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Introduction



Introductory Notes
• Applies Federal Funds Code  - (2XX - 379)
• When charging more than one funding code, most restrictive fund 

rules apply (Federal).
• If conflict between Manual and Powerpoint, Manual overrides
• Go to Federal Grant Policies & Procedures Manual for all federal 

funds expenditures rules and regulation, Not Standard Operating 
Procedures Manual (SOP)

• Major Difference- Written Procedures& documentation
• Some procedures will apply to all - presenter will discuss
• Live document - changes expected (TEA & USDE)
• Please write down questions and submit at the end.

• Please Read the Manual



Purpose

• Sets policies and procedures used by Region One to 
administer federal funds pursuant to Title 2 of the code 
of federal regulations (2 CFR part 200)

• Contains internal controls and grant management 
standards used to ensure all federal funds are lawfully 
expended

• All employees of the center who deal with federal funds 
in any capacity are expected to review this manual and 
comply with all requirements



Effective Date

• Awards made on or after December 26, 
2014.

Type of Grant Effective Date of These Policies 
and Procedures

Formula grant administered by TEA 
that begin on or after July 1, 2015

July 1, 2015

Discretionary grants administered by 
TEA that begin on or after  July 1, 
2015

July 1, 2015

Multi-year discretionary grants that 
began prior to July 1, 2015

Follow the policies and procedures 
that were in effect prior to these unless 
there are significant changes to 
discretionary grant at which time the  
polcies and procedures in this 
document will take effect



Special Note

• The center must maintain all policies and 
procedures that previously applied to 
federal grants for 
– 5 (five) years after the ending date of those 

grants.



Monitoring for Compliance 
and Consequences for Non-Compliance

• Compliance is monitored by the Center

• Failure of a center employee to comply with any 
of these requirements may result in disciplinary 
action up to and including termination.



EDGAR

• Education Department General 
Administrative Regulations
– USDE adopts the uniform grant guidance in 2 

CFR Part 200

Applicable to Grants Awarded Prior to
December 26, 2014

Applicable to Grants Awarded On or After
December 26, 2014

34 CFR Part 74 (OMB Circular A-110) and 
34 CFR Part 80 (OMB Circular A-102)

2 CFR Part 200, Subparts B, C, and D

OMB Circulars A-21, A-87, and A-122 
(Federal cost principles)

2 CFR Part 200, Subpart E

OMB Circular A-133, Audits 2 CFR Part 200, Subpart F

34 CFR Parts 75 - 99 34 CFR Parts 75-79 and 81-99



Section 1
Federal Grant Application Process
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TEA Grants

• Request for Application (RFA) - TEA grant Opportunities 
web page

• Some grants are available only in egrants
– need TEASE account
– Allow for sufficient time for approval

• TEA Grant General Fiscal Guidelines - Center staff that 
manage the program or fiscal aspect of any TEA grant 
should consult regularly

• Provisions & Assurances - all employees who deal with 
federal grants must also carefully review and be familiar 
with all applicable.
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Application Process
• Planning - Program managers should carefully review all 

contents of RFA prior to planning and developing grant 
application

• Submitting complete application - program manager 
assigned to the grant is responsible for ensuring the 
application is completed accurately and submitted on 
time to TEA

• Authorized Official - The Executive Director - Dr. 

Gonzalez

• Federal or State Grant/Contract Application Checklist -
new form that must be completed when apply for a grant 
See Appendix 7
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Responsibilities

• Program manager assigned to grant program is 
responsible and held accountable for knowing the 
following;
– Program Requirements
– Fiscal Requirements
– Reporting Requirement

• Failure to comply may result in center being identified as 
a high risk grantee and having corrective actions or 
additional sanctions imposed by TEA of other awarding 
agency



Section II
Financial Management System
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Financial Management System

• Federal regulations require grantees to use fiscal and 
fund accounting procedures that insure proper 
disbursement of and accounting for Federal funds.

• Financial management requirements for Texas Regional 
Education Centers are established through a pyramid 
consisting of
– Federal regulations
– Texas Education Code (TEC)
– Texas Administrative Code (TAC), Title 19
– TEA’s Financial Accountability System Resource 

Guide (FASRG)
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Financial Management Standards

• Mandatory accounting requirements established by TEA 
in the Financial Accountability System Resource Guide
(FASRG) conform to Federal standards.

• Financial management system permits
– the preparation of reports required by general and 

program-specific terms and conditions, and
– the tracing of funds to a level of expenditures 

adequate to establish that funds have been used 
according to the Federal requirements

– the mandatory account code structure consisting of a 
minimum of 15 digits, plus 5 used at local option (20 
digit total)
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Identification of Federal Awards

• Required information is obtained from TEA's Notice of 
Grant Award (NOGA) or other awarding agency's Grant 
Award Notification (GAN). 
– CFDA title and number, Federal award ID, fund code and year, 

name of the Federal agency, and name of pass-through entity if 
applicable

• Program manager coordinates with Finance staff to 
determine account codes (FASRG). 

• Program enters budget (estimated revenue, I/C and 
appropriations) and verifies it matches grant application.

• Recurring grants may be budgeted through the annual 
budget process based on estimates.
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Financial Reporting
• Reports are accurate, current and complete, and are 

submitted as required in the terms and conditions of the 
award.
– Activity is monitored during the PO process to assure 

compliance with applicable Federal requirements.

• Program manager has the primary responsibility to 
ensure all Federal requirements pertaining to the award 
are met.
– Performance reports compare actual accomplishments to the 

objectives of the award.
– Must state any reasons why the objectives were not met

• Program manager has access to the financial data of the 
grant (iTCCS). ESC1 FGP&P Manual  14



Internal Controls

• "Internal controls" means a process implemented to 
provide reasonable assurance regarding the 
achievement of objectives in the following categories
– Effectiveness and efficiency of operations
– Reliability of reporting, and
– Compliance with applicable laws and regulations

• Effective control and accountability must be established 
and maintained for all funds.

• The Center must adequately safeguard all property and 
must assure that it is used solely for authorized purposes 
(limited use). 
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Internal Controls – Cont. 

• To accomplish these objectives, the Center
– Develops and maintains policies, procedures, and effective 

practices to ensure Federal funds are properly administered and 
spent 

• Business office has the primary responsibility for creating and providing 
training

– Ensures employees comply with the policies and procedures, 
statutes, regulations, and the terms and conditions of the award.

• Monitoring for compliance is performed by the program manager and 
verified by business office staff.

– Takes prompt action when instances of noncompliance are 
identified.

• Take appropriate disciplinary action for employees who do no comply.
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Budget Controls
• All departments develop budgets annually.
• Once budgets are approved, the award is ready for activity.

– Budgets become available in the finance module on or after 
September 1st, or through the BCR process if received during the 
year.

• Departments enter purchase order requisitions into the 
ITCCS system.
– Requisitions are first verified for accuracy and approved (based on 

path) by the department prior to being submitted to the business 
office for approval.

– New Purchase Order Compliance Form (Appendix 4)

• Purchase orders are created, printed and distributed.
– The system does not allow a purchase order to be processed 

without funds being available. ESC1 FGP&P Manual  19



Budget Controls– Cont. 

• Bookkeepers receive an invoice for each purchase order.
– The warehouse/department sign off on the receiving copy or 

invoice signifying they have received the goods/services.
– Invoice is processed for payment.
– Once paid, the purchase order is liquidated and the expenditure is 

recorded in the accounting system.

• Program manager monitors the spending on a period 
basis.
– Budget manager reports generated and emailed at month end 

including the Payroll Distribution, Outstanding Purchase Orders, 
Invoice Listing are reviewed monthly. 

