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IRVING ISD
FIXED ASSETS PROCEDURES

Objectives:

TEA requires school districts to be accountable for fixed assets, according to directives set forth in the Financial
Accounting Resources Guide, Section 1.2.4.

Fixed asset procedures should ensure that Irving ISD fixed assets are properly identified, recorded in the
MUNIS Fixed Assets program and G/L, tracked, and safeguarded. The existence of fixed assets should be
verified periodically by physical inventory for the reasons listed below:

e To ensure that items of significant value/fixed assets are being properly maintained and safeguarded.

e To ensure that the MUNIS system accurately reflects these assets, to assist in capital budget forecasting for
equipment and infrastructure needs.

e To provide useful information for risk management/insurance purposes.
To identify idle surplus property, preventing unnecessary purchases.

e To support the financial statements, ensuring compliance with State and Federal Cost Accounting
requirements and our district achieving a good financial rating during annual audits.

Definition:

Irving ISD defines a fixed asset as an item, tangible in nature, with a cost of $5,000 or more and having a useful
life in excess of two years. Fixed assets are acquired by purchase, construction, or donation.

New Fixed Assets:

Identification:

e Fixed Assets acquired by purchase or construction:

0 Business Office personnel are responsible for verifying coding information before Purchase Order
approval. This verification process ensures that those purchases coded as fixed assets are valid.
This verification process also ensures that those purchases not properly coded as fixed assets are
corrected.

O Any requisitions that reflect the purchase of a fixed asset(s), should not be approved by the
Accounts Payable Supervisor/Fixed Assets Coordinator until the Fixed Assets Set-Up form is
submitted (or email).

0 Business Office Purchase Order approvers: Investment Manager/Federal Funds Supervisor
(approves Fed Funds POs only), Accounting Supervisor, and Accounts Payable Supervisor/Fixed
Assets Coordinator. The Director of Business Operations also approves Purchase Orders, if
necessary.

0 Construction progress payment applications are reviewed by the AP Supervisor/FA Coordinator to
identify fixed assets, since these payments are not generated through the confirming purchase order
process.

7.35



e Fixed Assets acquired by donation:

o
o
o

Setup:

The Board of Trustees must approve all donations.

Fixed assets are recorded at cost or, if donated, at their estimated market value.

The Director of Business Operations receives notification of any fixed asset(s) acquired by
donation, and the supporting documentation, from the Secretary to the Assistant Superintendent of
Support Services.

Any donated asset meeting the fixed asset criteria is set up and journalized in the MUNIS system by
the Director of Business Operations.

e Setup of fixed assets requires completion of a multipart form (Fixed Assets Set-Up) by campus/department
personnel that is submitted to the FA Coordinator. Some departments email the fixed asset setup
information to the FA Coordinator.

(0]

Campus/departmental personnel originating POs have been trained to understand fixed asset
criteria, coding, and form completion procedures. If coding errors exist and/or setup forms are not
submitted, the originator is contacted for adjustment(s)/the fixed asset setup form(s).

Campus secretaries maintain a fixed asset inventory binder with fixed assets listed and related
details. Departments maintain fixed asset listings on a spreadsheet or in a database.

Adequate details should be provided on the Fixed Assets Set-Up form. Information recommended
by TEA’s Financial Accountability System Resource Guide, FASRG should be maintained to
maximize the control of fixed assets. These setup forms should include the following information
as a minimum:

The item purchased-clearly described.

Date of purchase.

Purchase price.

IISD tag number.

PO number.

Any other information that may be useful for control.

ASANENENENEN

e Upon receipt of the fixed asset setup form (or email documentation), the Director of Business Operations
enters each fixed asset into the MUNIS system.

e At mid-year and/or at year-end, the detailed fixed assets listings in the MUNIS system are reconciled to the
following G/L accounts, and any variances are corrected.

