 employee and 
facility rental accounts receivable 
outstanding as of January 31, 2017 due 
to poor processes and controls. The 
district has not hired a collection agency 
to recover the receivables. See 
Observation 7-10 

14. Establish processes for inventorying capital 
assets and textbooks on a periodic basis, 
and ensure that such assets are properly 
accounted for and safeguarded. 

 X LCISD does not have an effective capital 
assets management process to tag and 
inventory fixed and controllable assets.  
In addition, the district does not use the 
full capabilities of its automated 
textbook inventory system. See 
Observations 7-11 and 7-15 

15. Implement a district-wide safety program to 
ǊŜŘǳŎŜ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ŎƻǎǘǎΦ  

 X LCISD does not have a district-wide 
safety awareness and training program 
tƻ ƳƛƴƛƳƛȊŜ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ 
claims. See Observation 7-12 

16. Centralize the procurement of goods and 
services to ensure consistent application of 
policies and increase cost effectiveness. 

X  [/L{5Ωǎ ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜǎǎ ƛǎ 
centralized. Users submit requisitions, 
which are approved through workflow. 
The purchasing manager provides the 
final approval and converts the 
requisition to a purchase order. The 
buyer determines the best procurement 
method, works with users to develop 
specifications, and facilitates the bid 
process. 

17. Establish a contract management program 
requiring a minimum threshold at which a 
contract must be prepared, legal review of 
contracts to mitigate shortcomings or risks 
to which the entity may be subjected, 
contract list, and periodic contractor 
performance evaluation.  

 X The district does not have an effective 
contracts management process to 
monitor contract compliance and 
evaluate vendor performance. See 
Observation 7-13 

18. Use commodity codes to classify goods to 
facilitate procurement of materials and 
supplies and to promote compliance with 
aggregate purchasing laws. 

 X The district does not use commodity 
codes to track expenditures or to 
distribute responsibilities for approving 
purchasing orders for select categories 
of goods and services. See Observation 
7-14 
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Best 
Practice 
Number Description of Best Practice Met 

Not  
Met Explanation 

19. Utilize an entity-wide electronic purchasing 
module to capture and route purchase 
requisitions along a pre-defined approval 
pathway to issue authorized purchase 
orders. Electronic workflow system provides 
users and purchasing staff real-time 
information regarding the requests, 
authorizations, and processing time. 

X  Users submit requisitions, which are 
approved through workflow. The 
purchasing manager provides the final 
approval and converts the requisition to 
a purchase order. 

20. Utilize cooperative agreements and 
purchasing consortiums to maximize 
purchasing power and efficiencies. 

X  LCISD participates in a number of 
purchasing cooperatives including the 
following examples, which are not all 
inclusive: 
ã Region 4, 6, and 20 Education 

Service Centers 
ã Buyboard 
ã Harris County Department of 

Education 
ã Department of Information 

Resources 
ã Houston Galveston Area Council 
ã National Cooperative Purchasing 

Alliance 

21. Establish thresholds at which purchasing 
staff is required to obtain competitive bids 
and quotes in order to receive the best 
value. Retain evidence of bidding results. 
Require purchasing manager approval for 
items above a specific pre-determined dollar 
amount. 

X  LCISD has established purchasing 
thresholds, which are documented in 
the purchasing procedures manual as 
follows: 
ã Up to $1,000-most expeditious 

manner possible 
ã $1,001-$5,000-at least one written 

quotation 
ã $5,001-$49,999-three written 

quotes 
ã $50,000 and above-requires 

Purchasing Department 
involvement 

22. Utilize the Purchasing Department to 
centrally manage the bid process for goods 
and services that are competitively bid. 
Involve the department user group to 
evaluate the bid proposals received against 
the pre-defined bid criteria. Tabulate results 
and recommend award to highest scoring 
vendor. 

X  Purchasing Department staff facilitate 
the procurement of goods and services 
legally and efficiently at the best price 
by helping campuses and departments 
develop specifications, researching to 
find the best procurement method, 
facilitating the bid letting and 
tabulation process, all with the goal of 
keeping the district in compliance with 
procurement laws. Although user 
department staff may assist with 
developing bid specifications, provide 
technical guidance, and participate on 
the bid evaluation team, they do not 
receive, open, or tabulate bids. These 
activities are the exclusive domain of 
the Purchasing Department.  
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Best 
Practice 
Number Description of Best Practice Met 

Not  
Met Explanation 

23. Procedures exist for collecting, staging, and 
disposing of surplus property in a manner 
that maximizes the financial benefit to the 
district.  

X  The district uses an online auctioneer 
service, similar to eBay, to sell surplus 
property. Whenever campuses have 
surplus property of which they wish to 
dispose, the assistant purchasing 
manager schedules a time for 
warehouse drivers to pick up the 
material from the campus and take it to 
ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŀǊŜƘƻǳǎŜ 

Source: McConnell & Jonesô Review Team. 
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ACCOMPLISHMENTS 

Excellence in Budgeting Initiative 

ACCOMPLISHMENT 7-A 

LCISD participates in the Alliance for Excellence in School Budgeting (the Alliance), an initiative that will enable 

the district to enhance its budget process. 

The Alliance is a group of school districts from across the United States that will be working together to implement 

ōŜǎǘ ǇǊŀŎǘƛŎŜǎ ƛƴ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘ ōǳŘƎŜǘƛƴƎ ŘŜǾŜƭƻǇŜŘ ōȅ ǘƘŜ DƻǾŜǊƴƳŜƴǘ CƛƴŀƴŎŜ hŦŦƛŎŜǊΩǎ !ǎǎƻŎƛŀǘƛƻƴ όDCh!ύΦ 

GFOA is a national organization based in Chicago, Illinois that is committed to improving the financial practices of 

governmental organizations. GFOA has developed a series of best practices in school district budgeting that outlies 

steps to developing a budget that aligns resources with student achievement goals. In 2017, GFOA organized the 

second cohort of school district participants, and LCISD is in the second cohort. The two cohorts of the Alliance for 

Excellence in School Budgeting include a diverse set of 71 school districts from 27 states. 