– Directly access the iTCCS general ledger.
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Budgeting Grant Funds

• The planning phase
– Grant budget must be based on the proposed 

activities planned and described in the grant 
application.
• Conduct appropriate needs analysis to determine goals and 

objectives and activities to accomplish.
• Develop a detailed budget in a document separate from 

application that serves as a guide for expenditures.
• Relevant programmatic and business office staff 

collaborate to finalize budget based on the improvement plan, 
regional needs assessment, grant purposes and objectives, 
program and reporting requirements, and other special 
conditions.
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Submitting the Application

• Prior to submitting the grant application
– The proposed budget is approved by the program manager two 

weeks prior to the grant due date
– Reviewed by business office
– Budget is sent to department director for final review and 

approval (generally one week prior to the submission of the 
grant). 

• Grant is submitted by the program manager.
– Enters the final approved budget into the appropriate budget 

schedules of the application
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After Submitting the Application

• Negotiating the Submitted Application 
– Designated program contact is available via phone and/or email.
– Respond to any inquiries within 24 hours but no later than 3 days 

• After receiving the approved application and NOGA/GAN
– A complete copy of the application and NOGA/GAN will be 

provided to the program manager within 10 days (by the 
Executive Director's Executive Assistant). 

– All grant budgets are entered into the general ledger as 
approved in the application by the program.

– Once entered, the budget is routed to the Finance Director for 
final approval.

– The budget is then ready for activity!
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Implementation of the Grant
• Program managers manage their programs and budgets 

according all Federal, State and local policies.
• Budget Manager is trained on policies and procedures to 

ensure timely and effective grant implementation.
• New program managers will have their purchase 

requests and contracts reviewed by their immediate 
supervisor for at least 3 months.

• Program managers review their budgets/reports at least 
monthly.

• Program managers meet with their immediate supervisor 
at least quarterly to review their grants.

• Program managers review their budgets quarterly with 
their Deputy Director. ESC1 FGP&P Manual  24



Budget Changes
• Program managers will submit budget changes and/or 

amendments to the grant or contract through ITCCS for 
the Finance Director's approval.

• Program managers will complete any program or 
compliance reports required by the awarding agency.

• Amending the Application
– Amendments to an approved application comply with 

the guidelines and procedures provided by TEA or 
other awarding agency.

– Procedures are in place to ensure maximum 
allowable variations in the budget are not exceeded.
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Monitoring the Budget
• Federal program managers monitor their budgets on an ongoing basis 

and monitor the budget reports at least monthly.
• Program managers have periodic meetings with their supervisors to 

discuss both budget and program performance (at minimum quarterly). 
• Changes to payroll funding are initiated by the program (via the 

Employee Change Form) and processed through the Human Resource 
Department monthly and are due in accordance with the deadlines 
established in the annual approved Center calendar.

• If a change in how an employee conducts time and effort is created, the 
employee and their supervisor will be notified
– The Human Resource department will update the employee’s job 

description to match the Employee Change Form . 
– The updated job description will be signed by the employee and 

their supervisor and then returned to Human Resources.
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Timely Obligations of Funds
• "Obligations" – orders placed for property and services 

during a given period that require payment by the non-
Federal entity during the same or future period.
– All obligations for all goods and services must occur 

during the grant period (between the beginning and 
ending dates), and those goods and service must be 
delivered during the grant period in sufficient time to 
provide substantial benefit to the grant to be considered 
necessary to carry out the objectives of the grant.

– Goods and services delivered near the end of the grant 
period may be viewed as not necessary to accomplish 
the objectives of the current grant program and may be 
disallowed. ESC1 FGP&P Manual  27



Encumbrance Accounting
• TEA's Financial Accounting and Reporting (FAR) 

requires encumbrance accounting.
• Encumbrance accounting is a method of ascertaining the 

availability of funds and then reserving funds to cover 
outstanding obligations.
– Avoid over-expenditure of budgeted funds 
– Purchase orders are generated at the time 

commitments or obligations are made.
• Appropriate accounts are checked for available funds.
• if an adequate balance exists, the amount is charged to the 

account to reduce the available balance for control purposes.
• Does not represent an expenditure for the period, only a 

commitment to expend resources. ESC1 FGP&P Manual  28



Period of Performance of 
Federal Funds

• All obligations must occur between the beginning and 
ending dates of the grant project, known as the period of 
performance.

• Liquidation of Obligations
– All obligations must be liquidated (make final payment because 

the goods or services were received during the grant period), or  
– Cancel the obligation because the goods or services were not 

received during the grant period. 

ESC1 FGP&P Manual  28



Lapse Funds

• Any funds not obligated within the period of performance 
or not liquidated within the appropriate timeframe are 
said to lapse and must be returned to the awarding 
agency.
– Lapsing of funds is usually considered to be an indicator of poor 

planning and may result in being identified as high risk.

• Program managers are responsible to make sure all 
goods/services are received by the end date of the 
award. 
– Outstanding encumbrances are researched to determine if the 

goods/services were received by the end date of the grant as the 
date for the final expenditure approaches.
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Carryover

• TEA Grants: The Tydings Amendment typically extends 
the period of performance for formula grants for an 
additional 12 months.

• TEA discretionary grants: Do not have a carryover 
period, as any unobligated and unexpended funds are 
carried over at the State level and are used to issue 

NOGAs for the subsequent funding period.
• Direct Grants: Can be extended for one 12-month 

period.
– Provide written notice to the Federal awarding 

agency.
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Accounting Records

• The Business Office is responsible for maintaining the 
official accounting record of the Center.

• Original source documentation (on paper or 
electronically) is maintained to support all expenditures 
recorded in the general ledger.
– Includes but is not limited to purchase orders/ requisitions, 

invoices, itemized receipts, travel requests and reimbursements, 
contracts, proof of delivery, copies of checks, etc. 

• Vendor Payments – Accounts payable attempts to obtain 
original invoices for all vendor payments but will accept 
faxed/emailed invoices. 
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Accounting Records– Cont. 

– Accounts Receivable – invoices are printed and 
emailed/mailed weekly. 

• Each department generated and reviews the invoices for 
their workshops.  Backup supporting the charges are kept in 
the originating department's office.   

– Local Travel Reimbursement Form is used for In-
Region travel. 

• Must be completed in chronological date order 
• Must be submitted at least on a monthly basis 
• The completed, approved online travel form serves as the 

electronic signature. 
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Accounting Records – Cont. 

– Travel – Employees are reimbursed for Out of 
Region/State travel expenses.

• An Out of Region/State Travel Form is the source 
documentation used for reimbursement.

• Form should be completed at least 4 weeks prior to travel.
• The “After Trip" is completed and submitted with necessary 

receipts along with a Payment Authorization Requisition.
• Receipts for meals are not required (pay actual up to per 

diem amounts).
• New Procedure – Total actual meal expenditures must be 

entered in the “After Trip” and signed by traveler.  Meal 
reimbursement will be the lower of total per diem or  actual 
meal expenditures. 
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Accounting Records – Cont. 

– Credit Card Documentation – Employees who use 
Center-issued credit cards must submit to the 
Business Office the original itemized receipt that 
identifies each item purchased (not just the credit 
card receipt).  

• Expenditures will not be charged to a Federal grants if 
original, itemized receipts are not provided.

• The general ledger will reflect each individual charge on each 
credit card statement with each of the following, 

– individual vendor name (not just the credit card company name)
– grant funding source/code
– expense category (supplies, travel, etc.)
– actual date of the charge (as opposed to the billing statement or date 

paid)
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American Express Procedures

• New Form - American Express Card 
Request Form - (Intranet) must be filled 
out and signed prior to requesting card
– Require new vendor numbers - assigned by 

Administrative Assistant - Business Office
• General Ledger must reflect vendor purchased -

not credit card
• Remit to has to be to American Express

– Attach New PO Compliance Form





Expending Grant Funds

• All costs charged to a Federal grant are 
classified as either direct or indirect.
– Direct costs are those costs that an be 

identified specifically with a particular final 
cost objective, such as a Federal award.

– Indirect costs are those that have been 
incurred for a common or joint purpose 
benefitting more than one cost objective.