OO0OO0OO0OO0OO0OOo

6619 Land Purchase/Improvements

6629 Building Purchase/Constr/Improvements

6631 Vehicles > $5,000.00

6635 Technology Related > $5,000.00

6639 Other Equipment > $5,000.00

6644, 6645, 6649, 6669 (Purchases from bond funds are setup as grouped fixed assets)

6397 Software (any individual software purchase > $5,000.00 is reclassed out of 6397 and recorded
into 6635)
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Tagqing:

e Fixed Assets are assigned IISD tag numbers for identification and control purposes.

e The IISD tags are issued by the Fixed Assets Coordinator. Each campus/department is given a supply of
fixed assets tags. The tag is a black and silver plastic label featuring a place to write the location and
sequence number that is assigned by the campus/department. This location and sequence number matches

the location/sequence number recorded on the setup form that is entered into the MUNIS system.

e Some fixed assets are not physically tagged e.g., playground equipment, vehicles, scoreboards, kitchen
freezers and ovens, musical instruments.

File Maintenance and Transfers:

File Maintenance:

e If notified by a campus/department that any information regarding an active fixed asset needs to be
added/updated, the FA Coordinator is notified by email and the Director of Business Operations records the
adjustment in the MUNIS system.

Transfers:

o Transfers to locations other than Excess Property:

0 A multi-part Fixed Asset Transfer form should be completed by a campus/department for an active
fixed asset that has been transferred to a different IISD location e.g., musical instruments. These
properly signed transfer forms should be submitted to the FA Coordinator.

O Transfers that are temporary are not recorded into the MUNIS system. For those transfers that are
permanent, the Director of Business Operations records the transfer in the MUNIS system.

e Transfers to Excess Property:

0 Items that are no longer needed/deemed useable by a campus are removed by Warehouse/Transportation
employees when a work order is generated. An itemized listing of the assets to be removed is to be
attached to the work order and signed by a campus administrator. The warehouse/transportation
employee that picks up the excess property items should sign and date the listing and any discrepancies
should be documented and resolved before leaving the campus, if possible. A copy of the work order
and the signed itemized list should be retained by the campus to support removal from the MUNIS
Fixed Assets program and the general ledger.

Retirements:

o Fixed assets should only be removed from the MUNIS system with documented/approved support as
reflected on the appropriate form(s) and/or from final sale documentation provided by the campus,
department, the Purchasing Director and/or the IISD Board of Trustees. Per FASRG, “disposals or
retirements of fixed assets because of sale, scrapping or changes to capitalization policies should require
certain approvals to guard against the disposal of equipment which could be used by other departments and
to guard against an unauthorized disposition.”

e The Director of Business Operations removes fixed assets from the MUNIS system, upon receipt of the
appropriate supporting documentation.
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Responsibilities of All District Fixed Assets Users:

Each principal/department manager has the ultimate responsibility for all fixed assets located at their
campus/department and for ensuring that the procedures are followed.

All campuses/departments will be sent an annual inventory report of all items currently recorded for that
campus/department.

Any changes should be documented on the annual inventory report and signed and dated by the
individual(s) completing the inventory.

The completed and signed/dated annual inventory report, along with any supporting documentation, should
be submitted to the Fixed Asset Coordinator by the requested deadline.

The Fixed Asset Coordinator and the Director of Business Operations will track and reconcile fixed assets
with a per unit cost of > $5,000.00.

The Director of Technical Services and the Director of DP/Networking will maintain and reconcile their
own inventories of laptops, printers, network-related equipment, and any other technology-related
equipment that falls below the $5,000.00 per unit threshold.

The Warehouse/Transportation Manager will maintain and reconcile warehouse inventory records for
inventory items that fall below the $5,000.00 per unit threshold.

The Director of Fine Arts will maintain and reconcile inventories of musical instruments that fall below the
$5,000.00 per unit threshold.

The Fixed Asset Coordinator and the Director of Business Operations are responsible for writing,
maintaining and including these fixed assets procedures in the Business Office Reference Guide.

Physical Inventory:

A physical inventory of fixed assets will be performed annually by campus/department personnel.

The Fixed Asset Coordinator/Director of Business Operations is responsible for coordinating the annual
physical inventory for the district.

The Internal Auditor will also perform periodic verifications of fixed assets during campus/department
audits.

The physical inventory results will be reconciled to MUNIS records and all reconciling items resolved by

the Director of Business Operations. This periodic comparison ensures that timely adjustments are made
and that accounting records accurately reflect actual fixed assets in existence.
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Forms:

1. Fixed Assets Set-Up
2. Fixed Asset Transfer (only active assets moving between IISD locations)

Please call the Fixed Asset Coordinator in the Business Office at 972.215.5411 for any questions regarding fixed
assets.
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Credit Card Guidelines
Irving Independent School District

The credit card is not intended to avoid or bypass appropriate purchasing or payment procedures. The credit
card is to be used for District business only. Personal purchases will be considered a misappropriation of
district funds, which constitutes a criminal offense and must be referred to the IISD Assistant Superintendent of
Business & Finance.

