North East ISD
Purchasing Cheat Sheet

Note: All Procurement BID regulations must be followed as well as all applicable travel regulations. Enterprise Funds are included in the "Local" funds category.

Federal

Revised: 06/18/2024

Type of Expenditure

Apparel - Employee (Expected to be

Not to exceed $100 per

Campus Activity Funds

Not to exceed $100 per

Student Activity Funds

Reference/Link

L person per calendar year Not Allowed Not Allowed person per calendar year (all Not Allowed IRS Guidelines
worn at specific times)
(all sources) sources)
Apparel - Employee (NOT Required for
. PP . pioy . ( . e Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed IRS Guidelines
job duties or specific times)
Apparel — T-shirts for Campus-based Same as Campus Activit
PP ! pu. Only when associated funds p.u Wity L
Student Groups (e.g., PALS, Lighthouse Not Allowed Not Allowed Not Allowed Funds and requires student District Procedure
are collected from students
Teams, AVID) approval
Must not be cash or gift Must not be cash or gift card .
L - Same as Campus Activity
Appreciation/Recognition - students, card and must be less than and must be less than $25 ) L
. Not Allowed Not Allowed . Funds and requires student IRS Guidelines
staff, or volunteers $25 cumulative per cumulative per calendar year aporoval
calendar year (all sources) (all sources) EL2
May be used to reimburse
Must be outside normal local funds. Initial
Athletic Scouting Travel (meals, mileage) work hours & max Not Allowed Not Allowed Reimbursement must run Not Allowed DEE(R)
$25/meal through travel
reimbursement system.
Not to exceed $100 Not to exceed $100
cumulative value per cumulative value per
Awards to Employees individual, must establish Not Allowed Not Allowed individual, must establish Not Allowed CH(R)
written criteria and not be written criteria and not be
cash or cash equivalent cash or cash equivalent
Not to exceed $150 Not to exceed $150 .
cumulative per individual cumulative per individual Same as Campus Activity
Awards to Students P ] . ! Not Allowed Not Allowed P ] ) ! Funds and requires student CH(R)
must establish written must establish written
. L approval
criteria criteria
Gift of public funds are
Baby Shower Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed . .
prohibited
Gift of public funds are
Birthday Celebration Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed P L
prohibited
Gift of public funds are
Boss's Day Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed . .
prohibited
Campus Improvement (such as plants Same as Campus Activity
P P P ! Ok Not Allowed Not Allowed Ok Funds and requires student District Procedure

bulletin boards, signs, and flags)

approval
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https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/274/Section%20D/DEE-R-%20061217.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf

Campus Activity Funds

Student Activity Funds

Reference/Link

Conferences - Professional Development

Check the specific grant
for allowability - Must

Check the specific grant
for allowability - Must

Registration ok. Additional
travel expenses must run

Same as Campus Activity

Ok . . Funds and requires student Travel Checklist
(enrollment and travel expenses) prepay in local and use prepay in local and use through travel aporoval -
sub account 370 sub account 370 reimbursement system. =
. . . . Same as Campus Activity
Decorations (holiday, decorative knick- . -
knacks) ! (holiday v ! Ok Not Allowed Not Allowed Ok Funds and requires student District Procedure
approval
Gift of public funds are
Donations for Charities Not Allowed Not Allowed Not Allowed Not Allowed Must be to 501(c)3 ! pF)rLcihilbit;d
Gift of public funds are
Donations for Individuals Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed pprohibited

Field Trips - Students

Appropriate educational

Check the specific grant

Check the specific grant

Appropriate educational field

Same as Campus Activity
Funds and requires student

District Procedure

for allowability

for allowability

approval

field trips for allowabilit for allowabilit trips
5 v v . approval
- - Same as Campus Activity
Check the specific grant | Check the specific grant
Food- Community OK P g P & OK Funds and requires student District Procedure

Food - Offsite Staff Conferences -
Professional Development

Out of town overnight
stay required

Check the specific grant
for allowability

Check the specific grant
for allowability

Out of town overnight stay
required

Same as Campus Activity
Funds and requires student
approval

Travel Checklist

Food - Staff Offsite

Written or Email Exec Staff
Approval Required. Must
be a business need.
$10/$16/525 per person

Check the specific grant
for allowability

Check the specific grant
for allowability

Written or Email Exec Staff
Approval Required. Must be
a business need.
$10/$16/525 per person

Not Applicable

DEE(R)