• TEA approves the Federal indirect cost rates for 
the ESCs.
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Determining Allowability of 
Costs

• All costs must be allowable under the 
Federal cost principles in 2 CFR Part 200, 
Subpart E, and under the terms and 
condition of the specific Federal award.

• Expenditures must be aligned with 
budgeted items in the approved grant 
application.
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Factors Affecting Allowability of 
Costs

The following elements must be considered when 
determining the allowability of a cost,
– Necessary and Reasonable for the performance of 

the Federal award.
• A cost is reasonable if, in its nature and amount, it 

does not exceed that which would be incurred by a 
prudent person under the circumstances prevailing 
at the time the decision to incur the cost was made 
(Sound business practices were followed, and 
purchases were comparable to current market 
prices.)
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Factors Affecting Allowability of 
Costs – cont. 

• Necessary is determined based on the needs of the 
program. 
– Expenditures must be necessary to achieve an 

important program objective.  
• Vital or required
• does not mean "nice to have"

• Allocable to the Federal Award 
– A cost is allocable to the Federal award if the goods 

or services involved are chargeable or assignable to 
the Federal award in accordance with the relative 
benefits received.
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Factors Affecting Allowability of 
Costs – cont. 

• Consistent with policies and procedures that apply 
uniformly to both Federally-financed and other activities 
of the Center.

• Conform to any limitations or exclusions set forth as cost 
principles or in the terms and conditions of the Federal 
award.

• Consistent treatment.
• Determined in accordance with generally accepted 

accounting principles (GAAP), unless provided otherwise 
in 2 CFR Part 200. 

ESC1 FGP&P Manual  40



Factors Affecting Allowability of 
Costs – cont. 

• Adequate documentation.
– All expenditures must be properly documented with 

original source documentation that is clearly written 
and maintained on file (either electronically or on 
paper) with accounting records. 

• Includes purchase orders/requisitions, invoices, receipts 
verification of receipt of goods and services, travel 
authorizations and vouchers, contracts, time-and-effort 
records, copies of checks, bank statements, etc.

• Expenditures not supported by source documentation cannot 
be charged to the grant and will be moved to a local fund 
source.
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Factors Affecting Allowability of 
Costs – cont. 

• Not included as a match or cost-share of another 
Federal program, unless the specific Federal 
program authorizes Federal costs to be treated 
as such.

• Some costs require prior written approval from 
the awarding agency.
– Federal grant funds will not be expended for 

any costs that require prior written approval if 
such approval was not properly secured.
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Selected Items of Cost -
2 CFR Part 200, Subpart E

• The allowability of 55 specific cost items (referred to as 
Selected Items of Cost) are examined.
– Do not assume that an item is allowable because it is 

specifically listed.
– Cell phone allocations  not allowed for Federal fun ds.

• State and/or Center policies may be more restrictive that the 
Federal rules.

• Other considerations for allowability include the supplement, 
not supplant requirement.
– Federal grant funds cannot be used to pay for a cost or activity that  

is usually supported by State or local funds. 
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PO - Compliance Form

• Appendix 4

• Required for all Purchase Orders

• Before the contract is signed or a requisition is created in 
iTCCS, the compliance form must be completed, which 
addresses the following cost factors:
– Allowable
– Reasonable
– Necessary
– Allocable 
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Costs that Require Special Attention 

• Certain types of costs may be allowable under Federal 
law but may not be allowable under State law.

• Travel costs - the expenses for transportation, lodging, 
subsistence (meals), and related items incurred by 
employees who are in travel status on official business.

• TEA's policy for reimbursing travel is more restric tive 
that the Federal cost principles.
– Federal cost principles allow for reimbursement for meals on a 

per diem basis, whether or not the employee actually spends the 
entire per diem.

– TEA allows for reimbursement of meals at actual costs, not to 
exceed the Federal rate for the locale, whichever is less.
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Travel Reimbursement

• Center policy does provide for reimbursement of travel 
expenses at a higher rate than allowed by TEA.
– Must seek prior approval from Department Director 
– Must be paid from local funds

• Center does not allow funds available for meal 
reimbursement to be applied to lodging reimbursements. 

• Pursuant to the requirements in 2 CFR 200, 
documentation must be maintained that justifies that 
participation of the particular individual is necessary to the 
federal award.
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Travel Request Form

• Employees travelling over-night, out-of-State or same 
day airfare must complete an Out of Region/State Travel 
Request Form prior to travel that includes
– dates of proposed travel
– purpose of the travel 
– how it will benefit the grant program 
– estimated travel expenses 

• The Form must be approved by the employee's 
supervisor (will verify that the travel meets the required 
cost objectives - reasonable, necessary, allocable and 
allowable).
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Compliance Certification

• Must attach *new* PO Compliance Form



Local Travel Reimbursement Form
• Employee must document travel costs with a Local 

Travel Reimbursement Form that is completed after the 
travel has occurred.  The form must include
– Name of the individual claiming travel reimbursement
– Destination and purpose of the trip, including how it 

was necessary for this particular individual to travel 
on this particular trip in order to accomplish the 
objectives of the grant program

– Dates of travel
– Actual mileage (not to exceed reimbursement at the 

maximum allowable rate)
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Mileage Reimbursement
• Travelers are required to calculate mileage by one of 

the following three methods: 
– The preferred method is electronic mapping (must print out the 

driving directions)
– Actual odometer reading (point-to-point)
– Standard mileage chart developed by department (copy must be 

given to the  Business Office)

• Travelers are required to select the shortest and most 
economical route.
– May justify another route if it was chosen for safety reasons and 

specific justification is provided.
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Travel Reimbursement

– Travel costs must be properly documented to be 
reimbursable.
• Actual amount expended on lodging per day, with a receipt 

attached (may not exceed the Federal rate for the date/locale 
unless prior approval is obtained and the diff. paid from local)

• Actual amount expended on meals per day (must not exceed 
the Federal rate for the locale; tips and gratuities are not 
reimbursable).  Receipts for meals are not required by TEA.

• Actual  amount of airfare (receipt must be attached; a printed 
copy of an online receipt is acceptable)

• Actual amount expended on public transportation, such as 
taxis and shuttles (receipt required)

• Actual cost of parking (receipts must be attached)
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Travel Reimbursement – Cont. 

– Travel costs must be properly documented to be 
reimbursable.
• Actual amount expended on a rental car, with receipt attached 

(justification for why a rental car was necessary and how it 
was more cost effective)

• Actual cost of gasoline for a rental car (receipts must be 
attached)

• Actual amount expended on incidentals, such as hotel taxes, 
copying of materials, and  other allowable costs associated 
with the travel (receipts must be attached)
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Travel Reimbursement – Cont. 

– Travel costs must be properly documented to be 
reimbursable.
• Total amount to be reimbursed to the employee
• The signature of the employee
• Address the cost objectives of reasonable, necessary, 

allocable and allowable

– Travel costs that are not supported by proper 
documentation are not allowable to be charged to the 
grant.

– An employee will be allowed to stay at the conference 
hotel if their supervisor approves, determines its cost 
efficiency, and the overage is paid for local funds.
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Reporting Expenditures

• TEA Grants
– The General Provisions and Assurances that accompany every 

grant application funded by or through TEA contains an 
assurance that grantees agree to comply with expenditure 
reporting requirements . The Center will submit expenditure 
reports in the time and manner requested by TEA.

– The Program Guidelines for each RFA published by TEA and/or 
the Critical Events calendar provided on the TEA Grant 
Opportunities page for a specific program identify the required 
expenditure reporting dates. However, the Center will submit 
expenditure reports frequently, such as monthly, to indicate that 
grant activities and expenditures are occurring as planned and 
there are no major delays in the project.
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Reporting Expenditures – Cont.

• Final expenditure reports are generally due 30 days after the ending 
date of the grant. If the grant program has a cost share or matching 
funds requirement, the Center must also report the total cost share 
or matching funds in ER.