Requesting a Credit Card

A written request for a credit card must be sent to the Superintendent. Upon the Superintendent’s approval, the
request will be forwarded to the Investment Manager/Federal Funds Supervisor for acquisition of a credit card in
the individual’s name. An Individual Cardholder’s Agreement form must be filled out before the credit card
will be given to the individual.

Acceptable Uses

Credit cards may be used for approved travel and/or items approved by the Assistant Superintendent of Business
and Finance or the Director of Business Operations and the Director of Purchasing. Please note: Itemized
receipts are required for all transactions. “Itemized” means that both a specific description (i.e. “gen mdse”,

“misc.”, “tax exempt item” are not adequate descriptions) and price for each item purchased is listed. Signed
receipts are required for all credit card purchases and/or credits.

Acceptable purchase items may include:

a) Conference Registration

b) Hotel Expenses

c) Air Fare

d) Travel Related Expenses — All IISD travel guidelines should be followed as stated in the Reference
Guide; any exception must be submitted in writing with the appropriate approvals to the Accounts
Payable Supervisor. See Credit Card Exception Form.

a. Meals purchased with a credit card may not exceed the allowed per diem amount. Any amount
exceeding the per diem will be reimbursed by the employee.

b. Gasoline purchases with a credit card must be for district own vehicles. Travel with a personal
vehicle will be reimbursed at the current IRS rate.

c. See Travel Guidelines in the Reference Guide for other allowable and non allowable items.

e) Non Travel Related Meals (Must be documented in accordance with Internal Revenue Services
Publication 463.) The business purpose must be written and all attendees must be listed on all business
meal receipts. Reference to a Committee is allowable as long as you have provided the list of members
to the Business Office for that school year.

f) Film development by the Public Information department only.

g) Small miscellaneous items for science kit replenishment by the Hands on Science Center.

h) Purchases made with a Credit Card Exception Form filled out and approved prior to the purchase.

Approval for Travel
The credit card receipts for travel must be turned in with an Application for Leave and Travel form. The form
should be filled out and approved prior to travel.

Payment of Credit Cards

Itemized receipts for every charge are handed in to the individual’s supervisor on the first business day after
travel or purchase is complete. The individual’s supervisor will review the purchase and provide an expenditure
code for each receipt. After review and at the end of every month, the collection of receipts received with the
expenditure code will be submitted to the Accounts Payable Supervisor for prompt payment. Late payment fees
are not acceptable. Failure to turn in a receipt and/or receipts being turned in late may result in the cancellation
of an individual’s credit card.
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Lost or Stolen Cards
The District is financially liable for the card in the event it is lost or stolen and is subsequently used. Report

any lost or stolen card to the Investment Manager/Federal Funds Supervisor immediately. Purchases
made before the card is reported lost or stolen will come from the individual’s department/campus budget.
Purchases made after the card was reported lost or stolen will be disputed.
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INDIVIDUAL CARDHOLDER’S AGREEMENT
TO ACCEPT A PERSONAL
CREDIT CARD ISSUED BY THE
IRVING INDEPENDENT SCHOOL DISTRICT

L, , hereby acknowledge receipt of an Irving Independent School District Credit
Card, number(last 4 digits) , EXP: . As a Card User, | have read and
agree to comply with the terms and conditions of this Agreement, including the Irving Independent
School District Business Office Reference Guide.

I acknowledge receipt of said Agreement and Procedures and confirm that | have read and understand the
terms and conditions, and will be held responsible for adhering to these, even as they change periodically
on I1SD internet and via email. I understand that the District is liable for all district charges, and I in turn am
responsible to the District for any expenditure I make deemed inappropriate by Purchasing and/or the Business
Office.

I agree to use this card for district-approved purchases only and agree not to charge personal purchases. |
understand that the District will audit the use of this card and report any discrepancies to proper authorities.