The main two requirements for a school district to become part of the Alliance are a desire to refresh its budget 

process and the ability for active collaboration between the academic and finance functions. LCISD attended an 

initial meeting in Chicago on November 3-4, 2016. LCISD will use material developed by GFOA and will work 

together with GFOA during Fiscal Year 2018 with the goal to improve its budget process. GFOA makes small grants 

to participants to support particular portions of the work. For example, GFOA pays for travel expenses to meetings 

in Chicago and provides ŀ ǾƻǳŎƘŜǊ ŦƻǊ ŦǊŜŜ ŀŎŎŜǎǎ ǘƻ DCh!Ωǎ ƴŜǿ Ŝ[ŜŀǊƴƛƴƎ ǘŜŎƘƴƻƭƻƎȅ ŀƴŘ ƳƻŘǳƭŜǎ ƎŜǊƳŀƴŜ ǘƻ 

school budgeting. The GFOA requires that both the finance director and the academic officer participate in the 

group. Examples of benefits that other school district participants received from the program include the 

following: 

Lake County Schools (Florida) ς 41,000 students 

¶ Strategic financial plan integrated with district-wide goals/strategies 

¶ Strategic financial plan used to overcome multi-million dollar budget gap 

¶ Strategies/goals developed collaboratively and are resourced 

Wylie Independent School District (Texas) ς 13,000 students 

¶ Entire leadership team developed a budget aligned with district goals 

¶ Board far more engaged 

¶ Resources used strategically 

¶ Budget process desŎǊƛōŜŘ ŀǎ ŀ ΨōŜŀǳǘƛŦǳƭ ǘƘƛƴƎΩ ōȅ ƘŜŀŘ ƻŦ ŀŎŀŘŜƳƛŎǎ 

DeSoto Parish School Board (Louisiana) ς 5,000 students 

¶ Budget transformed from not just a financial and legal document to mission-based, living plan to 
maximize student learning gains 

¶ Quality of budget conversation has improved 

¶ Bond rating has also improved due in part to the new budgeting method 
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Online Surplus Property Sales 

ACCOMPLISHMENT 7-B 

LCISD sells surplus property online using a web-based auction service similar to eBay. 

The district uses an online auctioneer service to sell surplus property. Whenever campuses have surplus property 

of which they wish to dispose, the assistant purchasing manager schedules a time for warehouse drivers to pick up 

the material from the campus and take it to the ŘƛǎǘǊƛŎǘΩǎ warehouse at 1441-1/3 Band Road. The district uses this 

warehouse to store and stage surplus property for sale or disposal. The district uses the main warehouse at 4907 

Ave I as a distribution center for various equipment and supplies, including textbooks.  

When the district is ready to conduct a surplus sale, warehouse staff organize the items by placing them neatly in 

rows, wrapping them as appropriate, and palletizing them. Once the district completes this task, the auctioneer 

takes pictures, assigns a unique identifier to the items, and posts them on a website for the public to view and 

purchase. In addition, the items are available to any school that wishes to purchase them.  

Once items are sold, the online auction company sends a copy of the paid invoice to the assistant purchasing 

manager. The invoice is evidence that the items were purchased and can be picked up by the customer. The online 

auction company marks each lot of sold items with a designated number. The assistant purchasing manager groups 

the items so when the customer arrives, the items have been prepared, staged, and easy for the customer to take 

possession. 

The auctioneer sends the district a Bidder Summary, which lists the buyer, items purchased, price, and invoice 

number. When the buyer takes possession of the items, they sign the Bidder Summary to indicate that the items 

have been picked up. Exhibit 7-8 shows an excerpt from the Bidder Summary. 

Exhibit 7-8 
Excerpt from Bidder Summary 

 
Source: LCISD Purchasing Department, February 2016. 
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Customers pay the online auction company, which sends the district a check for the items sold less commission. 

¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ Ƴƻǎǘ ǊŜŎŜƴǘ ŀǳŎǘƛƻƴ ƻŎŎǳǊǊŜŘ ōŜǘǿŜŜƴ hŎǘƻōŜǊ нтΣ нлмс ŀƴŘ bƻǾŜƳōŜǊ мΣ нлмсΦ Exhibit 7-9 presents 

the November 2016 Online Auction Settlement statement and indicates proceeds to the district of $7,774.30. The 

name of the online auction company is redacted. 

Exhibit 7-9 
Online Auction Settlement Statement 

 
Source: LCISD Purchasing Department, February 2016. 

 

Many school districts around the country use live auctions to sell surplus property.  However, the online auction 

system used by LCISD represents a novel, 21st Century approach to the sale of school property. This system makes 

the experience easy and efficient for both the district and the buyer. It is similar to eBay, a popular online auction 

marketplace that brings millions of people together to buy and sell goods and services.  
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DETAILED OBSERVATIONS 

Link Budget to Strategy 

OBSERVATION 7-1 

LCISD does not link spending priorities to board initiatives or to a long-range strategic plan. In fact, the district 

does not have a strategic plan.  

/ǳǊǊŜƴǘƭȅ ǘƘŜ ōǳŘƎŜǘ ǇǊƻŎŜǎǎ ōǳƛƭŘǎ ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ōǳŘƎŜǘ ǿƛǘƘ ǎƻƳŜ ŦƭŜȄƛōƛƭƛǘȅ ŦƻǊ ƳŀƪƛƴƎ ŀdjustments 

within established parameters.   

Budget development begins in January with developing and publishing the budget calendar, which is presented in 

Exhibit 7-10 on the following page for Fiscal Year 2017-2018. 

Exhibit 7-10 
Budget Calendar 

JANUARY JUNE 

¶ Develop budget calendar  

¶ Review and file 2015-2016 Annual Financial Report (AFR) 
through Texas Student Data System (TSDS)  

¶ Review and file 2016-2017 adopted budget through TSDS  

¶ Review position control  

¶ Begin accumulating data for special allocations  

¶ Provide budget calendar for 2017-2018 to board for 
information  

¶ Refine budgets as necessary 

¶ Review district/campus plans and alignment with 
preliminary expenditure budgets 

¶ Refine salary/benefit cost projections 

¶ Receive revised property values from Fort Bend County 
Appraisal District (FBCAD) 

¶ Conduct board workshop for budget-Session #1  

FEBRUARY JULY 

¶ Update and distribute budget materials to principals and 
budget managers 

¶ Follow up with budget meetings with principals and 
executive directors 

¶ Board workshop for budget-Session #2 

¶ Receive certified property tax values from FBCAD 

¶ Refine revenue/expenditure budgets (all) 

¶ Calculate estimated actual and rollback tax rates 

MARCH AUGUST 

¶ Refine budget assumptions 

¶ Prepare salary studies and cost projections  

¶ Develop initial revenue and expenditure projections  

¶ Assess current year budgetary status  

¶ Enter budgets into MUNIS by campuses/departments  

¶ Central Office review and evaluation of data entered by 
campuses/departments 

¶ Superintendent/CFO (and other designated individuals) 
meet with principals/department heads to discuss 
budgets and instructional processes 

¶ Final revenue/expenditure budget adjustments 

¶ Refine all tax rate calculations 

¶ Board workshop for budget (Session #3) 

¶ Board workshop for budget (Session #4, if needed) 

¶ Budget notice/hearing/adoption (board of trustees) 

¶ Tax rate notice/hearing/adoption (board of trustees) 

APRIL 

¶ Refine budget assumptions  

¶ Prepare salary studies and cost projections  

¶ Develop initial revenue and expenditure projections  

¶ Assess current year budgetary status  

¶ Enter budgets into MUNIS by campuses/departments  

¶ Central Office review and evaluation of data entered by campuses/departments 

¶ Superintendent/CFO (and other designated individuals) meet with principals/department heads to discuss budgets and 
instructional processes  

Source: Budget &Treasury Department, February 2017. 
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Once the board adopts the ōǳŘƎŜǘ ŀƴŘ ǘŀȄ ǊŀǘŜΣ ǘƘŜ Ŧƛƴŀƭ ōǳŘƎŜǘ ƛǎ ǇƻǎǘŜŘ ƻƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜΦ !ŦǘŜǊ adoption 

the districtΩǎ ōǳŘƎŜǘΣ ƛǘ ƛǎ made available to campuses and departments for spending.  