• When filing interim reports, the Center will only report actual 
expenditures that have been paid by the Center. In addition, the 
Center will comply with the cash management procedures described 
in II. Financial Management System, H. Federal Cash Management 
Policy/Procedures of this manual.
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Reporting Expenditures – Cont.

• The accountant in the Center’s Business Office submits the reports 
in ER. Each report is certified by the Deputy Director for Business 
Operations and Finance Support, an authorized official who attests 
that expenditures are true and correct. Effective July 1, 2015, the 
fiscal reports requesting payment will include a certification 
signed/certified by an official who is authorized to legally bind the 
Center (2 CFR § 200.415). The certification reads as follows:

– “By signing this report, I certify to the best of my knowledge and belief that the 
report is true, complete, and accurate, and the expenditures, disbursements and 
cash receipts are for the purposes and objectives set forth in the terms and 
conditions of the Federal award. I am aware that any false, fictitious, or 
fraudulent information, or the omission of any material fact, may subject me to 
criminal, civil or administrative penalties for fraud, false statements, or false 
claims or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 
3729-3730 and 3801-3812).”
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Reporting Expenditures – Cont.

• Failure to submit the expenditure reports according to 
the required reporting dates could cause the grantee to 
be identified as high risk and could result in additional 
sanctions. 

• The ER system automatically rejects expenditure reports 
if:
– The Center is claiming expenditures in a class/object code not 

budgeted in the application.
– The total amount reported exceeds the total amount awarded.
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Reporting Expenditures – Cont.

• TEA reserves the right to require supporting docume ntation 
(such as an accounting ledger) that lists the individual expenditures 
by object code, as well as invoices, receipts, travel vouchers, and 
other expenditure documents for expenditures at any time during or 
after the grant period for as long as the records are retained 
according to requirements for record retention. The Center will be 
required to reimburse all expenditures that are unsupported by 
appropriate documentation or found to be unallowable under the 
grant. Depending upon the severity of noncompliance with allowable 
cost principles, additional sanctions may be imposed, up to and 
including termination of the grant and refund of all unallowable 
costs.
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Refunds Due to TEA

• If the final expenditure report indicates that a refund is due to TEA, 
within 30 days of notification that a refund is due, the Center will 
submit a refund check to the following address:

Texas Education Agency—MSC 
P.O. Box 13717 
Austin TX 78711-3717 

• The Center will write the name of the grant program and the NOGA 
ID number on the refund check and note the reason for the refund 
(e.g., due to an internal audit or an annual audit).

• Failure to comply with the requirements for submitting a refund 
within 30 days will result in an enforcement action by TEA to 
withhold future payments. 2 CFR § 200.338
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Grants from Other Awarding 
Agencies

• The Center will submit expenditure reports to other awarding 
agencies in the time and manner requested by the agency. 
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Federal Cash Management 
Policy/Procedures

• Generally, grantees receiving State and Federal grants from TEA 
receive payment from TEA by reporting cumulative expenditures (by 
class/object code) and requesting payment in TEA’s electronic 
Expenditure Reporting (ER) system. 

• Payments through ER are deposited into the Center’s depository 
bank by the State comptroller’s office within six to seven business 
days of the payment request

• Two methods of payment are provided in Federal regulations: 
reimbursement and advance. Primarily, the Center uses the 
reimbursement method for requesting grant payments from 
TEA and other awarding agencies. 
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Program Income

• Program income means gross income earned by the Center that is 
directly generated by a supported activity or earned as a result of 
the Federal award during the grant’s period of performance. 2 CFR 
§ 200.80

– Program income includes, but is not limited to:
• income from fees for services performed
• the use or rental of real or personal property acquired under Federal awards
• the sale of commodities or items fabricated under a Federal award (costs to 

purchase or fabricate items must be allowable under the grant and the 
activities must be appropriate for the grant program)

• license fees and royalties on patents and copyrights
• principal and interest on loans made with Federal award funds
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Program Income – cont.

• The Center will describe in the applicable grant application any 
program income it wishes to earn, including a description of the 
activity(ies) that will be conducted to earn program income and how 
the activity(ies) will further the objectives of the grant program. The 
program manager will make the final determination if the activity that 
is proposed to generate program income is suitable for the program 
and whether it is permissible to proceed with requesting it in the 
application.
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Section III
Procurement System



Procurement System Overview
• Conflict of Interest Requirements
• Full and Open Competition
• Federal Procurement System Standards
• Responsibility for Purchasing
• Purchase Methods Using Federal Funds
• Purchase Cards
• Contract Administration
• Submission of Procurement System



Conflict of Interest Requirements

• All Center employees, officers and agents 
required conduct all activities associated 
with the procurement process with the 
highest ethical standards
– Avoid any real or perceived conflict of interest  
– Activities include planning, advertising, 

selecting or administration 

• Maintain a clear and transparent process
• Uphold fairness and integrity



Standards of Conduct
• State Requirements

– Breach of the public trust to subvert the public 
purchasing process by directing purchases to 
certain favored vendors, or to tamper with the 
purchasing process, whether it is done for 
kickbacks, friendship or any other reason

• Federal Requirements
– No employee, officer, or agent may participate 

in the selection, award, or administration of a 
contract supported by a Federal award if he or 
she has a real or apparent conflict of interest



Reporting Process
• A local government officer/staff member/ 

agent must file a Conflicts Disclosure 
Statement (Form CIS) with the Purchasing 
Department
– Not later than 4:30 p.m. on the 7th business day after the 

date on which the officer/staff member/agent becomes 
aware it is required

– Form CIS located on the Purchasing Department 
webpage, also see Appendix 3 – Conflict of Interest

– Must be signed and notarized
– Required for all leadership and/or any staff member 

involved in the solicitation process



Disciplinary Actions

• Violation of Conflict of Interest, Standards 
of Conduct and/or the reporting process 
are subject to
� Disciplinary action 

– Termination, and/or 
– Prosecution

� 2 CFR § 200.318(c) (1)
� Local Policy DH Local, DC Local



Mandatory Disclosure

• Upon discovery of any potential conflict, 
the Center will disclose in writing to TEA or 
other Federal awarding agency
– The potential conflict, 2 CFR § 200.112
– All violations of Federal criminal law involving 

fraud, bribery, or gratuity violations potentially 
affecting the Federal award, 2 CFR § 200.113



Mandatory Disclosure, cont.

• Failure to make required disclosures can 
result in any of the remedies described in 
2 CFR § 200.338
a) Temporarily withhold cash payments pending correction
b) Disallow all or part of the cost
c) Suspend or terminate the Federal award in whole or in part
d) Initiate suspension or debarment proceedings
e) Withhold further Federal awards for the project/program
f) Take other remedies that may be legally available

• Also see Board Policy DBD Local



Full and Open Competition

• All procurement transactions paid are 
conducted in a manner providing full and 
open competition, 2 C.F.R § 200.319
– No proposer/bidder is provided a competitive 

advantage over another
� All provided the same information, and 
� All have the same opportunity to submit a bid/proposal
� Contractors/vendors that develop or draft 

specifications, requirements, statements of work, are 
excluded from competing for such procurements



Full and Open Competition

• The following may restrict full and open 
competition, 2 CFR § 200.319(a):
– Placing unreasonable requirements
– Requiring unnecessary experience and excessive bonding
– Noncompetitive pricing practices between firms or between 

affiliated companies
– Noncompetitive contracts to consultants that are on retainer 

contracts
– Organizational conflicts of interest
– Specifying only a “brand name” product instead of allowing 

“an equal” product to be offered
– Any arbitrary action in the procurement process



Geographical Preferences 
Prohibited

• State or local geographical preferences in 
the evaluation of bids or proposals, except 
in those cases where applicable Federal 
statutes expressly mandate or encourage 
geographic preference, is not allowed
when conducting Federal procurements,   
2 CFR § 200.319(b)