I further understand that improper use of this card may result in disciplinary action, up to and including
termination of employment and/or criminal prosecution. Should I fail to use this card properly, I authorize the
District to deduct from my salary that amount equal to the total of the discrepancy. I also agree to allow the
District to collect such amounts even if [ am no longer employed by the District.

I understand that the District may suspend or terminate my right to use this card at any time for any reason. I
agree to return the card to the District immediately upon request or upon transfer or termination of employment.

I agree to secure itemized receipts for every charge I make with this card, and to promptly hand in these receipts
to my supervisor for review. | commit to confirm that a prospective vendor will be able to provide adequate
receipts PRIOR TO PURCHASE. If after a purchase is made the receipt is found to be insufficient, I will either
secure additional documentation from the vendor, return the purchased items for credit, or I will reimburse the
District. Every effort will be made to procure goods or services from vendors currently on bid with IISD.

Applicant Name: (Print)

Signature: Date:
Employee #:
Department/Campus: Phone #/Ext:
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Credit Card Exception Form
Irving Independent School District

Date: * Amount:

Vendor #: Bid #:

Vendor Name:

Cardholder Name:

Card # (last 4 digits only):

Item(s) to be Purchased:

Reason for using a Credit Card:

Budget Code:

Cardholder Signature:

Cardholder Signature

Business Office:

Asst Sup of Bus & Fin / Dir of Bus Op

Director of Purchasing:

Dir of Purchasing

FORM MUST BE COMPLETED AND APPROVED BEFORE PURCHASE IS MADE. THE INDIVIDUAL
CARD HOLDER WILL BE RESPONSIBLE FOR ANY PURCHASES MADE WITH OUT APPROVAL.
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Irving ISD
Parent Organization Guidelines

District Board Policy GE (Local):

http://www.tasb.org/policy/pol/private/057912/pol.cfm?DisplayPage=GE(LOCAL).pdf&QueryText=PARENT%200RGA
NIZATIONS

State and Federal Reporting:

APPLICATION FOR FEDERAL TAX EXEMPT STATUS
The parent organization should obtain federal tax-exempt status as a 501(c)(3) organization on Form 1023
http://www.irs.gov/pub/irs-pdf/f1023.pdf
The application must be accompanied by Form 8718 (http://www.irs.gov/pub/irs-pd{/f8718.pdf)
which requires a user fee to be paid to the Internal Revenue Service. Depending on the anticipated annual gross
receipts, the fee may be $300, $750, or $900.
Upon acceptance of the organization’s exempt status by the Internal Revenue Service, a determination letter will
be received as evidence of approval. The letter should be kept in a safe, permanent place as it will be used time
and again to prove the organization’s exempt status.
Each organization must also file for an employer identification number on Form SS-4, Application for Employer
Identification Number.
http://search.irs.gov/web/query.html?col=allirs&charset=utf-8&qp=&qs=-
Wct%3A%22Internal+Revenuet+Manual %22 &qe=&qm=&rf=&ogq=&qt=form+SS-4

APPLICATION FOR STATE TAX EXEMPT STATUS
The organization must apply for an exemption from sales and franchise tax from the Texas State Comptroller’s
office. Further information may be obtained on the Comptroller’s web site.
http://www.window.state.tx.us/taxinfo/taxforms/ap-205.pdf

ANNUAL FILING REQUIREMENTS
Every organization exempt from federal income tax under section 501(a) is required to determine the necessity of
filing an annual Form 990, Return of Organization Exempt from Income Tax. http://www.irs.gov/pub/irs-
pdf/f990.pdf
Changes made to IRS regulations effective January 1, 2008 affects not-for-profit organizations and their
requirements for financial reporting. Consult with your tax professional or the IRS for additional assistance.

Organization:

Each parent organization must develop and maintain bylaws. The bylaws should contain the detail of the rules of
membership. This document must address the organization’s fiscal year, organizational structure and the method used to
elect officers. Only active members in good standing shall be permitted to hold office or vote upon any matter of business
of the organization. The bylaws should specify that there is a two one-year consecutive term maximum that members may
serve in roles as the President or Treasurer. In addition, the bylaws should address the restriction that only one member of a
family may serve as an officer at the same time, unless parents are serving as co-chairs in the same office which limits the
family’s vote to one. Employees of the District shall not serve in a financial capacity of a parent organization. Financial
capacity includes holding positions of treasurer, fund-raising chairperson, or serving as a check signer.

