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What’s New? 

• District Credit Card  
• Requisition Rejection 
• Updates in Exhibits – Spending Guidelines 

General Information 

The purpose of the Purchasing Guidelines is to establish uniform procedures for purchasing goods and/or services 
needed by the District.  As a support organization of the District, we are charged with the responsibility of acquiring 
goods and services requested by campuses and departments.  The Purchasing Department must function in a 
manner consistent with local, state, and federal ordinances, statutes, regulations, Board of Education policies, and 
sound business practices. The guidelines: 

 Ensure that purchases are made consistently with all legal purchasing requirements and local Board 
Policies. 

o Directors, Principals, and others responsible for making purchasing decisions for the District shall 
become familiar with established procedures so the District may maintain control over purchasing 
operations. 

 Allow the District to receive the best possible goods and/or services at the best value. 
It is in the District’s interest to make decisions that enable us to secure goods and/or services that provide 
the best value for the District and not simply the lowest price. 

Forms 

All forms referenced in this section can be located at GPISD Home Page-Departments-Business Services- 
Procedures & Forms or http://www.galenaparkisd.com/Page/8110. 
 

http://www.galenaparkisd.com/Page/8110
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Board Policy 
The following Board Policy should be referenced for additional information associated with this section of the 
manual: 

Policy Code  Title: Subtitle  
CH (LEGAL, LOCAL) Purchasing and Acquisition 
CHF (LEGAL)  Purchasing and Acquisition: Payment Procedures 

Conflict of Interest 

Conflict Disclosure Statement 

Section 176.003 of the Local Government Code requires certain local government officers to file Form CIS -Local 
Government Officer Conflicts Disclosure Statement (CIS) (Exhibit 4-01). A "local government officer" is defined as a 
member of the governing body of a local governmental entity; a director, superintendent, administrator, 
president, or other person designated as the executive officer of a local governmental entity; or an agent of a local 
governmental entity who exercises discretion in the planning, recommending, selecting, or contracting of a 
vendor.  Based on this definition, any employee of the District making purchases is a local governmental officer.   

Conflict Of Interest Questionnaire 
For vendors doing business with local governmental entity, Conflict of Interest Questionnaire, Form CIQ (Exhibit 4-
02) is required. 
 

 Local government officers and vendors may be subject to the disclosure and reporting requirements of 
Chapter 176. Additional information regarding these requirements can be found at the Texas Ethics 
Commission website:  

 The web link to the Texas Ethics Commission is: https://www.ethics.state.tx.us/  
 The web link to the Chapter 176 of the Local Government Code 

is: https://statutes.capitol.texas.gov/Docs/LG/htm/LG.176.htm  
 

Consultants or Contracted Services 

Consultants and contracted vendors are non-employees who are contracted to perform a personal or professional 
service that a district employee cannot perform.  The term “Independent Contractor” is used to denote non-
employees performing services on district property on behalf of the District.  The Internal Revenue Service (IRS) has 
extensive information defining when an individual is considered an employee requiring the withholding of income 
taxes and the payment of Medicare taxes.   

 Non-employees meeting the definition of an employee will be referred to the Human Resource and Payroll 
Departments.   

 Non-employees meeting the definition of an independent contractor will be referred to the Purchasing 
Department.   

 Independent Contractor or Employee Flowchart (Exhibit 4-03) can be used to determine which definition the 
non-employee meets. 

https://www.ethics.state.tx.us/
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.176.htm
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If an independent contractor does not have their own contract document, the District has a recommended 
Agreement for Contracted Services – Independent Contractor (Exhibit 4-04).  After the individual has been approved 
as a vendor, the Independent Contractor’s Contract will be submitted via Laserfiche.  

Contracted Services include services such as repairs, maintenance, technical support and related services.   
Documentation of insurance, such as general liability, worker’s compensation and auto liability, may be required. 
The Certificate of Insurance shall name Galena Park ISD as additional insured.  No work shall be performed by the 
consultant or contracted vendor until all required documents, especially proof of insurance, are received by the 
Business Services Department.  Guidance to complete the Certificate of Liability Insurance is provided on the 
Purchasing Department website.   

Payments to consultants and contracted service vendors will not be made until the person responsible for 
monitoring and/or supervising the contract performance has approved a detailed invoice.  The detailed invoice must 
include the date(s) of service, service(s) performed, and the negotiated rate of pay.  If reimbursement for expenses 
was approved, receipts detailing the expenditures must be furnished. 

Contracts and Service Agreements 

All contracts for rentals, service agreements, etc. must be signed by Business Services. No other employee is 
authorized to sign a contract or agreement on behalf of the District.  An employee who signs a contract or 
agreement, without proper authorization, will be personally liable for the terms of the contract or agreement.  

Entering Contracts in Laserfiche 

An individual will enter the contract information electronically through the Laserfiche portal at 
https://forms.galenaparkisd.com/forms/contractapproval. Log in will be individual universal username and 
password. Once logged on, the individual will enter the contract information, upload the contract, and then 
submit.  Please plan accordingly allowing sufficient time to secure all necessary authorizations - especially when 
Board approval is required.   