Allowed - no more than

Allowed - no more than

Same as Campus Activity

and Faculty Meetings)

infrequent. $10/5$16/$25
per person

infrequent. $10/$16/$25 per
person

approval

Food - Staff Onsite (Snacks & Treats) ) Not Allowed Not Allowed . Funds and requires student District Procedure
twice a month twice a month
approval
Must document purpose Must document purpose and
Food - Staff Onsite (Working Lunches anlij attenl;ees I\ZESS be ) attenl::Iees l\%sf be Same as Campus Activity
g : Not Allowed Not Allowed ) Funds and requires student CH(R)

Food - Student Offsite

Must be associated with
school business student
travel

Check the specific grant
for allowability

Check the specific grant
for allowability

Must be associated with
school business student
travel

Same as Campus Activity
Funds and requires student
approval

District Procedure

Must comply with school

Check the specific grant

Check the specific grant

Must comply with school

Must comply with school

Food - Student Onsite nutrition rules - must be o N nutrition rules - must be nutrition rules - must be FFA(R)
. for allowability for allowability . "
noncompetitive noncompetitive noncompetitive

Only as a student award - Only as a student award - Only as a student award -
Gift Card Purchases v Not Allowed Not Allowed v y IRS Guidelines

See Awards to Students See Awards to Students See Awards to Students

Gift of public funds are

Gifts - Faculty/Staff Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed P

prohibited
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https://www.neisd.net/Page/9945
https://www.neisd.net/Page/9945
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/274/Section%20D/DEE-R-%20061217.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/274/FFA.R.Wellness%20Plan%20updated%209.6.18.pdf

Type of Expenditure

Campus Activity Funds

Student Activity Funds

Reference/Link

Submit to Submit to Same as Campus Activity
: : : . . See Account 6269
Leases Finance/Accounting for Not Allowed Not Allowed Finance/Accounting for Funds and requires student Guidelines
review and authorization review and authorization approval -
Not to exceed $10 value - Not to exceed $10 value - Same as Campus Activity
Logoed Items “Giveaways” only 2x per year for Not Allowed Not Allowed only 2x per year for Funds and requires student CH(R)
employees (all sources) employees (all sources) approval
. . . . Same as Campus Activity
Only if required for Only if required for student
Memberships - Individual yitreq _I L Not Allowed Not Allowed ¥ 9 L. Funds and requires student District Procedure
student participation participation
approval
Same as Campus Activity
Memberships - Institutional Ok Not Allowed Not Allowed Ok Funds and requires student District Procedure
approval
Offsite Events - Faculty (R tional) - Gift of public fund
stte tven S aculty (Recreational) Not Allowed Not Allowed Not Allowed Not Allowed Not Allowed ot pu ,Ic, unds are
see Wellness item below for BCBS funds prohibited
Offsite Events - Faculty (Staff Check the specific grant | Check the specific grant
e BV ulty ( Ok pecific g pecific g Ok Not Applicable District Procedure

Development)

for allowability

for allowability

Plants/Flowers for Funeral

Employee or relative in
the first degree - Not to
exceed $100 (cumulative)

Not Allowed

Not Allowed

Employee or relative in the
first degree - Not to exceed
$100 (cumulative)

Same as Campus Activity
Funds and requires student
approval

CH(R)

Postage

Must Use District Mailing

Must Use District Mailing

Must Use District Mailing

Must Use District Mailing

Must Use District Mailing

District Procedure

Services Services Services Services Services
Must Use District Print Must Use District Print Must Use District Print
Printing Must Use District Print Shop | Must Use District Print Shop CPAA(R)
Shop Shop Shop
Submit to Submit to Same as Campus Activit
. . . . P Y | seeAccount 6269
Rentals Finance/Accounting for Not Allowed Not Allowed Finance/Accounting for Funds and requires student Guidelines
review and authorization review and authorization approval -
Retirement reception ok (see| Same as Campus Activit
Retirement Purchases (Does not include . P ) ( p, v Gift of public funds are
. ) ) Not Allowed Not Allowed Not Allowed Appreciation & Recognition | Funds and requires student .
district-sponsored retirement reception) prohibited
above) approval
Submit all contracts to the Submit all contracts to the
Procurement & e- Procurement & e-Commerce| Same as Campus Activit
Check the specific grant | Check the specific grant P ¥ Independent

Services - Contracted

Commerce for review and
authorization. No RFPs or
reimbursements allowed.

for allowability

for allowability

for review and authorization.
No RFPs or reimbursements
allowed.