The district needs a strategic plan as well as a means of linking spending priorities to the long-range strategic plan. 

A well-planned strategy-driven budget process can offer an efficient and effective means for the district to allocate 

resources on a cost-benefit basis.  

Galena Park ISD integrates its site-based decision-making processes with long-term enrollment and facility 

planning to drive budget and decision-making. In a 2000 Inc. Magazine article about budgeting best practices, a 

now defunct multi-national accounting firm provided insights into how to create budget-to-corporate strategy 

links. The firm found that άŎƻƳǇŀƴƛŜǎ ǘƘŀǘ ŀǇǇƭȅ ōŜǎǘ ǇǊŀŎǘƛŎŜǎ ŦƛƴŘ ǘƘŀǘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ Ǉƭŀȅǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ǊƻƭŜΦ 

¢ƻǇ ƳŀƴŀƎŜƳŜƴǘ Ƴǳǎǘ ǘŀƪŜ ǘƘŜ ƭŜŀŘ ƛƴ ŘŜǾŜƭƻǇƛƴƎ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘƛƴƎ ǎǘǊŀǘŜƎƛŎ ƎƻŀƭǎΦΧ Because the budget 

expresses how resources will be allocated and what measures will be used to evaluate progress, budget 

development is more effective when linked to overall corporate strategy. 

LCISD should develop a long-range strategic plan that involves all stakeholders and communicate the plan 

throuƎƘƻǳǘ ǘƘŜ ŘƛǎǘǊƛŎǘ ǎƻ ǘƘŀǘ ŀƭƭ ŜƳǇƭƻȅŜŜǎ ǳƴŘŜǊǎǘŀƴŘ ŀƴŘ ōǳȅ ƛƴǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŦǳǘǳǊŜ ŘƛǊŜŎǘƛƻƴΦ 9ŀŎƘ ōǳŘƎŜǘ 

development period, the district should link its spending priorities back to the strategic plan so that it is clear how 

the district allocates resources to achieve strategic objectives.  

RECOMMENDATION 7-1 

Link the annual budget to long-term strategic planning initiatives once the district prepares such a plan. 

FISCAL IMPACT 

This recommendation can be implemented with existing resources.  

ANTICIPATING TOMORROW 

Developing a long-range strategic plan is critical to the district being able to manage future growth effectively. 

Linking spending priorities to the strategic plan will enable the district to anticipate and prepare for the financial 

pressures that are sure to arise in a fast-growth district. Planning is an activity the district must master over the 

ŎƻƳƛƴƎ ȅŜŀǊǎΦ LƴŎƻǊǇƻǊŀǘƛƴƎ ŦƛƴŀƴŎƛŀƭ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎ ƛƴǘƻ ǘƘŜ ǇƭŀƴƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŦǳǘǳǊŜ 

success. 

Budget Presentation 

OBSERVATION 7-2 

The district does not prepare a budget document that is useful as a communications tool and an enhanced 

financial plan. 

!ƭǘƘƻǳƎƘ ǘƘŜ ŘƛǎǘǊƛŎǘ ǇŀǊǘƛŎƛǇŀǘŜǎ ƛƴ DCh!Ωǎ !ƭƭƛŀƴŎŜ ŦƻǊ 9ȄŎŜƭƭŜƴŎŜ ƛƴ {ŎƘƻƻƭ .ǳŘƎŜǘƛƴƎΣ ǿƘƛŎƘ ǿƛƭƭ ŜƴŀōƭŜ ƛǘ ǘƻ 

improve its budget process, the district could enhance its budget presentation to provide additional information 

about how the budget was ŘŜǾŜƭƻǇŜŘΣ ǘƘŜ ƛƴƴŜǊ ǿƻǊƪƛƴƎǎ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΣ ŀƴŘ Ƙƻǿ ǘƘŜ ōǳŘƎŜǘ Ŧƛǘǎ ƛƴǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 

long- and short-term strategic objectives. Although the published budget the district posts on its website meets 

basic legal requirements, it is not sufficient as a communications tool to educate and provide the public with 

ŘŜŜǇŜǊ ƛƴǎƛƎƘǘ ƛƴǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƻǇŜǊŀǘƛƻƴǎ ŀƴŘ ǇǊƛƻǊƛǘƛŜǎΦ 

A budget can be more than just a financial plan. A budget can have additional purposes such as a communications 

device, a policy document, and a financial plan. In fact, budgets are most useful and effective when used as a 

means for both the district staff and the community at-large to understand the inner workings of the district. The 

ŘƛǎǘǊƛŎǘ Ƙŀǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ άǘŜƭƭ ƛǘǎ ǎǘƻǊȅέ ǿƘŜƴ the budget communicates what is behind and beyond the 

numbers.  
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Since 1906, the GFOA has existed to enhance and promote the professional management of governments for the 

public benefit by identifying and developing financial policies and best practices and promoting their use through 

education, training, facilitation of member networking, and leadership. The GFOA offers several awards for 

excellence in financial reporting.  