For detailed information about contract processing, please visit the GPISD Contracts page under Purchasing: 
https://www.galenaparkisd.com/Page/9090.  See the following for Contract guidance: 

 Contract Instructions for District Departments & Campuses (Exhibit 4-05) 
 Contracts Campuses & Departments Flowchart (Exhibit 4-06) 
 Contract Instructions for Campus Fine Arts Staff/Sponsors (Exhibit 4-07) 
 Contracts Fine Arts Flowchart (Exhibit 4-08). 

Once submitted, an email will be sent to the Budget Manager to review and sign off prior to the Business Services 
Department processing the contract or agreement.   

 Cabinet Level approval is required on contracts that exceed $10,000. Contracts that exceed $10,000 will 
automatically route to the Cabinet representative through Laserfiche.  

 Contracts that exceed $50,000 will require Board approval and will not be signed until the Board of Trustees 
has approved the purchase.  These contracts should be reviewed through the Laserfiche process before the 
item is submitted for the final board agenda.   

https://forms.galenaparkisd.com/forms/contractapproval
https://www.galenaparkisd.com/Page/9090
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 Contracts for Board approval should be submitted in Laserfiche 3-4 weeks prior to the due date for board 
agenda items to ensure that the terms and conditions of the contract are agreeable, and to verify that the 
appropriate purchasing/procurement processes have been followed.    

Cooperative Purchasing Organization (Co-op) 

Whenever possible, the District should look for ways to reduce costs and maximize revenues.  A cooperative is an 
entity that facilitates the competitive solicitation process in accordance with state purchasing laws and allows 
member organizations to utilize the established contracts.   

Using cooperatives can result in a decrease in personnel cost to the District and Purchasing in the areas of 
advertising, bidding, processing and managing numerous goods and services offered by the 
Cooperatives.  Information on Cooperatives is available on the Purchasing Department website. 

District Credit Card (s) 

Bank of America (BOA)  

• The District utilizes Procurement Cards, Special Revenue Procurement Cards, and Travel Cards as an 
additional means for procurement (see Section 12: Procurement Cards for guidelines and procedures 
involving these credit cards).  Federal funds require prior written approvals before use of any procurement 
cards.  

Sam’s Club  

The District has a revolving line of credit with Sam’s Club that requires the use of a Sam’s Club card with a valid 
purchase order or approved district procurement card. District revolving lines of credits are closely monitored to 
ensure accurate reconciliation and payments.  The use of Sam’s Club online requires advance planning prior to 
purchase with a valid purchase order (shipping charges may apply) or an approved district procurement card.  The 
District Warehouse staff may be utilized to pick up palletized orders if and when time permits.  (See Section 14: 
Warehouse Services procedures for details). 

Standard Procedures: 

 Sam’s Club cards are issued to District employees at the discretion of the campus/department budget 
manager. 

 To request a Sam’s Club card, the campus or department budget manager must submit a request in 
writing (email) to the Purchasing Department, including the budget code to charge for the membership 
fee. 

 The new card will be sent to the Purchasing Department and may take up to seven days to receive.  The 
employee requesting the card will be required to pick the card up from the P-Card Specialist.    This card 
is to be used only for District purchases with an approved purchase order.  

 An approved Purchase Order or approved District Procurement card can be used for purchases. 
 For purchases with Federal/Grant funds NO Procurement Card can be used. Reference FPM Section 

10. 
 The Sam’s Club card is not to be used for personal purchases under any circumstance. 
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Procedures for Using Other District Cards: 

 It is recommended to use 6399 and 6499 object codes for Sam’s purchase orders when applicable. Enter 
only one account code per purchase order. (Refer to Purchase Procedures – Blanket Requisitions on page 
4-13 and Section 15: Frontline Procedures for more details) 

 The credit card holder is responsible for verifying that sales tax has not been charged.  If sales tax is 
charged; the credit card holder must request a credit from the vendor or pay the sales tax to the District. 

 Cardholder notifies Purchasing Department and agrees to surrender the credit card immediately when or 
if transferred to another position or termination of employment, whether for retirement, voluntary or 
involuntary reasons. 

 Cardholder and Budget Manager will be notified when improper use is observed. 
Failure to follow the proper procedures when using the District credit card may result in forfeiture of use 
of the credit card. 

EDGAR Implementation 

Galena Park ISD elected to implement the new Education Department General Administrative Regulations 
(EDGAR) procurement rules effective July 1, 2018.  Purchasing thresholds were developed to establish guidelines 
for levels and types of procurement, which have been updated for 2023 and future years. See Galena Park ISD 
Purchasing Thresholds & Requirements (Exhibit 4-09) and Galena Park Independent School District Purchasing 
Thresholds FAQ for more details (Exhibit 4-10). 

The EDGAR regulations from the Office of Management and Budget (OMB), codified as Title 2 of the Code of 
Federal Regulations (2 CFR) Part 200, were incorporated into general federal regulation on Dec. 26, 2014. The 
regulations also govern all federal grants awarded by the US Department of Education (USDE), USDA & TDA to 
the state or to a Local Education Agency (LEA) on or after that date.  