Funds and requires student
approval

Contractor Forms

Services - Facility (Repairs, etc.)

Must contact Facility
Maintenance department

Must contact Facility
Maintenance department

Must contact Facility
Maintenance department

Must contact Facility
Maintenance department

Must contact Facility
Maintenance department

District Procedure

Services - Other (Repairs, Dry Cleaning,

etc.)

Must Use PO - No RFPs or
reimbursements

Check the specific grant
for allowability

Check the specific grant
for allowability

Must Use PO - No RFPs or
reimbursements

Must Use PO - No RFPs or
reimbursements

District Procedure
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https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/156/Account%20Guidelines%20021020.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/156/Account%20Guidelines%20021020.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/274/Section%20C/cpaa-r.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/156/Account%20Guidelines%20021020.pdf
https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/156/Account%20Guidelines%20021020.pdf
https://www.neisd.net/site/default.aspx?PageType=3&DomainID=163&ModuleInstanceID=2387&ViewID=6446EE88-D30C-497E-9316-3F8874B3E108&RenderLoc=0&FlexDataID=53428&PageID=836
https://www.neisd.net/site/default.aspx?PageType=3&DomainID=163&ModuleInstanceID=2387&ViewID=6446EE88-D30C-497E-9316-3F8874B3E108&RenderLoc=0&FlexDataID=53428&PageID=836

Campus Activity Funds

Student Activity Funds

Reference/Link

Type of Expenditure

Services - Technology (Repairs, etc.)

Must contact Technology
& Library Services

Must contact Technology
& Library Services

Must contact Technology
& Library Services

Must contact Technology &
Library Services

Must contact Technology &
Library Services

District Procedure

Gift of public funds are

Social Functions - Faculty Not Allowed Not Allowed Not Allowed Not Allowed Not Applicable prohibited

. . Same as Campus Activity
Social Functions - Students (Banquets, . .
Dances, etc) (Banq Not Allowed Not Allowed Not Allowed Ok Funds and requires student District Procedure

T approval
Teacher of the Month/Year Award (Not
See Awards to Employees See Awards to Employees See Awards to Employees

including district wide teacher of the ploy Not Allowed Not Allowed ploy ploy CH(R)

year program)

above

above

above

Requires pre-approval by

Requires pre-approval by

Requires pre-approval by

Requires pre-approval by

Requires pre-approval by

Technology Pricing

Technolo
= Technology Services Technology Services Technology Services Technology Services Technology Services Page
Tip plus delivery must be Tip plus delivery must be no | Same as Campus Activity
Tips for Food Deliveries no more than 20% or $30 Not Allowed Not Allowed more than 20% or $30 Funds and requires student CH(R)
whichever is lower whichever is lower approval
May be used to reimburse
Check the specific grant | Check the specific grant v

Travel — Employees (conferences,

for allowability - Must

for allowability - Must

local funds - Initial

Same as Campus Activity

training, chaperone student trips) — Ok . . reimbursement must run Funds and requires student Travel Checklist
SEPARATE from Field Trips prepay in local and use prepay in local and use through travel approval
- sub account 370 sub account 370 . : -
reimbursement system
Travel — Students (student groups, Fine = " Same as Campus Activity
Check the specific grant | Check the specific grant
Arts, Athletics) — SEPARATE from Field Ok pecific g pecific g Ok Funds and requires student District Procedure

Trips

for allowability

for allowability

approval

Wall Paint

Must use district colors
per Maintenance

Check the specific grant
for allowability

Check the specific grant
for allowability

Must use district colors per
Maintenance

Must use district colors per
Maintenance

District Procedure

Wedding Shower

Not Allowed

Not Allowed

Not Allowed

Not Allowed

Not Allowed

Gift of public funds are
prohibited

Wellness - Provided by BCBS to
Campuses

Not Applicable

Not Applicable

Not Applicable

See specific guidelines
provided by Risk
Management

Not Applicable

Campus Wellness
Funds Website
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https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://intranet.neisd.net/etapps/pricing2/index.cfm
https://intranet.neisd.net/etapps/pricing2/index.cfm
https://www.neisd.net/cms/lib/TX02215002/Centricity/domain/274/section%20c/CH.R%20%2011.14.22%20-.pdf
https://www.neisd.net/Page/9945
https://www.neisd.net/Page/26808
https://www.neisd.net/Page/26808
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