The Association of School Business Officials (ASBO) is another organization that promotes excellence in the form, 

content, and presentation of budget documents through budget award programs. While the district has been 

ŀǿŀǊŘŜŘ !{.hΩǎ /ŜǊǘƛŦƛŎŀǘŜ ƻŦ 9ȄŎŜƭƭŜƴŎŜ ƛƴ CƛƴŀƴŎƛŀƭ wŜǇƻǊǘƛƴƎ ōȅ ǘƘŜ !ǎǎƻŎƛŀǘƛƻƴ ƻŦ School Business Officials 

(ASBO) IƴǘŜǊƴŀǘƛƻƴŀƭ ŦƻǊ ǘƘŜ мс ǎǘǊŀƛƎƘǘ ȅŜŀǊǎΣ ƛǘ Ƙŀǎ ƴŜǾŜǊ ŀǇǇƭƛŜŘ ŦƻǊ ŜƛǘƘŜǊ DCh!Ωǎ ƻǊ !{.hΩǎ ōǳŘƎŜǘ ŀǿŀǊŘǎΦ  

The primary difference between the ASBO and the GFOA programs is that ASBO designed its program specifically 

for school districts, whereas GFOA designed its program for any governmental entity. These programs establish a 

number of criteria for exemplary budget documents and provide certification awards to governmental entities 

whose budget documents meet the criteria. Many school districts across the country use the criteria to apply for 

ǘƘŜ ŀǿŀǊŘΣ ōǳǘ ǎƻƳŜ ǳǎŜ ƛǘ ƳŜǊŜƭȅ ǘƻ ƛƳǇǊƻǾŜ ǘƘŜƛǊ ōǳŘƎŜǘ ŘƻŎǳƳŜƴǘΩǎ ŎƻƴǘŜƴǘΣ ŦƻǊƳŀǘΣ ŀƴŘ ǇǊŜǎŜƴǘŀǘƛƻƴΦ Exhibit 

7-11 ǇǊŜǎŜƴǘǎ ǎŜƭŜŎǘŜŘ ǎŀƳǇƭŜǎ ƻŦ ŎǊƛǘŜǊƛŀ ŦǊƻƳ !{.hΩǎ ƳŜǊƛǘƻǊƛƻǳǎ ōǳŘƎŜǘ ŀǿŀǊŘǎ ǇǊƻƎǊŀƳΦ  

Exhibit 7-11 
!{.hΩǎ aŜǊƛǘƻǊƛƻǳǎ .ǳŘƎŜǘ !ǿŀǊŘǎ tǊƻƎǊŀƳ /ǊƛǘŜǊƛŀ 

INTRODUCTORY SECTION 

¶ Contains an Executive Summary that tells the budget story in narrative, numeric, and graphic form. 

¶ Includes a listing of board members and first-level administrative personnel. 

ORGANIZATIONAL SECTION 

¶ Provides detailed demographic information about the district including, level of education provided, 
geographic area served, and number of schools and students. 

¶ Presents an organizational chart, mission statement, and goals and objectives. 

¶ Provides a discussion of forces that drive the budget process, such as policies and regulations. 

FINANCIAL SECTION 

¶ Describes extent to which capital spending affects current and future operating budgets. 

¶ Includes data on current debt obligations and describes the relationship between current debt levels and 
legal debt limits. 

INFORMATION SECTION 

¶ Explains underlying assumptions for each major revenue estimate. 

¶ Discusses significant trends in major revenue categories. 

¶ Presents assessed and market property values. 

¶ Presents property tax and collection rates. 

¶ Provides performance measures for three years. 

¶ Presents student enrollment and personnel information. 

Source: ASBOôs Meritorious Budget Awards Program Criteria Location Checklist. 

http://asbointl.org/asbo/media/documents/learning/Awards/MBA/MBA-Checklist-v-2.pdf  

 

Sections 44.002 through 44.006 of the Texas Education Code establish the legal basis for budget development in 

school districts. In addition, the Texas Education Agency has developed requirements for school district budgets. 

The following are the minimum requirements related to budget presentation: 

¶ A summary of the proposed and ŀŘƻǇǘŜŘ ōǳŘƎŜǘǎ Ƴǳǎǘ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜΦ 

¶ The website must prominently display the electronic link to the adopted budget for three years after 

adoption.  

http://asbointl.org/asbo/media/documents/learning/Awards/MBA/MBA-Checklist-v-2.pdf
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¶ ¢ƘŜ ōǳŘƎŜǘ ǎǳƳƳŀǊȅ Ƴǳǎǘ ƛƴŎƭǳŘŜ ŀ ŎƻƳǇŀǊƛǎƻƴ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ŀŎǘǳŀƭ ǎǇŜƴŘƛƴƎ ŀnd information 

relating to per-student spending. 

¶ The budget should present expenditures by the following functions: Instruction, Instructional Support, 

Central Administration, District Operations, Debt Service, and Other. 

¶ Budgets for the General, Food Service, and Debt Service funds must be included in the official district 

budget.  

Many Texas school districts recognize the benefits of a comprehensive budget presentation, have consistently 

applied for, ŀƴŘ ǊŜŎŜƛǾŜŘ !{.hΩǎ aŜǊƛǘƻǊƛƻǳǎ .ǳŘƎŜǘ !ǿŀǊŘΦ !ŎŎƻǊŘƛƴƎ ǘƻ !{.hΩǎ ǿŜōǎƛǘŜΣ мф ¢ŜȄŀǎ {ŎƘƻƻƭ ŘƛǎǘǊƛŎǘǎ 

received its budget award for Fiscal Year 2015-2016.  

RECOMMENDATION 7-2 

Produce an award winning budget document for Fiscal Year 2019 and beyond thereby demonstrating a 

commitment to financial accountability, transparency, and stewardship, and apply for the GFOA and\ or ASBO 

budget awards. If the awards are granted, publish them on the districtΩǎ website. 

FISCAL IMPACT 

!{.hΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ŦŜŜǎ ŀǊŜ ōŀǎŜŘ ƻƴ ŀ ǎƭƛŘƛƴƎ ǎŎŀƭŜ ŀŎŎƻǊŘƛƴƎ ǘƻ ŀ ŘƛǎǘǊƛŎǘΩǎ ǊŜǾŜƴǳŜΦ [/L{5Ωs revenue from all 

funds is between $200 million to $1 billion. Since LCISD is a member of ASBO and GFOA, the application fee for 

!{.hΩǎ aŜǊƛǘƻǊƛƻǳǎ .ǳŘƎŜǘ !ward would be $1,110 per year while fee for GFOAΩǎ 5ƛǎǘƛƴƎǳƛǎƘŜŘ .ǳŘƎŜǘ 

Presentation Award would be $550 per year. If the district applied for Fiscal Year 2019, the annual cost would be 

$1,660 ($1,110 + $550). Application fees would be required each time the district submits a budget for review, 

which the recommendation assumes would be at the beginning of Fiscal Year 2018. Therefore, the four-year fiscal 

impact would be $6,640 ($1,660 x 4). There are no travel costs associated with this achieving this award. All 

requirements can be satisfied locally.  

ANTICIPATING TOMORROW 

As the district grows, its finances will become more complex and difficult to understand by the average reader. A 

budget document that serves not only as a financial plan but also as a communications tool can be useful to help 

students, parents, and community members understand the district and its administration and operations. 