When Galena Park ISD seeks to procure goods and services using funds under a federal grant or contract, specific 
federal laws, regulations, and requirements may apply in addition to those under state law. This includes, but is not 
limited to, the procurement standards of the Uniform Administrative Requirements, Cost Principles and Audit 
Requirements for Federal Awards, 2 C.F.R. 200 (sometimes referred to as the “Uniform Guidance” or new “EDGAR”).   

Special Revenue Funds – compliance should follow guidance in Section 10:  Grant Management. 

End of Fiscal Year Requisition Submission 

Notification to campuses and departments concerning End of Year Requisition Submission Deadlines, will be 
emailed and placed on the Business Services website.  An email reminder will be sent directly to each clerk at the 
end of each school year. 

Please remember that any service or purchase that is received by the District prior to August 31st will be accounted 
for in the current Budget year. Any service that is provided or purchase of goods that are received after September 
1st will be accounted for in the next Budget year.    

We understand emergencies will occur and these emergencies will be handled on a case-by-case basis. 
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Food and Non-Food Items 

Be cognizant of the times of your scheduled meetings.  For example; if each of your monthly meetings are 
scheduled during lunches you should definitely review. 
 
Allowable Expenditures: The following guidelines will apply to meal expenditures:  
 

 When possible, organizers should try to provide light refreshments rather than full meals for participants 
 Light refreshments may be integrated as part of Staff Development or District Meetings (including a 

meeting involving the community), so long as they are provided during the meeting and are made 
available or served in order to more efficiently conduct the meeting  

 Any meals purchased with District funds must adhere to and may not exceed the per diem rate published 
by the United States General Services Administration (GSA) for Houston. GSA Website (These update 
October of every year) (Breakfast $16; Lunch $17; Dinner $31) per participant.    

 Should a reasonable exception be necessary to this per person limit, prior approval from a Cabinet 
Member must be received and documented.  

 Food and non-food items (such as paper plates, cups, silverware, etc.) that are being used for instructional 
purposes (food science & nutrition, science projects, etc.), are to be coded to object code 6399.   

 Food and non-food items for meetings/training sessions, or other approved functions are to be coded to 
object code 6499.  

 Food purchases for the Child Nutrition Program shall be subject to the U.S. Department of Agriculture 
guidelines.  

Use of district funds for food or snacks shall be allowed only during an on-site meeting.  Documentation to support 
the on-site meeting shall include a meeting agenda and sign-in sheet.  The District does not allow the purchase of 
full meals using state or federal grants, only snacks are allowed using state or federal grants.  Please see Section 10: 
Grant Management for a detailed description of allowable purchases.   

For Examples of allowable food and non-food items see Spending Guidelines (Exhibit 4-11). 

Student Snacks 

Funds shall be spent for the benefit of students for the following: 
 Snacks during tutoring for state required exams, before and during the exam itself, and during other 

instructional tutoring outside the normal school hours.   

Employee Meals/Snacks 

Funds shall be spent for the benefit of employees for the following: 
 Generally, snacks, food, and non-food supply items for staff development purposes shall be charged to a 

staff development account code (function 13).  
 Spouses or guests shall not have their meal/snack paid for with district funds. 
 Meals/snacks for employee retirement using 461 or 890 (sub object 00FF) funds only 
 Meals/snacks for birthdays, showers, and or any other personal celebration must be purchased using 890 

(sub object 00FF) funds only.  If an 890 (faculty funds) account is not available, then personal funds must 
be used.   

 
 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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Gifts to Employees, Students, and the Public 

As a general rule, a gratuitous donation or gift by a school district is prohibited by the Texas Constitution, Article 
III, §52, and Article XI, §3, which, in part, states that the legislature may not authorize any county, city, or other 
political subdivision of the State to lend its credit or grant public money or anything of value in aid of an 
individual, association or corporation. 

A political subdivision can however, purchase small gifts, such as plaques or flowers for employees, if the 
political subdivision determines that such expenditures accomplish a public purpose, such as enhancing 
employee morale.  The District has determined that such gifts are permitted for an award recognition or staff 
attendance incentive purchase.  These types of purchases may use fund 199, 461, or 890 with the object code 
6499, but should not exceed $50 per employee. 

Any expenses that are personal in nature and not related to district business, such as birthdays, showers, 
retirements or funerals should be funded with fund 890 (Faculty Funds) or personal funds only.  Do not use 
district funds (Fund 199 or 461) for these types of expenses. 

Gift Card(s) 

According to the IRS, if an employer gives an employee a gift certificate or similar item that can easily be exchanged 
for cash, the value of the gift is additional taxable income, regardless of the amount. Cash or gift cards are explicitly 
prohibited using district funds unless purchased for an acceptable use.  

Often gift cards are needed for student recognitions or awards.  This is considered acceptable and here are the 
following steps required: Refer to the GPISD Spending Guidelines for limits on cards.  