Contracting with Small and 
Minority Businesses

• The Center takes all necessary affirmative 
steps to assure that Historically 
Underutilized Businesses (HUBs) are used 
when possible, 2 CFR § 200.321
– Minority businesses
– Women’s business enterprises
– Labor surplus area firms (i.e. Texas 

Workforce Solutions)



Prequalified Lists
• List of Potential Suppliers/Contractors, 

Central Master Bidders List (CMBL)
– Ensures an adequate number of qualified 

suppliers/contractors are contacted and 
provided a fair opportunity to respond to bid 
opportunities, accomplished by:
• Vendor registration portal
• Vendor workshops
• Bid opportunities posted on webpage and advertised in 

local newspapers
• Reach out to other schools and ESCs
• Conduct Internet searches



Solicitation Language

• 2 CFR § 200.319(c), all procurement 
solicitations must
– Contain clear and accurate description of the 

technical requirements without unduly 
restricting competition

– Identify all requirements and all other factors 
to be used in the evaluation

– Ensure all prequalified lists are current and 
include enough qualified sources to ensure 
maximum open and free competition



Federal Procurement System 
Standards

• Purchases made with Federal funds conform 
to the following Federal standards,                               
2 CFR § 200.318
– Avoiding acquisition of unnecessary or duplicative items
– Use of Intergovernmental Agreements
– Use of Federal excess and surplus property and procurement of 

recovered materials
– Awarding contracts to responsible contractors
– Contract provisions
– Maintenance of procurement records
– Time and materials contracts
– Settlements of issues arising out of procurements
– Protest procedures to resolve disputes



Avoiding Acquisition of 
Unnecessary or Duplicative Items
• These considerations determine the 

allowability of each purchase made with 
Federal funds, 2 CFR § 200.318(d)
– Avoids unnecessary or duplicative items
– Consolidating or breaking out procurements 

to obtain a more economical purchase
– Analysis of leases versus purchase 

alternatives
– Other appropriate analyses to determine the 

most economical approach



Intergovernmental Agreements

• Used for the procurement of common/ 
shared goods and services where practical 
and beneficial to foster greater economy 
and efficiency, 2 CFR § 200.318(e)
– Cooperative purchasing agreements

• Section 3.5 of Module 3 (FAR)

– Shared services arrangements (SSAs) 
• Section 1.3.1 of Module 1 (FAR)

– Appendix 5 – Purchasing Cooperatives



Federal Excess and Surplus 
Property

• In lieu of purchasing new equipment and 
property whenever feasible and reduces 
project costs, 2 CFR § 200.318(f)
– Program manager/director is responsible for 

researching/inquiring to determine if existing 
material/equipment is available

– Link to website: Federal excess and surplus 
property



Procurement of Recovered 
Materials

• Procuring only items that contain the highest 
percentage of recovered materials practicable, 
consistent with maintaining a satisfactory level 
of competition, 2 CFR § 200.322
– Purchase price of the item >$10,000 or the value of the 

quantity acquired by the preceding fiscal year >$10,000  
– Procure solid waste management services in a manner 

that maximizes energy and resource recovery
– Establish an affirmative procurement program for 

procurement of recovered materials identified in the 
EPA guidelines, 40 CFR Part 247



Procurement of Recovered 
Materials

• Decision not to procure recovered materials 
must be determined based on
– Not reasonably available within a reasonable period of 

time
– Fail to meet the performance standards set forth in the 

applicable specifications or fail to meet reasonable 
performance standards

– Only available at an unreasonable price

• Webpage link for program directors to utilize in 
making purchasing decisions: EPA guidelines



Awarding Contracts to 
Responsible Contractors

• The ability to perform successfully under the 
terms and conditions, 2 CFR § 200.318(h)
– Contractor integrity and business ethics
– Compliance with public policy
– Ability to complete the project on time and in 

accordance with specifications
– Record of past performance
– Financial and technical resources



Awarding Contracts to 
Responsible Contractors

• The Center will not subcontract with or 
award subgrants to any person or company 
who is debarred or suspended from 
receiving Federal funds, 2 CFR Part 180
and 2 CFR Part 3485
– Check for excluded parties at the System for 

Award Management (SAM) website before any 
procurement transaction paid with Federal 
funds: http://www.sam.gov/



Contract Provisions - State Rules 
Vendor Selection TEC § 44.031 

• 9 criteria to determine contract awards
1) the purchase price
2) the reputation of the vendor and of the vendor's goods or services
3) the quality of the vendor's goods or services
4) the extent to which the goods or services meet the Center's needs
5) the vendor's past relationship with the Center
6) the impact on the ability of the Center to comply with laws and rules relating to historically 

underutilized businesses
7) the total long-term cost to the Center to acquire the vendor's goods or services
8) for a contract for goods and services, other than goods and services related to 

telecommunications and information services, building construction and maintenance, or 
instructional materials, whether the vendor or the vendor's ultimate parent company or majority 
owner: 

A. has its principal place of business in this State; or
B. employs at least 500 persons in this State

(Note : Federal requirements prohibit geographic preference when purchasing with Federal funds. 
Therefore, this requirement cannot be used to select a contractor when the purchase is made with 
Federal funds.)

9) any other relevant factor specifically listed in the request for bids or proposals



Contract Provisions – Federal

• Appendix II to 2 CFR Part 200 – Contract 
Provisions for non-Federal Entity 
Contracts under Federal Awards, 2 CFR §
200.326
– All required Federal Contract Provision are 

included in the Purchasing Department 
Request for Proposal (RFP) Template used 
for all procurement solicitations



Maintenance of Procurement 
Records

• Precise and systematic record-keeping 
and records management withstands the 
constant scrutiny of various interest 
groups including vendors, the general 
public, and outside agencies as well as 
internal groups which are the users or 
customers of the purchasing system



Maintenance of Procurement 
Records

• Flow and retention of forms 
– Requisitions, purchase orders, petty cash and cash 

reimbursement receipts

• Full documentation of all competitive 
procurements 
– comprehensive competitive procurement files 

• Full documentation of procurement 
procedures 

• Documentation of price quotations



Time and Materials Contracts

• Least desirable for the Federal or State 
government and are rarely awarded, 2 
CFR § 200.318(j)
– Hybrid of  fixed-price and cost-reimbursement 

contracts
– Highest risk to the government and the lowest 

risk to the contractor



Time and Materials Contracts
• Paid with Federal funds only

1) After a determination that no other contract is 
suitable

2) If the contract includes a ceiling price that the 
contractor exceeds at its own risk

• The Center does not enter into any open-
ended contract where the price and time 
deadline are not known

• Departments are responsible for creating, 
monitoring and adjusting all contracts in their 
area or program



Settlements Arising Out of 
Procurements

• The Center is responsible for the settlement of 
all contractual and administrative issues arising 
out of procurements made with Federal funds, 
2 CFR § 200.318(k)
– Includes: protests, disputes, and claims
– Violations of law will be referred to the local, State, or 

Federal authority having proper jurisdiction
– The Executive Director or the Deputy Director for 

Business Operations and Finance Support are the 
primary officers responsible for handling and 
coordinating the settlement of any contractual and 
administrative issues



Protest Procedures to Resolve 
Disputes

• The Center maintains protest procedures to 
handle and resolve disputes relating to 
procurements made with Federal funds and, in all 
instances, discloses information regarding the 
protest to TEA or other awarding agency, 2 CFR §
200.318(k)
– Executive Director and the Deputy Director for Business 

Operations and Finance Support are the primary officers 
responsible for handling and coordinating any disputes 
relating to procurements

– Outlined in RFP template 
– Standard Operating Procedures Manual Section 3.3.1



Responsibility for Purchasing

• The Executive Director or designee shall 
have the authority to make budgeted 
purchases unless Board policy requires 
the Board to make or approve a purchase

• The Deputy Director for Business 
Operations and Finance Support is 
designated with the responsibility for 
overseeing all procurements of the Center 