Establishing a goal to receive GFOA and/or !{.h ōǳŘƎŜǘ ŀǿŀǊŘǎ ŜǾŜǊȅ ȅŜŀǊ ǿƛƭƭ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ōǳŘƎŜǘ 

document is of high quality and useful for communicating the inner workings of the districts and educating the 

ŘƛǎǘǊƛŎǘΩǎ ǎǘŀƪŜƘƻƭŘŜǊǎ ƻƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǎǇŜƴŘƛƴƎ ǇǊƛƻǊƛǘƛŜǎ ŀƴŘ ŦƛƴŀƴŎƛŀƭ ŘƛǊŜŎǘƛƻƴΦ  

Financial Management Policies & Procedures 

OBSERVATION 7-3 

[/L{5Ωǎ .ǳǎƛƴŜǎǎ 5ŜǇŀǊǘƳŜƴǘ ƭŀŎƪǎ ŀ ŦƻǊƳŀƭΣ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ Ƴŀƴǳŀƭ ǘƘŀǘ describes how 

to perform critical financial and accounting related tasks and that is kept updated as procedures change. 

[/L{5Ωǎ .ǳǎƛƴŜǎǎ 5ŜǇŀǊǘƳŜƴǘ Ŏƻƴǎƛǎǘǎ ƻŦ ǎŜǾŜǊŀƭ ŦǳƴŎǘƛƻƴǎ ƛƴŎƭǳŘƛƴƎ ǘƘŜ /ChΩǎ hŦŦƛŎŜ (referred to as the Business 

Office), Finance Department, Purchasing & Warehouse, Budget & Treasury, Food Service, and Student Accounting. 

The review team did not consider Food Service and Student Accounting for purposes of this observation because 

they are addressed in another chapter of this report. Each of these areas perform critical financial management 

activities on behalf of the district. Therefore, it is critical that the district document key procedures, tasks, and 

routines related to these functions to preserve institutional knowledge.  

Updated policies and procedures are critical components of a strong system of internal controls. Without a formal 

system of policies and procedures, district employees may not know or understand how to process a given 

transaction or what district policy applies in a given situation. This lack of knowledge could lead to noncompliance 
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with district policy, violations of state and federal law, and confusion and inconsistency in how transactions are to 

be processed.  

The Committee of Sponsoring Organizations of the Treadway Commission (COSO) is a joint initiative of five private 

sector organizations in the auditing and accounting industry. COSO provides guidance and thought leadership to 

businesses in all sectors of the economy through developing frameworks and guidance on enterprise risk 

ƳŀƴŀƎŜƳŜƴǘΣ ƛƴǘŜǊƴŀƭ ŎƻƴǘǊƻƭΣ ŀƴŘ ŦǊŀǳŘ ŘŜǘŜǊǊŜƴŎŜΦ Lƴ ŀ aŀȅ нлмо ǇǳōƭƛŎŀǘƛƻƴ ŜƴǘƛǘƭŜŘΣ άLƴǘŜǊƴŀƭ /ƻƴǘǊƻƭ-

LƴǘŜƎǊŀǘŜŘ CǊŀƳŜǿƻǊƪέΣ /h{h ǎǘŀǘŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛǘƘ ǊŜǎǇŜŎǘ ǘƻ ǘƘŜ ǊƻƭŜ ƻŦ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƛƴ ƛƴternal 

control: 

ά/ƻƴǘǊƻƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǘƘŜ ŀŎǘƛƻƴǎ ŜǎǘŀōƭƛǎƘŜŘ ǘƘǊƻǳƎƘ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǘƘŀǘ ƘŜƭǇ ŜƴǎǳǊŜ ǘƘŀǘ ƳŀƴŀƎŜƳŜƴǘΩǎ 

ŘƛǊŜŎǘƛǾŜǎ ǘƻ ƳƛǘƛƎŀǘŜ Ǌƛǎƪǎ ǘƻ ǘƘŜ ŀŎƘƛŜǾŜƳŜƴǘ ƻŦ ƻōƧŜŎǘƛǾŜǎ ŀǊŜ ŎŀǊǊƛŜŘ ƻǳǘΧΦέ ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŘŜǇƭƻȅǎ ŎƻƴǘǊƻƭ 

activities ǘƘƻǊƻǳƎƘ ǇƻƭƛŎƛŜǎ ǘƘŀǘ ŜǎǘŀōƭƛǎƘ ǿƘŀǘ ƛǎ ŜȄǇŜŎǘŜŘ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǘƘŀǘ Ǉǳǘ ǇƻƭƛŎƛŜǎ ƛƴǘƻ ŀŎǘƛƻƴΦέ 

Some functions within the Business Department have developed general procedures; however, as a whole, 

documented procedures are informal and fragmented as demonstrated in Exhibit 7-12. 
 

Exhibit 7-12 
Overview of Business Department Policies and Procedures 

Area Existing Policies & Procedures 

Business Office ¶ This is the office of the CFO that handles financial activities not done by the other 
departments under the CFO such as the miscellaneous activity fund, employee travel, 
insufficient fund correspondence, and contracts. The CFO also advises the board and 
superintendent on various matters, provides guidance and support to other 
departments, and has long-term financial planning, forecasting, bond planning, and 
debt management responsibilities. Procedures governing activities performed out of 
the Business Office are fragmented. 

Accounts Payable ¶ No written procedures other than fragmented informal documentation of the payables 
process and the Munis financial system manual. 

Payroll ¶ Informal desk-level procedures exist that were compiled by one of the payroll clerks 
related to the positionΩǎ job duties. 

Accounting (cash 

and investments, 

student activity 

funds, financial 

reporting) 

¶ Informal documents exist on donation policies, administrative regulations on travel, 
and petty cash. 

¶ A student activity fund manual exists to administer student activity funds. 

Purchasing & 

Warehousing 
¶ A comprehensive purchasing manual exists that was last updated September 2015. 

¶ P-Card procedures exist. 

¶ Textbook manuals exist covering district and campus textbook management and 
inventory procedures. 

¶ There is a warehouse manual, but it does not reflect what the warehouse currently 
does and is primarily a series of Munis screenshots.  Topics include how to add an 
inventory item, how to create pick tickets, and how to make adjustments to inventory 
items, but the warehouse no longer stocks inventory but now serves more as a staging 
area and delivery hub. 

Budget & Treasury ¶ Memorandum of Budget Preparation Materials-Provides overview of current-year 
budget process and lists the budget preparation materials below. 

ã Budget Calendar shows critical dates and budget activities. 

ã Tips for Account Coding provides instructions for coding budget amounts. 
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Area Existing Policies & Procedures 

ã General Tips for Budgeting provides budget allocations for various costs not included in the 
per pupil allocation such as maintenance fees, piano tuning, leased copiers, and band 
instrument repair. 

ã Per Pupil Funding Allocations. 

ã Procedures for Munis Budget Entry. 

Source: Interviews and Initial Data Request. 