When purchasing gift cards for local vendors (restaurants, Best Buy, etc.), the preferred path is to create a blanket 
purchase order for Sam’s Club.   

1. Enter a blanket requisition in Frontline. 
2. A detailed justification for the Educational Business Purpose of the Purchase of the purchase is required. 
3. Submit the receipts and names of those receiving the cards. 

Visa Gift Cards 

1. Enter a check request to Vendor # 9041 (United Community Credit Union) for the value of cards.   
2. In description/justification enter the quantity and value needed. 
3. Check Request must be approved by all those in the workflow of Frontline and the Account Payable 

Supervisor seven working days prior to needing the cards.  (This is a vendor requirement.) 
4. Email the Accounts Payable Supervisor with check request number and details of the order. 
5. Once the cards arrive, an email will be sent to the requestor with pick up or delivery details. 
6. A list of the names for those receiving the cards is required to confirm the gift cards were issued. 

 

 

 



Fiscal Procedures Manual 

 

Page 4-9 
Galena Park Independent School District 

July 2024 

In-District Transactions 

Student Nutrition catering invoices, West Victory (NSSH) invoices, GPHS Culinary Department invoices, Summer 
School Payments (McKinney Vento grant) will be processed via journal entry.  See Section 3: Fiscal Management 
for more details. 

Independent Contractors 

See “Consultants or Contracted Services.” Page 4-3 

Legal Aspects and Policy 

State Law – Public Education Code – Competitive Procurement Requirement 
 All Texas public school district contracts, except contracts for the purchase of produce or vehicle fuel, 

valued at $50,000 or more in the aggregate for each 12-month period shall be submitted to the 
competitive procurement process as prescribed in Texas Education Code 44.031. 

 Anticipated purchases, which may exceed these limits, should be brought to the attention of the 
Purchasing Department well in advance of the need for the goods or services.  The bidding process may 
take approximately 3 to 4 months from bid specification development to School Board approval.   

 The only exception to the aforementioned competitive procurement requirement is when a school 
building or school equipment is destroyed or severely damaged. The School Board determines that the 
delay posed by the competitive procurement process would prevent or substantially impair the conduct 
of classes or other essential school activities.  Contracts for replacing such buildings or equipment may 
then be made by methods other than those required by Texas Education Code 44.031.h. 

 According to Board Policy CH (Legal), a Board Member, Employee or Agent shall not, with criminal 
negligence, make or authorize separate, sequential or component purchases to avoid the purchasing 
requirements set out in Education Code 44.031. An officer or employee shall not knowingly violate 
Education Code 44.031 in any other manner. “Component purchases” means purchases of the component 
parts of an item that in normal purchasing practices would be made in one purchase. “Separate 
purchases” means purchases made separately, of items that in normal purchasing practices would 
be made in one purchase. “Sequential purchases” means purchases made over a period, of items 
that in normal purchasing practices would be made in one purchase.  Violation of this provision is a 
Class B misdemeanor and an offense involving moral turpitude conviction of which shall result in removal 
from office or dismissal from employment. 

 The competitive procurement laws shall not apply to fees received for professional services rendered, 
including but not limited to architects, attorneys and fiscal agents.  (Texas Education Code 44.031.f.). 

State Law – Penal Code – Abuse of Office (Purchase for Individuals) 
 Any commitment to acquire goods or services in the name of Galena Park Independent School District for 

personal use or ownership is prohibited.  Any individual making such a commitment may be liable for 
prosecution under the Texas Penal Code, Chapter 39, Abuse of Office, Section 39.01. 

 District employees shall not use District letterhead in making purchases or ordering materials for personal 
use. 
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 The Board delegates to the Superintendent or designee the authority to make budgeted purchases for 
goods or services.  However, any single budgeted purchase of goods or services that costs $50,000 or 
more, regardless of whether the goods or services are competitively purchased, shall require Board 
approval before a transaction may take place. 

 The Board delegates to the Superintendent or designee the authority to determine the method of 
purchasing in accordance with CH (LEGAL). 

 If competitive bidding is chosen as the purchasing method, the Superintendent or designee shall prepare 
bid specifications.  Purchasing Department has implemented an online electronic bidding system called 
eBid for our bids.  It is a user-friendly application that allows the vendor/supplier to register in the 
online system and receive the most up-to-date information via email notifications of future 
procurement opportunities in the categories selected by the vendor/supplier. All manual bids shall be 
submitted in sealed envelopes, plainly marked with the name of the bidder and the time of the opening.  
All bidders shall be invited to attend the bid opening.  Any bid may be withdrawn prior to the scheduled 
time for opening.  Bids received after the specified time shall not be considered. 

 The District may reject any and all proposals. 
 The Board shall assume responsibility for debts incurred in the name of the District so long as those debts 

are for purchases made in accordance with adopted Board policy and current administrative procedures.  
The Board shall not be responsible for debts incurred by persons or organizations not directly under 
Board control.   

 Persons making unauthorized purchases shall assume full responsibility for all such debts. 
 All purchase commitments shall be made by the Superintendent or designee on a properly drawn and 

issued purchase order, in accordance with administrative procedures. 
District employees shall not be permitted to purchase supplies or equipment for personal use, utilizing 
district funds.  