Responsibility for Purchasing

• The Executive Director and Human 
Resources Director are responsible for 
reporting any potential or realized conflicts 
of interest to TEA and implementing the 
appropriate sanctions or disciplinary 
actions for employees who fail to comply 
with the policies and procedures



Responsibility for Purchasing
• Each department has the authority to 

initiate purchases
– The department’s director can assign this duty to 

any supervisor or program manager within their 
department 

– Program directors/managers are responsible for 
complying with all Federal, State and local 
regulations for each award they monitor and for 
purchases made for each award

– Departments determine, with the assistance of the 
Purchasing Department, the best method for 
certain purchases



Purchase Methods When Using 
Federal Funds

• When determining the procurement 
method to be used between the Federal, 
State, and Local requirements, the most 
restrictive method or requirement must be 
used



State Requirements Related to 
Purchasing Methods

• Texas Education Code § 44.031 (a) states 
that all school district contracts for the 
purchase of goods and services valued at 
$50,000 or more in the aggregate, for 
each 12-month period are to be made by 
the method that provides the best value



State Requirements Related to 
Purchasing Methods

• Must be used for contracts expected to equal 
or >$50,000 regardless of the funding source 
(i.e., Federal, State, or local)
1) competitive bidding for services other than construction services
2) competitive sealed proposals for services other than construction 

services
3) a request for proposals, for services other than construction services
4) an interlocal contract
5) a method provided by Chapter 2269, Government Code, for 

construction services
6) the reverse auction procedure as defined by Section 2155.062(d), 

Government Code
7) the formation of a political subdivision corporation under Section 

304.001, Local Government Code



Professional and Consulting 
Services

• Services rendered by persons who are members 
of a particular profession or possess a special 
skill, and who are not officers or employees of 
the Center, 2 CFR § 200.459
– Must be selected based on demonstrated 

competence and qualifications 
• Request for Qualifications
• After selection based on demonstrated competence and 

qualifications, a fair and reasonable price for the services is 
then negotiated and agreed upon

– NEW: Standard Template, Appendix 12 –
Consultant Services Contract



Allowable Professional Service 
Costs

• Allowable with Federal funds when reasonable 
and the following factors are considered

– The nature and scope of the service rendered in relation to the service required
– The necessity of contracting for the service, considering the ESC’s capability in the 

particular area
– The past pattern of such costs, particularly in the years prior to Federal awards
– The impact of Federal awards on the ESC’s business (i.e., what new problems have 

arisen)
– Whether the proportion of Federal work to the Center’s total business is such as to 

influence the Center in favor of incurring the cost, particularly where the services rendered 
are not of a continuing nature and have little relationship to work under Federal awards

– Whether the service can be performed more economically by direct employment rather 
than contracting

– The qualifications of the individual or concern rendering the service and the customary 
fees charged, especially on non-Federally funded activities

– The adequacy of the contractual agreement for the service (e.g., description of the service, 
estimate of time required, rate of compensation, and termination provisions)



Purchasing Goods or Services 
with Federal Funds

• 2 CFR Part 200, Subpart E, Cost Principles, 
must be

• Reasonable in cost (comparable to current fair market 
value)

• Necessary to carry out the objectives of the Federal 
program

• Allowable under the Federal cost principles and the terms 
and conditions of the award

• Allocable (chargeable or assignable) to the grant program 
based on the relative benefits received

– Must be documented!
• Purchase Order Compliance Form
• Travel Form



Five Methods for Procuring with 
Federal Funds

• 2 CFR § 200.320, however most restrictive 
Federal, State or local requirement must 
be used:
– Micro-purchases 
– Small purchase procedures
– Sealed bids
– Competitive proposals
– Noncompetitive proposals (sole source)

• Appendix 6 – Sole Source Letter



Micro-Purchases

• 2 CFR § 200.320(a)
– Used for purchase of supplies or services
– Aggregate amount does not exceed $3,500.00

• Used to expedite the completion of its lowest-dollar 
small purchase transactions and minimize the 
associated administrative burden and cost

– Price must be reasonable
– Quotes are not required but encouraged, and kept in the 

department and attached to the requisition
– The program manager responsible for the Federal award 

determines if the price is reasonable.



Small Purchase Procedures

• 2 CFR § 200.320(b)
• TEC § 44.031, State requirements are more 

restrictive
– Purchases between $3,500.01 and $49,999.99 

• Simple/informal procurement method for securing non-
personal contracted services, supplies, or other property

• Price or rate quotations must be obtained from more than 
one qualified source

– Unless using a purchasing cooperative, existing bid/RFP or 
sole source vendor

– The Department must demonstrate that quotes were 
obtained from an adequate number of qualified sources



Purchases $50,000 or more –
Texas Law

• Must use one of the following competitive 
procurement methods
1) competitive bidding for services other than construction services
2) competitive sealed proposals, for services other than construction 

services
3) a request for proposals, for services other than construction services
4) an interlocal contract, see Appendix 5 – Purchasing Cooperatives
5) a method provided by Chapter 2269, Government Code, for 

construction services
6) the reverse auction procedure as defined by Section 2155.062(d), 

Government Code
7) the formation of a political subdivision corporation under Section 

304.001, Local Government Code



Cost/Price Analysis
• Conduct independent estimates of the 

goods/services being procured before receiving 
bids or proposals to get an estimate of how much 
the goods and services are valued in the current 
market, 2 CFR § 200.323

• Price analysis determines if the lump sum price is fair and 
reasonable based on current market value for comparable 
products or services

• Cost analysis involves a review of proposed costs by expense 
category, and the Federal cost principles apply, which includes 
an analysis of whether the costs are allowable, allocable, 
reasonable, and necessary to carry out the contracted services

• Appendix 9 – Cost/Price Analysis for procedures related to 
Federal contracts that exceed $150,000



SAMPLE PURCHASING LEVELS AND REQUIREMENTS

Purchase Commitment Amount Support Required Additional Forms RFP/RFQ Board Approval* Advertising

For purchases up to                                                  

$3,500.00 - Micro Purchase

1 QUOTE                           

EDGAR
PO COMPLIANCE FORM NOT REQUIRED

NOT REQUIRED

NOT REQUIRED
*Is required in the aggregate at $50K

For purchases of

$3,500.01 to $49,999.99*
3 WRITTEN QUOTES

PO COMPLIANCE FORM 

QUOTE FORM
NOT REQUIRED

NOT REQUIRED

NOT REQUIRED
*Is required in the aggregate at $50K

For purchases                                                    

$50,000.00 and over

FORMAL BIDS                 

(Education Code 44.031)
PO COMPLIANCE FORM REQUIRED AGENDA ITEM REQUIRED

REQUIRED                                                   

2 consecutive weeks

For purchases                                                    

over $150,000.00

FORMAL BIDS
PO COMPLIANCE FORM                       

COST/PRICE ANALYSIS
REQUIRED AGENDA ITEM REQUIRED

REQUIRED                                              

2 consecutive weeks(Education Code 44.031)

EDGAR

PURCHASING COOPERATIVE
3 QUOTES                                             

if not line item bid

PO COMPLIANCE FORM 

QUOTE FORM

REQUIRED OF THE 

COOPERATIVE

REQUIRED OF THE                                    

COOPERATIVE

REQUIRED OF THE 

COOPERATIVE

SOLE SOURCE PURCHASE 1 QUOTE
PO COMPLIANCE FORM 

SOLE SOURCE AFFIDAVIT
NOT REQUIRED NOT REQUIRED NOT REQUIRED

* Subject to school district's local procurement policy



Purchase Cards

• New Form – American Express Card 
Request Form – (Intranet) must be filled 
out and signed prior to requesting card
– Require new vendor numbers – assigned by 

Business Office Administrative Assistant 
• General Ledger must reflect vendor purchased –

not credit card
• Remit to has to be to American Express

– Attach PO Compliance Form (Appendix 4)



Purchase Cards
• Courtesy Cards

– Issued to employees making purchases where the 
vendor accepts purchase orders, but prefers the use of 
a courtesy card as a method of tracking purchases: 