 

Without a formal, uniform system of policies and procedures and a process for keeping them updated, LCISD lacks 

an effective tool to preserve institutional knowledge and to train and cross-train staff. Moreover, if knowledgeable, 

long-tenured employees leave the school district or are unable to perform their duties, institutional knowledge of 

how to perform critical tasks could be lost. 

The Texas Association of School Business Officials (TASBO) is an independent, not for profit professional 

association. It supports K-12 schools and their business and operations professionals by creating a forum for 

exchanging ideas and sharing information about Texas school business operations. TASBO has produced a 

template for the development of school district policies and procedures. The template provides sample language 

for various processes such as account codes, budget adoption, budget transfers and amendments, cash 

management, fundraising activities, payroll procedures, and a host of other finance-related topics. 

The TASBO template, coupled with the fragmented procedures that already exist, could be used as a starting point 

for the district to develop a formal, comprehensive policies and procedures manual and management system. 

Effective policy and procedures manuals provide detailed steps, screen shots, and specific instructions on how 

critical tasks are done. Not every discreet task in a function can be illustrated to the most granular level of detail. 

However, it is essential that the critical processing steps for the most important areas are enumerated and 

explained in detail. Moreover, effective policy and procedures management requires a methodology for keeping 

the policies and procedures manual current.  

RECOMMENDATION 7-3 

Use the TASBO policies and procedures template as a starting point to develop a formal, comprehensive policies 

and procedures manual that describes how critical financial and accounting related tasks are to be performed, 

and implement a process to keep the manual updated. 

FISCAL IMPACT 

This recommendation can be implemented with existing resources.  

ANTICIPATING TOMORROW 

Over the next 10 years, as employees age, long-tenured employees will leave the district through resignation, 

involuntary departure, retirement, or death. Institutional knowledge resident in these employees will be lost if it is 

not organized, documented, and codified in a useful manner. As the district grows, financial management 

processes will become more critical and complicated. Developing and maintaining comprehensive policies and 

procedures is necessary to document policies, procedures, and practices, but it will also provide a foundation for 

training future employees who will be taking the place of those who leave the district.  

Accounts Payable Process 

OBSERVATION 7-4 

[/L{5Ω{ ŀŎŎƻǳƴǘǎ ǇŀȅŀōƭŜ ǇǊƻŎŜǎǎ ƛǎ Ƴŀƴǳally intensive and inefficient. 
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The accounts payable process generates large volumes of paper because LCISD has not maximized the capabilities 

of its accounts payable system or implemented best practices such as electronic presentment of vendor invoices, 

direct deposit, electronic document management, paperless electronic workflow, and electronic three-way match. 

Staff who use the ŘƛǎǘǊƛŎǘΩǎ aǳƴƛǎ ŀŎŎƻǳƴǘƛƴƎ system require intensive training to give them the confidence to rely 

on the system rather than on paper-based systems, processes, and methods. 

The accounts payable staff consists of a coordinator and three accounts payable clerks. The accounts payable 

coordinator has been with the district for 17.5 years spending 8.5 years as accounts payable coordinator. Before 

becoming coordinator, the individual was an accounts payable clerk. The three clerks have been with the district in 

their current positions for nine, nine and one-half, and 11 years.  

Between Fiscal Years 2014-2016, these individuals processed an average of approximately 42,500 invoices per 

year. During Fiscal Year 2017, through December 2016, they had processed 27,109 invoices. Exhibit 7-13 presents 

invoices processed and their value for Fiscal Years 2014-2016 and Fiscal Year 2017 through December 2016. 

Exhibit 7-13 
Invoices Processed  

Fiscal Years 2014-2017 through December 2016 

Fiscal Year Number of Invoices Amount 

2014  39,705  $117,376,019 

2015  41,599  $197,557,733 

2016  46,326  $177,884,411 

*2017  27,109  $104,259,114 

Total  154,739  $597,077,277 

Average per Year 2014-2016  42,543  $164,272,721 

Source: LCISD Business Office, February 2017. 

*Through December 2016. 

 

Exhibit 7-14 provides a summary of key accounts payable processing procedures and evaluates the efficiency of 

each procedure. 

Exhibit 7-14 
Accounts Payable Process 

Processing Step 
Inefficient 
Procedure? Evaluation 

1. User has a need. No  

2. User enters requisition into Munis system. No  

3. System routes requisition through electronic workflow 
for approvals. 

No  

4. Purchasing manager approves the requisition and 
converts it to a purchase order. 

No  

5. Purchasing clerk prints and distributes purchase order 
as follows: 
a. user (via interoffice mail and email) 
b. accounts payable (via interoffice mail) 
c. warehouse (hand delivered, same location as 

Purchasing Department) 
d. vendor (either faxed, emailed, or sent by the user 

depending on specific circumstances) 

Yes Printing the purchase order is a 
reversion to paper-based, manually 
intensive processes while the 
advantages and efficiencies of electronic 
workflow are abandoned. 
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Processing Step 
Inefficient 
Procedure? Evaluation 

6. Accounting resource clerk date stamps the purchase 
orders upon arrival in the Accounts Payable 
Department and distributes them to the responsible 
accounts payable clerk. 

Yes Date stamping and distributing paper 
purchase orders already in the system in 
electronic form is unnecessary, 
inefficient, and a reversion to paper-
based, manually intensive processes.  

7. Accounts payable clerks file paper copy of purchase 
order in file to await the invoice. 

Yes Maintaining paper files of purchase 
orders already in the system in 
electronic form is unnecessary and 
inefficient.  

8. Vendor delivers goods or performs services and sends 
paper invoice to accounts payable. 

Yes Mailing rather than emailing invoices to 
accounts payable creates unnecessary 
paper, slows the payment process, and 
risks lost invoices. 

9. Accounting resource clerk date stamps the invoices 
upon arrival in the department and distributes them to 
the responsible accounts payable clerk. 

Yes Stamping and distributing paper invoices 
mailed to accounts payable is wasted 
effort. Emailed invoices could be date 
stamped and routed to the assigned 
accounts payable clerk automatically.  

10. Accounts payable clerks make a copy of the invoice and 
attach it to the purchase order in the file. 

Yes Relying on the purchase order in the 
system and using emailed invoices would 
make this inefficient step unnecessary.  

11. Accounts payable clerks stamp the invoice copy with a 
ǎǘŀƳǇ ǘƘŀǘ ǎŀȅǎΣ άIƻƭŘ ŦƻǊ !ǇǇǊƻǾŀƭέ, along with the 
current date. 

Yes Using emailed invoices and not sending 
original invoices to users for approval 
would make this inefficient step 
unnecessary. 