On-Line Purchasing    

The District utilizes on-line purchasing through the following vendors: 

  Quill School Specialty      Staples     Tejas Michael’s 
Create the cart though the vendor’s website with login provided by the Purchasing Department, reference your 
name in the purchase order field of the vendor cart. A traditional requisition must be entered for all on-line 
purchases immediately after submitting the on-line cart.  

Attach the online cart copy/confirmation order to the requisition and reference cart number in the Special 
Instruction field in Frontline.   In the Justification Field, identify the Educational Business Purpose of the 
Purchase. Once the requisition is approved and a purchase order is issued for the total amount of the on-line 
cart, the Purchasing Department will then release the cart.  Technology inventory items are allowed using 
traditional requisition using object code 6395 and shipped to the Technology Department at the Administration 
Building for the purpose of tagging the items.    
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eProcurement  

The District is now utilizing eProcurement (punch-out) with Amazon, Office Depot, Lakeshore Learning, and Liberty 
Office Supplies (more vendors will be added).  See section 15 for detailed instructions.  Office Depot requires a 
$50.00 minimum order for free shipping.  

Amazon Purchases 

The Budget Manager’s approval is required for all access to the District Amazon Business account.  Each Financial 
Clerk is set up in Amazon by the Procurement Card Specialist as a buyer.  

No personal purchases are allowed using the District Amazon Business account.  In the Justification Field of Frontline, 
identify the Educational Business Purpose of the Purchase.    

After the requisition is approved and purchase order is processed, a system-generated (Frontline) response is sent 
to the purchaser.  Amazon will send a notification once the order has shipped.  

All purchases must be sent to a District address.  Do not have any purchases delivered to a home address.  Personal 
accounts used to make purchases will not be reimbursed.   

Payment in Excess of Purchase Order 

Accounts Payable will pay invoices up to 10% above the purchase order amount for shipping charges without 
Budget Manager approval.  If a purchase order exceeds 10%, the Budget Manager will be notified for overage 
approval.  

Purchase Procedures 

A purchase order is used to purchase supplies, equipment, or services from an awarded/approved vendor.  The 
main focus is to meet the needs of schools and departments.  Efforts are made to educate staff members primarily 
responsible for purchasing so they can make most purchases directly from vendors.  

Legal Requirements 

District purchases made from categories such as office, athletic, or instructional supplies must be made using an 
awarded vendor since the aggregate amount of these purchases will exceed $50,000 over a twelve-month period. 
It is important to remember that campuses and departments are not separate entities when determining the 
aggregate amount spent in any category. The aggregate amount applies to all District purchases.  For 
example, the total amount spent for office supplies made by all campuses and departments in the District over a 
twelve-month period will exceed $50,000; therefore, those items must be purchased from a vendor who has been 
awarded in a competitive solicitation process (i.e. District-issued CSP/RFP or co-op contract) as required by the 
Texas Education Code 44.031. The Texas Education Code provides for criminal penalties for persons who 
intentionally circumvent this requirement by making split, separate, sequential, or component purchases. If federal 
funds are to be utilized, the purchases must follow State and Federal guidelines.  
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Sole Source 

A sole source purchase means that only one supplier (source), to the best of the requester's knowledge and 
belief, based upon thorough research, (i.e. conducting a market survey), is capable of delivering the required 
product or service.  If sole source, provide justification form and the TEA approval.  

Request for Noncompetitive Procurement (Sole-Source) Approval (Exhibit 4-12) is requested regardless of the 
funding source.       

The requestor has to complete the Request for Noncompetitive Procurement (Sole-Source) Approval  TEA via link 
below.  

https://tea.texas.gov/media/document/224371 

Guidelines from TEA for Sole Source Qualifier 

Selected purchases may be exempt from competitive procurement if they meet the established criteria for a sole 
source purchase:  

 Identification and confirmation that competition in providing the item or product to be purchased is 
precluded by the existence of a patent, copyright, secret process or monopoly.  

 Identification and confirmation that the product is a film, manuscript, book, utility service (including 
electricity, gas, or water), or a captive replacement part or component for equipment. 

 Sole source does not apply to mainframe data-processing equipment and peripheral attachments with a 
single item purchase price in excess of $15,000.  

It is incumbent upon the District to obtain and retain documents from the proposer which clearly delineate the 
reasons that qualify the purchase to be made on a sole source basis.   In order to do business with GPISD as a Sole 
Source Vendor, GPISD must receive a notarized Sole Source Affidavit along with TEA approval. 

Warehouse Requisitions 

District Campuses/Departments can save money by purchasing standard office supplies from the Galena Park ISD 
Warehouse.  The Purchasing Department has competitively procured items supplied by the Warehouse.  This 
enables products to be offered at better prices than most office supply stores.  (See Section 14: Warehouse Services 
for Warehouse requirements.) 