• HEB
• Home Depot
• Lowe’s

• Gasoline Cards
– For Center vehicles only

• (1) assigned to the Technology Department
• (2) assigned to the Business Office

• Attach PO Compliance Form (Appendix 4)



Contract Administration
• Must ensure that contractors perform in accordance 

with the terms, conditions, and specifications of their 
contracts or purchase orders, 2 CFR § 200.318(b)
– Program manager/director of the Federal award is responsible for 

monitoring contractor performance
– Program manager/director will compare actual performance of contract 

against projected performance and have the contractor explain any 
differences

– May also compare fees paid to date to contractor versus how far along the 
contractor is in performing the contractual duties

– Manager/director may establish surveys of those directly benefitted by the 
contractor’s work for feedback purposes

• The substance of the relationship is more important 
than the form of the written agreement, 2 CFR §
200.330



Documentation for Contracts
• For each contract paid with Federal funds

– A copy of the written, signed contract/agreement for services to be 
performed (program manager/director and the Executive Director)

– The rationale or procedure for selecting a particular contractor (program 
manager/director and purchase order documentation)

– Evidence the contract was made only to a contractor or consultant 
possessing the ability to perform successfully under the terms and 
conditions of the contract or procurement (program manager/director)

– Records on the services performed – date of service, purpose of service –
ensuring that services are consistent and satisfactorily performed as 
described in the signed contract or purchase order (program 
manager/director)

– Documentation that the contractor was not paid before services were 
performed, and (program manager/director)

– Records of all payments made (such as a spreadsheet or report generated 
from the general ledger), including the total amount paid to the contractor 
(accounts payable files and iTCCS system)



Payment Only After Services 
Are Performed

• Advance payment to contractors is considered 
“lending credit” to the contractor and is prohibited 
under the Texas Constitution, Article 3, §§ 50 and 52
– For ongoing services, payment can be made at the end of every 

month for services performed during the month, or some other 
similar arrangement

– Must have a properly signed and dated contract/written agreement 
that defines

• Scope of work to be performed, 
• Beginning and ending dates of the contract, 
• Agreed-upon price, and 
• Description of the payment procedures

– Upon performance of services, the contractor is required to submit 
an invoice



Verification of Receipt of                  
Goods

• The Facilities Foreman, or designee, that 
received the goods will verify that the 
quantity and quality of goods were as 
specified in the contract/purchase order
– Receiving report and procedures used in all 

other State/local purchases will be used for all 
Federal purchases

– Section 3.3.4 of the Standard Operating 
Procedures Manual



Verification of Receipt of 
Services

• The Purchasing Specialist, along with the 
requesting Department 
Director/Administrator will verify
– Quality and scope of services were received as 

specified in the contract
– Section 3.3.1 of the Standard Operating 

Procedures Manual



Prompt Payment to 
Vendors/Contractors

• The Center pays all vendors/contractors 
within thirty (30) days of receipt of a 
proper invoice and the receipt of the goods 
or services 
– Texas Prompt Payment Act
– Government Code, Chapter 2251, Subchapter 

A, for all contractors, and
– Property Code, Chapter 28 for Construction 

Contractors



Submission of Procurement 
System

• The Center will make available upon request from 
TEA (or other State Agency) all procurement 
documents for pre-procurement review, such as 
requests for proposals or invitations for bids, or 
independent cost estimates, 2 CFR § 200.324(b) 
– The Center may request that its procurement system be 

reviewed by TEA to determine whether the system meets 
Federal standards in order for the system to be certified

– The Center may also self-certify its procurement system in 
accordance with the provisions in 2 CFR § 200.324(c), 
which does not preclude TEA’s right to survey the system



Section IV
Property Management System



Section IV
Property Management System

• All ESC fixed assets/capital outlay items 
with a unit cost of at least $5,000, using 
budget expense account code 66XX, 
are required to be accounted for 
through the official fixed assets system.

• These items are inventoried annually by 
Purchasing/Operations.   



Section IV
Property Management System
• Fixed asset items are the property of 

the ESC and will be properly tagged. 
Items with a unit cost between $500 
and $4,999.99 will also be accounted 
for through the use of a separate file. 



Section IV
Property Management System

• Non-consumable items such as 
desks, chairs, shelving, cabinets, 
computer systems, printers, audio 
visual equipment, etc., are items that 
are purchased through the use of 
budget expense account code 6395. 



Section IV
Property Management System
• Computing Devices, which include all 

mobile devices, such as laptops, 
tablets and iPads, and highly mobile 
items will also be tagged and tracked.

• Lost or stolen items must be reported  
in writing to Facilities and Operations. 
If stolen, report must be accompanied 
with a proper police report . 





Section IV
Property Management System

Use/Disposal of Equipment and Supplies
• When no longer needed by the original 

purchasing Federal Program -
1. Items can be transferred to another Federal 

Program; or
2. A Non-Federal program, but remaining 

value of items must be prorated and given 
to the Federal Program.



•



Section VII
Record Keeping



Section VII
Record Keeping

ESC Record Retention Schedule 
follows the Texas State Library and 
Archives Commission 
Schedules GR and SD, established for 
All Governments and Public School 
Districts.
Records Retention Schedules



Section VII
Record Keeping

A “local government record” means any document, 
paper, letter, book, map, photograph, sound or 
video recording, microfilm, magnetic tape, 
electronic medium, or other information-recording 
medium, regardless of physical form or 
characteristic and regardless of whether public 
access to it is open or restricted under the laws o f 
the State, created or received by an ESC or any of 
its officers or employees, pursuant to law or in th e 
transaction of public business.



Section VII
Record Keeping

The term does not include:
• Extra identical copies created only for 

convenience of reference or research; 
• Notes, journals, diaries, and similar documents 

created by an ESC officer or employee;
• Blank forms, stocks or publications, and library 

and museum materials;
• Copies of documents in any media furnished to 

the public under the Open Records Act or other 
state law.

Local Gov’t Code 201.003(8).



Section VII
Record Keeping

ELECTRONIC STORAGE
ESC records may be stored electronically in 
addition to or instead of source documents 
in paper or other media, subject to the 
requirements of Chapter 205 of the Local 
Government Code and rules adopted by the 
Texas State Library and Archives 
Commission.  Local Gov’t Code 205.002



Section VII
Record Keeping

ELECTRONIC STORAGE - Cont.
ESC records must be reviewed before 
scanning to ensure that they are legible and 
clear.  Hand written notes are acceptable, 
but must not obscure the contents.
Once scanned, employee conducts visual 
quality control, and the scanned version 
becomes the 'official' record.



Section VII
Record Keeping

IN GENERAL:
• "Most" records are kept from the End of the Fiscal 

Year the record was created + 5 years. 
(as of Sept 15, 2015 - Schedule GR and SD)

• Example - Bid awarded Sept 15, 2015
• Destroy Date would be after Dec 31, 2021.

• Business Office is the official record keeper of 
POs, Invoices and Payments.

• Most Construction Files are PERMANENT
• Retention Schedules apply to ALL media.



Section VII
Record Keeping

• Lead Program Assistants maintain a schedule of 
what records are stored in plastic container and 
the destroy date of each container.

• Retention Schedules - Schedule GR and SD are 
available online through the Texas State Library 
and Archives Commission .

Records Retention Schedules GR and SD



Section V
Written Compensation Policies



Professional Activities outside the ESC

• Board policy DBD 

(Local) 

– an ESC employee 

shall not accept 

outside 

employment 

with any school 

district within 

the region served 

by the ESC.  



Request for Outside Employment
Process

• Employee files Request for Outside 

Employment form with the supervisor

– Form can be found on Intranet – HR Employee 

Documents link 

• Supervisor forwards form with his/her 

recommendation as to whether the proposed 

employment will interfere with the 

employee’s regular ESC duties to the HR 

Director for the Executive Director’s 

consideration.   