12. Accounts payable clerks stamp the original invoice with 
ŀ ǎǘŀƳǇ ǘƘŀǘ ǎŀȅǎΣ άLŦ hY ǘƻ tŀȅΣ tƭŜŀǎŜ !ǇǇǊƻǾŜ.έ 

Yes Using emailed invoices and eliminating 
sending original invoices to users for 
approval would make this inefficient 
step unnecessary. 

13. Accounts payable clerks perform the following on the 
original invoice: 

a. Highlight the purchase order number 

b. Circle the remit address 

c. Circle the invoice number and invoice date 

d. Stamp a signature line on the invoice 

Yes Accounts payable clerks perform these 
steps because the original invoice is sent 
to the user for approval. Allowing users 
to approve and provide evidence of 
receipt of goods and services through 
the system would render these steps 
unnecessary. 

14. Accounts payable clerks send the original stamped, 
marked-up invoice to the user for approval. 

Yes Sending the invoice to the user is a 
reversion to paper-based, manually 
intensive processes while the 
advantages and efficiencies of electronic 
workflow are abandoned. This step also 
increases the risk of lost invoices and 
late payments.  

15. Accounts payable clerks attach a large colored paper 
clip to the copy of the invoice and the purchase order 
and place the documents in their tickler file to await 
the original invoice that was sent to the user for 
approval. 

Yes Sending the invoice to the user is a 
reversion to paper-based, manually 
intensive processes while the 
advantages and efficiencies of electronic 
workflow are abandoned.  
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Processing Step 
Inefficient 
Procedure? Evaluation 

16. User receives the goods and\or services, approves the 
original invoice, and returns it to Accounts Payable.  

Yes Approving the original invoice as 
evidence of receipt is a reversion to 
paper-based, manually intensive 
processes while the advantages and 
efficiencies of marking items as received 
in the system are abandoned. 

17. Accounting resource clerk receives approved invoice 
from user, date stamps it, and distributes it to the 
responsible accounts payable clerk.  

Yes Receiving the approved invoice from the 
user through interoffice mail is a 
reversion to paper-based, manually 
intensive processes that slows the 
payment process and abandons the 
advantages and efficiencies of electronic 
workflow. 

18. Accounts payable clerks match the approved original 
invoice with the copy of the invoice attached to the 
purchase order with the large colored paper clip. 

Yes Matching copies of the invoice with the 
original invoice generates unnecessary 
paper and wasted effort, which ignores 
system features that are designed to 
make invoice payment processing more 
efficient and less paper intensive. 

19. Accounts payable clerks remove the colored paper clip, 
discard the copy of the invoice, and attach the original, 
approved invoice to the purchase order with a large 
silver paper clip indicating that the invoice is ready to 
be processed for payment. 

Yes Manually matching the approved invoice 
to the purchase order is inefficient and 
ŘƻŜǎ ƴƻǘ ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŦŜŀǘǳǊŜǎ ǘƻ 
produce the three-way match of invoice 
to purchase order to evidence of receipt. 

20. Accounts payable clerks write on the purchase order 
the following: 

a. partial or full payment 

b. invoice number 

c. invoice date 

d. date invoice received back in Accounts Payable 
Department 

e. amount being paid 

f. balance of purchase order if a partial payment 

g. date check will be issued ŀƴŘ ŎƭŜǊƪΩǎ ƛƴƛǘƛŀƭǎ 

h. check off payment of individual line items 

i. price differences, if any 

Yes These procedures are redundant and 
inefficient. The system provides most of 
this information, but since its features 
are underused, these manual 
workaround procedures must be 
performed. 

21. Accounts payable clerks compile 50 to 100 invoices in a 
batch and enter the batches into the system by batch 
number.  

No  

22. !ŦǘŜǊ ŎƘŜŎƪƛƴƎ ŜŀŎƘ ƻǘƘŜǊΩǎ ǿƻǊƪΣ ƛŦ ƛǘ ǿŀǎ ŀ ǇŀǊǘƛŀƭ 
payment, the purchase order will be filed back in the 
tickler file. A large colored paper clip will remain affixed 
to the purchase order if there are still original approved 
invoices that have not been received. 

Yes These procedures are redundant and 
inefficient. The system shows how much 
money is remaining on a purchase order. 
IƻǿŜǾŜǊΣ ǎƛƴŎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŦŜŀǘǳǊŜǎ ŀǊŜ 
underutilized, these manual workaround 
procedures are performed. 

23. Accounts payable clerks hand write the number of 
invoices and total dollar amount in each batch on a 
batch control sheet. 

Yes This step is redundant with Step #26 
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Processing Step 
Inefficient 
Procedure? Evaluation 

24. Accounts payable clerks print a summary screen for 
each batch, which shows the batch number, effective 
date, year and period, warrant date, total invoices in 
the batch, and the total dollar amount of the invoices 
entered into the system. 

No  

25. Accounts payable clerks print a detailed batch report, 
which shows the vendor number and name, purchase 
order number, invoice number, invoice date, 
description, remit address, dollar amount and budget 
code for each invoice in the batch. 

No  

26. Accounts payable clerks run an adding machine tape of 
all invoices in each batch and compare the tape total to 
the total invoice count and total dollar amount shown 
on the batch summary screen. 

Yes Listing the invoices on an Excel 
spreadsheet would be more useful and 
efficient than running an adding machine 
tape. It would also eliminate the need 
for Step #23. 

27. Accounts payable clerks tape the adding machine tape 
to the back of the batch summary screen and staple the 
adding machine tape on top of the detailed batch 
report.  

Yes Listing the invoices on an Excel 
spreadsheet would be more useful and 
efficient than running an adding machine 
tape. 

28. Accounts payable clerks manually calculate available 
discounts on an adding machine and affix the adding 
machine tape to the back of the invoice.  

Yes Calculating discounts manually is 
unnecessary and inefficient since the 
system calculates discounts.  

29. Accounts payable clerks place their respective batches 
in a cart, which is a basket on wheels. Then they sort 
the batches in alphabetical order by vendor and then 
for each vendor they sort the purchase order numbers 
from least to greatest. If there are multiple purchase 
orders to one vendor then an adding machine tape 
must be run on the total amount being paid on each 
purchase order and the tape clipped on top of the 
group of purchase orders holding them together. 

No This procedure is designed to stage the 
invoices for batching and verification. 
The spreadsheet in Step# 26 would 
facilitate this step. However, if the full 
features of the accounts payable system 
were used, this procedure could be 
reengineered to leverage such features 
for better efficiency.  