Quotes 

Quotes are obtained for the most competitive price on products or services in accordance with the Galena Park ISD 
Purchasing Thresholds & Requirements, see Galena Park Independent School District Purchasing Thresholds FAQ for 
more information.  This guidance defines the lowest amounts for which quotes are required based on funds being 
used to make the purchase and retain written verification of the prices quoted.  An attachment is required to 
accompany the requisitions that require a quote as support for the purchase. 

Requisitions 

A requisition must be created in Frontline by the requesting campus or department and will flow through the 
workflow process and will be submitted to the Purchasing Department for approval.  Frontline allows users to enter 
purchase requisitions electronically, verify account balances, select pre-approved vendors, etc. at the point of data 
entry. Budget codes must be noted on all requisitions. The requisition shall include detailed descriptions identifying 

https://tea.texas.gov/media/document/224371
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items and any particulars about the intended purchase. Justification must be entered with the purpose of the 
purchase.  Incomplete information and missing components will delay processing (often causing a requisition to be 
rejected). Supporting documentation such as order forms, graphics, quotes, etc. must be attached to the requisition 
in Frontline. 

Purchases for goods or services from state or federal grant funds shall comply with the TEA Guidelines for Related 
Costs (located under Grant Management Resources on the TEA website). Specifically, all non-allowable expenditures 
shall not be funded from state or federal grant funds.  Please see Section 10: Grant Management for a detailed 
description of allowable purchases and contact the Special Revenue Accountant for guidance.  

Category and Contract Fields 

Requisitions must have the correct Category and Contract information based on the vendor quote.  Pricing is 
honored from a vendor based on the Contract selected and printed on the purchase order.  If there is not a contract 
number/cooperative name referenced on a quote, select the category that “best” matches the items being 
purchased.  To ensure the requisition is processed without delay, it is imperative the correct information is selected. 

Status and Next in Workflow 

The Financial Clerk is responsible for verifying the Status and Next in Workflow of the requisition.  

Terms and Conditions 

All purchase orders sent to the vendors must contain our Standard Purchasing Terms and Conditions (Exhibit 4-13).  

For specific instructions on entering all requisition types, (See Section 15: Frontline Procedures). 

Traditional Requisitions 

Traditional requisitions are used for entering one-time purchases for specific line items and requires quantities, 
vendor stock number, description, and unit cost to be entered on every line. Within Special Instructions, the quote 
number and/or Cart number must be included for the order to be placed. These types of requisitions require 
receiving items by each line.  Each cart must include a complete detailed description and in the Justification Field of 
Frontline it must containan Educational Business Purpose of the Purchase being requested. Technology inventory 
items are allowed using a traditional requisition using object code 6395 and shipped to the Technology Department 
at the Administration Building for the purpose of tagging the items. Technology now requires using object code 
6295 to be used to identify subscription-based digital resources.    

Quotes for purchases may be obtained from the Technology Department.  Additional information/instructions (i.e. 
return purchase order to requestor, email address to send the purchase order, quote numbers, etc.) must be 
entered in the Special Instructions Field of the requisition.  

All events that require a deposit (field trips, movies, etc.) need to be identified on traditional requisitions or check 
request.  Place two line items on the requisition: one for the exact amount required for the deposit and one for the 
final payment.  This process will ensure and track the payment process of deposit requisitions.  

Message for District Closures  

All traditional requisitions placed within 2 weeks of an official District closure/holiday should include a message to 
the vendor regarding the closure dates.  The requestor should select the message from the Message field, located 
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on the Create Requisition tab under Ship-To Receiving Group. Once expanded, the requestor will choose the specific 
holiday or closure event from the drop down in Available Vendor Messages.  The Message will appear on the purchase 
order.  This message is important to notify the vendor of our closure times for more accurate shipping.  Purchasing 
will update Frontline with dates that the District will be closed. 

After a traditional requisition passes all workflow approvals, the purchase order is submitted to the vendor 
depending on the Order From direction entered on the requisition.   

 Order from with (P) prior to the address indicates a paper purchase order will be printed.  If this 
is selected, Purchasing will email the purchase order and quote to the vendor and a copy to the 
requestor.  

 Order from with (E) prior to the address indicated the purchase order will be emailed to the 
vendor (system generated).  It is the responsibility of the requestor to confirm the vendor has 
received the electronically sent purchase order. 

Each purchase order is uniquely numbered for audit tracking purposes.  Employees may not order or receive 
goods without an approved Purchase Order .  A requisition cannot be used to place an order.  

Blanket Requisitions 

Blanket requisitions are entered to encumber funds for multiple purchases that will be made for a set period of time 
or throughout the fiscal year.  Each cart must include a detailed description of the Educational Business Purpose of 
the Purchase. In the details of these requisitions (per line), specific wording for the vendor is required: “NOT TO 
EXCEED PO AMOUNT and the set period of time”.  This will indicate to a vendor the purchase is not to exceed a set 
amount and not to exceed a set time frame.  Note: Frontline will notify the requestor via email once the blanket 
purchase order has been created and it will include the purchase order number and a link to the purchase order.  
The requestor is responsible for printing the purchase order or saving it and processing the purchase order with the 
vendor (the signed copy of the purchase order can only be accessed one time through this link).  The Purchasing 
Department will send purchase orders if requested in Special Instructions or electronically indicated at entry.   