The parent organization should elect the following officers on an annual basis.
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PRESIDENT

Typically, the president of a booster organization is an individual who has previously been active in the organization.

VICE-PRESIDENT

The vice-president acts as the president’s representative in his/her absence.

SECRETARY

The secretary is responsible for keeping accurate records of the proceedings of the organization and reporting to the
membership.

TREASURER
The treasurer is the authorized custodian of the funds of the organization.

ELECTION OF OFFICERS

The election of officers of the organization should occur annually, within the timelines and manner prescribed by the
organization bylaws. Typically, the election of officers should occur by May of each year so that the newly elected officers
may be in place for the start of the next school year.

Financial Information:
GENERAL

It is recommended that parent organization presidents and treasurers attend a training session provided by the District’s
Business Office with regard to cash controls and other topics.

The parent organization must open and maintain its own bank account.

SAFEKEEPING

Parent organizations may not store funds on campus for safekeeping.
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IRVING ATHLETIC BOOSTER CLUB GUIDELINES

ROLE OF BOOSTER CLUBS

Booster clubs are formed by school patrons to help enrich the school participation in extracurricular
activities. As the name implies, booster clubs are formed to BOOST and support all team members and the
coaching staff of their sport. The booster clubs of various sports should cooperate with each other in order to see
that all TISD athletes are supported. High School athletic booster clubs should support school sports and be sure to
follow all UIL guidelines and rules relating to athletic participation in the school. It is a violation of the UIL
athletic amateur rule for booster club funds to be used for non-school purposes. Booster clubs should work closely
with the head coach of their sport to ensure UIL guidelines are adhered to. Booster club members can contribute
to the athletic program by donating their services as clock keepers, announcers, scorekeepers, concession stand
workers, etc.

RELATIONSHIP WITH THE SCHOOL

The superintendent or designee (athletic director/campus coordinator) has approval authority over booster
clubs. Copies of minutes and financial records should be filed with the athletic coordinator in a timely manner.
All meetings should be open to the public. Booster clubs should work closely with the head coach in all matters.
Any requests should go through the head coach.

FUND RAISERS AND EXPENDITURE OF FUNDS

Please have all fund raisers approved ahead of time. The head coach of your sport can take care of this for
you. Please use discretion when soliciting Irving businesses. Our local merchants are approached by a many
school groups throughout the year. It is essential that we maintain a good relationship with them.

Booster clubs must have their own bank account and tax ID number. The school tax numbers may not be
used by booster clubs. Booster club funds should not be used to support student camps, clinics, private instruction
or any activity outside of the school. Booster clubs or individuals may donate money or merchandise to the school
with prior approval of the administration. These may be used for such items as team meals, charter buses, etc. It
is a violation of UIL rules for the booster club to pay for these items directly. Money given to a school cannot be
earmarked for any particular expense. Booster clubs may make recommendations, but cash or other valuable
consideration must be given to the school to use at it discretion.

Coaches of UIL activities may not accept more than $300 in money, product, or services from any source
as recognition of or appreciation for coaching UIL activities. School Activity Funds may not be used to purchase
any gift for a coach or athlete.

Homemade “spirit signs” may be placed on student’s lockers or in their yards. Yard signs made of
commercial quality must be purchased by the individual players’ parents or returned after the season.

The school or Booster club may purchase meals for out of town trips only. Parents are not allowed to pay
for meals, other than for their own child. Money may be donated to the school for this purpose but the parents or
booster club may not pay for the meals directly.

BANQUETS, TEAM MEALS, ETC.

Athletes may accept:

Preseason — one preseason meal, per sport, per year is allowed. This may be a banquet, fish fry, ice cream supper,
etc. provided it is approved by the school and given before the team plays its first contest. It may be given after a
scrimmage.

Post season — one postseason banquet may be given if approved by the school. Banquet favors are considered
valuable consideration and are a violation if given to the athletes at any time.

Booster clubs of several sports may want to get together to have one bangquet in order to save money. Booster
clubs should work closely with the head coach when planning a banquet. All bangquets must be given prior to the
end of the school year.

Meals that are strictly for the athletic team and do not fall into one of the categories above are not allowed.

Goodie bags or snacks are not allowed. Anything that is not given or offered to the entire student body on the
same basis as to the athletes is not allowed.
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