30. The accounts payable coordinator prints an Invoice 
Entry Proof List report of all batches entered in 
alphabetical order by vendor then divides the report 
ŀŎŎƻǊŘƛƴƎ ǘƻ ŜŀŎƘ ŀŎŎƻǳƴǘǎ ǇŀȅŀōƭŜ ŎƭŜǊƪΩǎ ŀƭǇƘŀōŜǘƛŎŀl 
assignment (A-D, E-L and M-Z) 

Yes Dividing the report manually is 
inefficient. These reports should be 
generated from standard or user-defined 
system reports if available in the system. 
If not, the sȅǎǘŜƳΩǎ ǊŜǇƻǊǘƛƴƎ ŎŀǇŀōƛƭƛǘƛŜǎ 
should be upgraded.  

31. Each accounts payable clerk physically draws a line on 
the Invoice Entry Proof List report to show the division 
between each vendor. If a vendor has more than one 
invoice, the accounts payable clerk adds the invoices 
together on an adding machine and writes the total on 
the Invoice Entry Proof List report.  The adding machine 
tape can be taped to the back of the Invoice Entry Proof 
List report or just held until the Invoice Entry Proof List 
report has been verified. If no questions arise, the 
adding machine tape is discarded. 

 

Manipulating a system generated 
reports in this manner is inefficient and 
time consuming. System generated 
reports should useful without manual 
intervention. For example, the report 
should provide subtotals for each 
vendor. The need to draw lines on 
reports to separate groups of 
transactions and run adding machine 
tapes to derive subtotals underscores 
deficiencies in system reports that need 
to be resolved.  
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Processing Step 
Inefficient 
Procedure? Evaluation 

32. Accounts payable clerks exchange carts once all lines 
have been drawn on the Invoice Entry Proof List report 
and invoice totals for each vendor written on the 
report.  

Yes If the full features of the accounts 
payable system were used, this 
procedure could be reengineered to 
leverage such features for better 
efficiency. 

33. Accounts payable clerks perform the following 
procedurŜǎ ƻƴ ƻƴŜ ŀƴƻǘƘŜǊΩǎ ōŀǘŎƘŜǎ: 

a. Matches vendor name on the invoice and the 
purchase order. 

b. Matches balance written on the purchase order to 
the balance on the Invoice Entry Proof List report. 

c. Matches the adding machine tape balance 
attached to multiple purchase orders to the total 
purchase order totals on the Invoice Entry Proof List 
report. 

d. Verifies that the invoice has all the proper 
approvals. 

e. Verifies that the invoice number, invoice date, and 
dollar amount have been enter correctly. 

f. Verifies that the description is spelled correctly. 

g. Verifies the budget code. 

h. Sets errors aside for further processing. 

i. Returns the verified cart to the accounts payable 
clerk to whom the vendors are assigned with any 
errors or discrepancies flagged. 

Yes If the full features of the accounts 
payable system were used, this 
procedure could be reengineered to 
leverage such features for better 
efficiency. 

34. Accounts payable clerks go through their batches to 
identify and correct errors after which the following 
procedures are performed: 

a. Run an adding machine tape on the invoice count 
of each batch and write the count total on the 
bottom of the batch sheet and attach the adding 
machine tape to the back of the batch sheet. 

b. Run an adding machine tape on the invoice amount 
of each batch and write the total amount on the 
bottom of the batch sheet and attach the adding 
machine tape to the back of the batch shee.t 

c. The accounts payable clerks give the accounts 
payable coordinator their totaled batch sheets 
along with any flagged invoices and Invoice Entry 
Proof List report information. 

Yes If the full features of the accounts 
payable system were used, this 
procedure could be reengineered to 
leverage such features for better 
efficiency. 

35. The accounts payable coordinator runs another Invoice 
Entry Proof List report once all corrections have been 
made.  

No  

36. The accounts payable coordinator compares the first 
Invoice Entry Proof List report to the second Invoice 
Entry Proof List report to verify that all corrections 
were made. 

No  

37. The accounts payable coordinator also reconciles the 
first version of the Invoice Entry Proof List report to the 
second version using an adding machine tape, which is 
attached to the report. 

No  
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Processing Step 
Inefficient 
Procedure? Evaluation 

38. The accounts payable coordinator creates the Batch 
Verification Report, which is a listing of batch totals by 
accounts payable clerk and reconciles the totals of this 
report to the check register. 

No  

39. The checks are printed and released. No  

Source: Interviews with Accounts Payable Staff, February 2017. 

Exhibit 7-15 provides an example of a partially completed purchase order. Images of two paper clips can be seen 

as well as handwritten notations of invoices paid against the purchase order showing invoice number, invoice 

date, date invoice received back in accounts payable, amount, balance of the purchase order, date check will be 

issued, and the accounts payable ŎƭŜǊƪΩǎ ƛƴƛǘƛŀƭǎ.  

Exhibit 7-15 
Partially Completed Purchase Order 

 

Source: LCISD Accounts Payable Department, February 2017. 
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Exhibit 7-16 provides an example of the Invoice Entry Proof List. It shows lines physically drawn to separate 

vendors and handwritten totals derived by adding machine. 

Exhibit 7-16 

Invoice Entry Proof List 

 
Source: LCISD Accounts Payable Department, February 2017. 

Exhibit 7-17 provides an example of the second Invoice Entry Proof List and shows an adding machine tape 

attached to the report, which reconciles the first Invoice Entry Proof List totals to the second Invoice Entry Proof 

List. The first list total was $1,438,942.25 while the total after adjustments was $1,479,493.12. 

Exhibit 7-17 

Invoice Entry Proof List with Adding Machine Tape 

 
Source: LCISD Accounts Payable Department, February 2017. 
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Exhibit 7-18 provides an example of the Batch Verification Report, which shows batch totals by accounts payable 

clerk. The total amount of $1,636,230.33 agrees with the check register. 

Exhibit 7-18 

Batch Verification Report 

 
Source: LCISD Accounts Payable Department, February 2017. 

 

Exhibits 7-14 through 7-18 demonstrate that the accounts payable process includes many inefficient, non-value 

added steps. The inefficiencies exist because accounts payable procedures were not designed to take advantage 

ƻŦ ǘƘŜ ǎȅǎǘŜƳΩǎ ŎŀǇŀōƛƭƛǘƛŜǎΦ To be most effective, processing procedures should be designed around the 

functionality and capabilities of a computer system rather than working around the ǎȅǎǘŜƳΩǎ capabilities using 

legacy procedures. 

Examples of LCISD not leveraging the systemΩǎ capabilities include avoiding the systŜƳΩǎ Ŧǳƭƭ workflow capabilities 

such as approving original invoices instead of requiring users to evidence receipt of goods and services within the 

system. Another example is not implementing a Munis product known as Tyler Content Manager (TCM).  TCM 

allows state and local governments and school districts to capture, deliver, manage, and archive electronic 

information. It is a product developed by the same company that developed aǳƴƛǎΣ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 9wt ǎȅǎǘŜƳΦ ¢/a 

is designed to manage content to save valuable time, energy, and money.  

 