 Once a requisition has been processed into a purchase order, the requestor may proceed with the 
purchase (we recommend maintaining a log of purchases and taking a copy of the purchase order to 
ensure the accuracy of the number being used at check out). 

 Once the purchase has been made, the original receipt must be attached to the Receipt Submission Form 
(Exhibit 4-14), stating the Educational Business Purpose of the Purchase. 

 If this is the last transaction for the purchase order, please indicate “final payment” on the Receipt 
Submission Form. 

 The purchaser is responsible for verifying that sales tax has not been charged.  If sales tax is charged; the 
purchaser must request a credit from the vendor or pay the sales tax to the District. 

 The Receipt Submission Form with the original receipt attached must be submitted to Accounts Payable 
within one week of the purchase date for payment.  

 Quote/cart must be attached when purchasing with Federal Funds.  
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Purchasing Deadlines & Requisition Review 

Allow ample time for requisition processing.  As a general rule, allow 48 hours from the time a requisition enters 
Buyer Analysis Status to purchase order creation.  The deadline for approved requisitions to be processed the current 
day is 2:00 p.m.  Approved requisitions received after 2:00 p.m. will be processed the following business day.  In the 
event of an emergency for which you need a requisition after the processing deadline, please contact Purchasing 
for guidance and assistance.  

All lines on requisitions are reviewed by the Purchasing Department staff for the following: 

 Accuracy 
 Local/Grant purchases compliance (thresholds) 
 Bid number / cooperative agreement contracts 
 Account coding for the type of item(s)/service(s) being purchased (Financial Accountability System 

Resource Guide (FASRG)).  Additional guidance for quick reference can be obtained in Section 9: Budget. 
 Ensure that the appropriate competitive purchases (i.e. competitive bidding, pricing quotes attached, etc.) 

are determined and performed before the requisition is approved for processing 
 Overall completeness (i.e. complete descriptions, dates of events) 

Once all of the above are in place, the requisition is approved and becomes a purchase order.  It is then printed and 
transmitted to the vendor as instructed at entry or under special instructions. The requestor will receive an email 
once Frontline generates the purchase order.   

Receiving of Goods/Liquidating Purchase Orders 

Invoices are submitted to the Accounts Payable Department where they are entered into Frontline; therefore, it is 
essential for the purchase order number to appear on the invoice for verification of delivery and approval for 
payment.  

Once goods begin to arrive, the requestor must receive the items in Frontline no later than one week after receipt.  
This will assist the Accounts Payable Department in paying the vendor’s invoice.  Once all items have been received 
and the Accounts Payable Department makes the final payment, the Accounts Payable Clerk will close the purchase 
order.   

Do not attach invoices to requisitions.  All invoices should be scanned and emailed to Accounts Payable - 

accounts_payable@galenaparkisd.com or sent via inter-office to the Accounts Payable Department.  

Requesting a Purchase Order to be closed - If a purchase order was not filled and needs to be canceled, contact 
the Purchasing Department to close the purchase order. If a Blanket or Traditional purchase order needs to be 
canceled (for any reason) – send an email to Accounts Payable and CC Purchasing with the PO number and vendor 
name in the subject line. Prior to sending the email to cancel, verify the last invoice/receipt that was sent in to pay 
was actually paid in Frontline. 

The first week of every month – Run the Open Purchase Order by Requisitioner Report to reconcile any outstanding 
purchase orders.  See Fiscal Updates & FAQ’s for specifics on how to run these reports.  Summary options are now 
available.   

mailto:payable@galenaparkisd.com
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Requisition Rejection 

A requisition can be rejected for the following reasons: 

 Inadequate description of item(s) or service(s) being acquired 
 Incorrect budget code is used – account number not in compliance with the Financial Accountability 

System Resource Guide (FASRG) 
 Quote/Cart number is not entered in Special Instructions 
 Quote is not attached based on the updated Galena Park ISD Purchasing Thresholds  
 Date of service/training/staff development/registration is not clearly defined 
 Incorrect Category and contract  
 Missing justification 
 Other reasons as deemed necessary 

If a requisition is rejected, it will be returned through Frontline to the requestor. Once the requestor has made the 
appropriate corrections in Frontline, they will need to click “submit” for the requisition to be resubmitted through 
the approval process. 

Sales Tax Exemption 

Galena Park Independent School District is exempt from payment of taxes under Chapter 20, Title 122A, Article 
20.04, Revised Civil Statutes of Texas, for purchases.  The Texas Sales and Use Tax Exemption Certification (Exhibit 4-
15), is to be used for District-related purchases only.  The intended use of the Texas Sales and Use Tax Exemption 
Certification is to receive tax exempt status on District purchases.  Misuse of the Texas Sales and Use Tax Exemption 
Certification for personal purchases constitutes a misdemeanor under the Texas Penal Code, Chapter 39, Abuse of 
Office, and Section 39.02. 