Request for Outside Employment

• Executive Director makes determination and 

signs form

• Employee and supervisor are notified of 

Executive Director’s decision

• Request for Outside Employment form is filed 

in personnel file.  



Job descriptions

• Each employee must have one
• Supervisor is responsible for maintaining 

job descriptions up to date with guidance 
from HR Director
– Describe the employee’s job responsibilities 
– Delineate all programs or cost objectives 

under which the employee works



Job descriptions

• Immediately available upon request by an 
auditor or monitor.

• Revise
– Annual performance review of each employee
– When posting vacancies
– Upon changes (ie., funding, etc.)



Job descriptions

• Supervisor must review the job description 
with the employee upon hiring and as the 
job description is updated. 

• The employee must sign and date that he 
or she has read and understands the job 
description and the programs under which 
he or she is working.



Documentation of Personnel Expenses

• Documentation Standards CFR § 200.430
• Internal controls – Charges

– Accurate,
– Allowable, and
– Properly Allocated

• Incorporated
– Official records

• Total 100% compensated activities
• Integrated
• Compliance 
• Distribution of salary or wages



Time and Effort Procedures

• Records maintained
• Must contain three elements

– Activity
– Time frame, and
– Funding source/program or other cost 

objective



Time and Effort Procedures (cont’d)

• Executed after
• Account for activities

– Includes part-time schedules and 
overtime

• Reporting period
• Sign and dated by employee (electronically)

• 2.4.9 Time and Effort/Balanced Scorecard



Time and Effort Procedures (cont’d)

• Documentation requirements
– Payroll charges

• Semi-annual certification - ECI
• Time and Effort records
• Substitute system



Semi-Annual Certification

• Semi-annual certification
– 100% time single grant and/or cost objective
– 100% administering consolidated administrative funds 

• Federal Programs Director
– 100% time single cost objective 

• TEA Schoolwide Programs
– Written and signed

• Reference job description
– Payroll Department 
– Job Description



Semi-Annual Certification (cont’d)

• Certification
– Executed after
– Work solely particular grant program or single 

cost objective
– Identify program or cost objective
– Reporting period
– Signed and dated
– Retained in central location - Payroll





Time and Effort Reporting

– Time and Effort reporting required

• Less than 100% time single grant and/or cost objective
• Multiple grant programs or cost objectives

– Time and Effort report requirements
• Coincide with pay periods
• After-the-fact distribution of 100% actual time spent
• Signed by employee
• Submitted electronically
• Payroll will review
• Adjusted at least quarterly to expenditure reports - Payroll



Time and Effort Reporting (cont’d)

• Employee examples – multiple cost objectives
– Partially administering programs in NCLB and other
– Partially on administrative activities and partially 

program activities
– Regular Title I activities and Title I parent  

involvement activities
– Part on direct cost activities and part indirect cost 

activities

• ESC Time and Effort procedures
– 2.4.9 Time and Effort/Balanced Scorecard



Reconciliation and Closeout 
Procedures

• Payroll charges match actual distribution
• Budget estimated costs

– Reconcile
• Payroll charges to time and effort records
• 10% or greater

– Adjust to actual time and effort records
– Revise budget estimates quarterly

• Less than 10% 
– Adjust annually to actual time and effort records

– Year end matching requirements



Employee Exits

• To be held for all employees

• program director/manager is responsible 
for obtaining the final certification of time 
and effort documentation before the 
employee leaves. 

• The Human Resource Director and Payroll 
office also confirm this in the exit interview



Section VI
Human Resources Policies



Adherence to all rules

• All employees will adhere to written leave 
policy

• Region One ESC Employee Handbook 



Section VIII
Monitoring



Self-Monitoring

• Center responsible for oversight, monitoring for 
compliance

• Each program must be monitored
• Includes regular management and supervisory activities.
• Implementing appropriate internal controls
• Immediate correction of deficiencies
• Center will develop a self monitoring assessment that 

will be administered at the end of the year
– Center will maintain a compliance checklist by program that is 

available within each of the specific program area to monitor 
compliance



TEA Monitoring

• Risk Assessment – TEA is required to evaluate sub 
recipient's risk of non-compliance and assign risk level 
each year.
– Center prior experience
– results of audits
– new staff or new systems
– results of USDE monitoring

• Special conditions – TEA must impose
– withhold authority to proceed to next phase
– require additional financial reports
– require center to obtain technical assistance



Subrecipient Monitoring

– Center awards subgrants to other entities -
need to monitoring those grant subrecipients 
to ensure compliance.

– Each program office that awards a subgrant 
must have its own monitoring policy

• GEAR-UP
• Shared Services Arrangements



Section IX
Audits



Annual Independent Audit

• Section 44.008 TEC requires the center have its fiscal 
accounts audited annual at Center expense

• Federal or state cannot pay for audit
• Independent auditor examines Center compliance with 

financial management & reporting requirements
• Audit reports reviewed by TEA audit staff
• TEA notifies Boards of violations
• TEA notifies Center Center’s attorney & State's Attorney 

General if audit report reflect penal laws violations



Single Audit

• Federal regulations require the center 
obtain audits in accordance with 2 CFR 
Part 200 in accordance with General 
Accepted Government Auditing Standards

• TEA is required 
– to ensure center takes appropriate corrective 

action within 6 months 
– consider whether the audit needs an 

adjustment of TEA's own records



Single Audit

• Who is required?
– Expend $750,000 or more in total Federal 

funds
– Must be in accordance with 2 CFR Part 200, 

subpart F and the audit compliance 
supplement

– Cost to single audit can be prorated among 
the Federal programs being audited



Section X
Programmatic Fiscal Requirements



Supplement, Not Supplant

• Most Federal grants contain the 
supplement not supplant provision

• The expenditure of grant funds for a 
particular cost or activity must supplement, 
and not supplant.

• Federal funds not meant to substitute for 
State or local funds

• Additional layer of support



Supplement, Not Supplant

• In General it means
– Federal Funds may not be used to replace 

activities normally funded from State or local
– State & Local funds may not be diverted for 

other purposes
– Federal funds may not be used to support 

activities required by state or local
– Federal funds must be used to supplement 

activities already being provided by the center



Section XI
Programmatic Requirements



Programmatic requirements

• Private Non-Profit School Participation
– Consultation before application

• Equitable access and participation
– Teachers and Students

• Civil Rights and Prohibition of 
Discrimination
– Race, Sex, Age, Disability



Section XII
Legal Authorities & Helpful Resources



Resources

• TEA EDGAR 

– http://tea.texas.gov/Finance_and_Grants/Grants/Administering_a_Grant/The_New_EDG
AR/

– TEA Budgeting Cost Guidance Handbook  - Same link

• Education Department General Administrative Regulations (EDGAR) 

– http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html

• Uniform Administrative Requirements, Cost Principles and Audit Requirements for Federal 
Awards (2 CFR Part 200)

– http://www.ecfr.gov/cgi-bin/text-
idx?SID=ccccf77e01c9e6d4b3a377815f411704&node=pt2.1.200&rgn=div5

• USDE’s Uniform Administrative Requirements, Cost Principles and Audit Requirements for 
Federal Awards (2 CFR Part 3474)

– 2 CRF 200

• Federal education program statutes, regulations, and guidance

• http://www.ed.gov/



Contact Information

• Cory Green,  TEAGrants Administration - 512-463-8525
• Frances Guzman -Deputy Director for Business Operations & 

Finance Support - 984-6290
• Amanda Galvan, Finance Director -984-6204
• Hector Gloria, Staff Accountant -984-6043
• Hortencia Olivarez, Staff Accountant - 984-6286 
• Lori Ramos, Purchasing Coordinator - 984-6123
• Marc Garcia, Purchasing Specialist - 984-6178
• Mark Wallace, Facilities/Operations Director - 984-6122
• Melissa Ramirez, Human Resource Director - 984-6100
• Berniece Trevino, Human Resource Specialist - 984-6019
• PLEASE READ THE MANUAL