Staff Appreciation  

Staff appreciation recognizes groups of employees for contributions to the District and encourages high employee 
morale.  General Fund (199) expenditures for staff appreciation will be limited to $50.00 per employee annually.  

Staff appreciation must be coded to object 6498. Unless otherwise authorized, only Cabinet members and Principals 
may budget General Funds for staff appreciation costs for the staff that report to them.  

Examples of approved items are shirts, light meals (does not include dine-in restaurant services), items with Galena 
Park ISD or campus logo imprinted on them, classroom materials, books or reading materials.   

Transportation Rentals (Charter Buses/Vans/Box Trucks) 

For charter buses and rentals of vans or box trucks, an invoice will be emailed to the Financial Clerk by Accounts 
Payable after the trip is complete. A check request will be entered into Frontline to pay the charges. See Section 7; 
Student Travel - Transportation for more details.  
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Vendors  

The Purchasing Department is committed to maintaining an open and equitable opportunity to all interested 
vendors.  Galena Park ISD will seek to competitively procure goods and services whenever possible or as required 
by policies or statutes. Frontline is used to look up current awarded and approved vendors.  Vendors who have been 
awarded a contract (cooperative or Galena Park ISD – issued) are considered an awarded vendor and placed in 
Frontline by the Purchasing Department.  When requesting a new vendor not already on an existing bid or 
cooperative, contact the Purchasing Department to determine which vendor or bid packet is needed.  Once the 
requested vendor information has been reviewed by the Purchasing Department, the vendor information will be 
uploaded into Frontline and the requestor will be notified.  In consideration of all documents being completed, 
verified and entered into our system, please allow 3–5 business days for our processing timeline.  

The GPISD Vendor Application Packet is located at GPISD Home Page – Departments – Purchasing – Vendor 
Information  or https://www.galenaparkisd.com/Page/6214. 

Vendor Listing  

Vendor Listing is a tool that will allow employees to see the approved vendors in Frontline and what 
cooperatives a vendor is on for a specific month. Often quotes will reference pricing based on cooperative or 
RFP contracts.  

Goal of the Vendor Listing Tool: 

 To see what cooperatives a vendor is on and comparison shop. Vendors often change cooperative 
contracts from month to month.   

 Quickly identify the vendor is an *approved vendor. 
 Vendors appearing on the Vendor Listing Tool are not automatically available to use with Federal 

Funds. 

Something to note:  *approved vendor – occasionally, a vendor may be found on the approved list that has 
not been used in several years.  The vendor is considered dormant and may simply need updated documents to 
be reactivated. You will not know this by looking at the vendor list.  If this is the case, Purchasing will request 
updated documents from the vendor.  The vendor may choose not to submit the documents; Purchasing will 
notify the requestor if this occurs. 

 
Vendor Listing is located at GPISD Home Page – Departments – Purchasing – Vendor Information  

Login using your District universal user name and password. 

 

References to Additional Information 

https://www.galenaparkisd.com/Page/6214
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Texas Penal Code, Chapter 39, Abuse of Office, Section 39.02 
Texas Education Code 44.031, Subchapter B Purchases; Contracts 
Texas Education Code 44.034, Notification of Criminal History of Contractor 

Exhibits 

Exhibit 4-01: Form CIS – Local Government Officer Conflicts Disclosure Statement 
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Exhibit 4-01: Form CIS – Local Government Officer Conflicts Disclosure Statement (continued) 
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Exhibit 4-02: Conflict of Interest Questionnaire 
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Exhibit 4-02: Conflict of Interest Questionnaire (Continued) 
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Exhibit 4-03: Independent Contractor or Employee Flowchart 
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Exhibit 4-04: Agreement for Contracted Services – Independent Contractor 
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Exhibit 4-04: Agreement for Contracted Services – Independent Contractor (Continued) 
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Exhibit 4-05: Contract Instructions for District Departments & Campuses 
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Exhibit 4-05: Contract Instructions for District Departments & Campuses (Continued) 
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Exhibit 4-06: Contracts for Campuses & Departments Flowchart  
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Exhibit 4-07: Contract Instructions for Campus Fine Arts Staff/Sponsors 
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Exhibit 4-08: Contract Fine Arts Staff – Flowchart
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Exhibit 4-09: Galena Park ISD Purchasing Thresholds & Requirements  
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 Exhibit 4-10: Galena Park ISD Purchasing Thresholds FAQ Update Document 
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Exhibit 4-11: Galena Park ISD Spending Guidelines

 

Exhibit 4-11: Galena Park ISD Spending Guidelines (Continued) 
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Exhibit 4-11: Galena Park ISD Spending Guidelines (Continued) 
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Exhibit 4-11: Galena Park ISD Spending Guidelines (Continued) 
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Exhibit 4-12: Request for Noncompetitive Procurement (Sole-Source) Approval
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Exhibit 4-13: Standard Purchase Terms and Conditions 
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Exhibit 4-14: Receipt Submission Form 
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Exhibit 4-15: Texas Sales and Use Tax Exemption Certification  
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Exhibit 4-16: GPISD Product Service Quote Form 
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