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General Information

The district has established fiscal procedures that apply to all financial transactions regardless of the
funding source. Procedures that relate directly and/or indirectly to federal and state grant compliance
are indicated with a (T). A separate section in this State and Federal Grants Manual will include specific

procedures related to acquiring, expending, and managing grant funds.

In accordance with School Board Policy, BP Local, the Superintendent and administrative staff shall be
responsible for developing and enforcing procedures for the operation of the district. These procedures
may constitute the administrative regulations of the district and shall consist of guidelines, handbooks,
manuals, forms, and any other documents defining standard operating procedures. The Superintendent
shall approve this State and Federal Grants Manual on an annual basis, or as appropriate, if federal, state
or local changes in regulations or policy warrant immediate changes. Administrative regulations are

subject to Board review but shall not be adopted by the Board [Refer to BP Local].

All employees of the district who deal with grant funds in any capacity are expected to review this
manual to gain familiarity and understanding of the district’s rules and practices and to comply with all

requirements.

Business Services Department Mission

The Mission of the Frisco Independent School District Business Services Department is to provide
resources and support to all departments and programs of the district to ensure the accomplishment

of the district’s mission of knowing every student by name and need.

The Business Services Department’s primary goal is to protect the assets of the district and to ensure
that all financial transactions are performed in accordance with generally accepted accounting
principles (GAAP).
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Business Services Department Staff

The Business Services Department staff shall perform multiple roles; however, adequate controls of

separation of duties shall be maintained at all times. The staff consists of:

Name Title Email Phone

Todd Fouche Deputy Superintendent fouchet@friscoisd.org 469-633-6032

Kimberly Smith Chief Financial and Strategy | smithkimbe@friscoisd.org | 469-633-6333
Officer

Melanie Schroeder Managing Director of schroederm@friscoisd.org | 469-633-6337

Grants and Compliance

Robin Turnbull Director of Accounting turnbullr@friscoisd.org 469-633-6358

Tim Sanz Managing Director of Risk sanz@friscoisd.org 469-633-6340
Management

Reisha Hall Director of Finance hallr@friscoisd.org 469-633-6348

Susan Patterson Director of Purchasing pattersons@friscoisd.org | 469-633-6381

Laura Patton Director of Payroll pattonl@friscoisd.org 469-633-6364

All Business Services Department staff is expected to comply with the:

* Code of Ethics and Standard Practices for Texas Educators [Board Policy DH],
* School Board Policy CAA Local regarding fraud,

*  Frisco ISD Code of Conduct (Employee Handbook),

* Confidentiality Agreement, and

*  Frisco ISD Acceptable Use Guidelines.
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Each staff member shall have an up-to-date job description on file in the Human Resources Department.
In addition, each staff member should receive a job description related evaluation instrument during the
annual evaluation process. Changes to job descriptions should be made when substantial changes occur

in job duties or responsibilities.

Organizational Chart

See Exhibit #2

General Ledger Maintenance

General ledger entries shall be made on an on-going basis as needed. End-of-the-month and
end-of-the-year entries shall be made on a timely basis. End-of-the-year entries shall be made prior to

the external audit firm’s arrival for audit field work.

The Director of Accounting shall be responsible for monitoring the general ledger maintenance on a
monthly basis. The general ledger shall be reviewed for accuracy in areas such as, but not limited to the

following:

» Cash and investment balances equal the respective bank or investment monthly statements
= Aged purchase orders, receivables and payables

»  Verify that fund accounts are in balance

= Verify that bank account reconciling items are posted to the general ledger

= Revenues and Expenses

Journal Entries

All general ledger entries shall be in balance (debits shall equal credits). The Enterprise Resource
Planning (ERP) will be used to document all journal entries. All journal entries shall be numbered for
tracking purposes. An automated numbering system shall be utilized by the district. Accountants shall be
authorized to create journal entries and the Director of Accounting or designee shall be authorized to
post journal entries to the general ledger. No accountant will be able to create and post their own

journal entries.

All payroll general journals shall be interfaced to the finance system by the Payroll Department. The
Accounting Department posts the interface to the general ledger and then reconciles the journal entry to

the cash disbursement (Employee Direct Deposit) recorded on the payroll bank statement. The 1* and
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the 15™ payroll general journals must be posted to the finance general ledger no later than the actual
pay date. The respective payroll fringe benefits must be posted to the finance general ledger no later
than the last day of the month. Special payroll general journals must be posted to the financial general

ledger no later than 3 days after the pay date.

All changes to the general ledger should be posted within the same month as the changes occurred, if
possible, or as soon as practicable. At times, prior to closing the month, additional reconciling journal

entries may be posted in accordance with the creation and approval guidelines.

All reports will be made available for audit purposes including, but not limited to, the following:
= Cash General Journal
= General Journal
= Check Payments & Check Register
= Detail General Ledger

= Summary General Ledger

The Director of Accounting shall review a Summary General Ledger on a monthly basis to ensure the

accuracy of fund accounting.

Data Entry and Validation

All data entry shall be from the appropriate source document(s). All data entry shall be validated
(verified) with the source documents. A system of checks and balances shall be in place to ensure that all
postings to the general ledger result in the desired outcome. For example, a cash receipt journal shall be

validated to ensure that the total amount of the deposit matches the posted cash receipt journal.

Ongoing, daily data entry validation greatly increases the accuracy of the fund accounting and facilitates

reconciliation of the monthly bank statements with the general ledger.
General Ledger Transaction (Minimum Data Required)
All general ledger financial transactions shall require the following minimum data:

* Date of the general ledger transaction — the date of the transaction should be within the posting
month and within the posting fiscal year.

* Account code(s) — the proper account code shall be used for all transactions.
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* Journal number —the number assigned should be automatically assigned in a sequential order. A
log of the journal numbers utilized each fiscal year should be available in an automated form
with the accounting system. Automated, system-generated general ledger entries are not used
by the district.

* The credit and debit amounts— the total debits must match the total credits. The accounting
software in place does not allow out of balance journal entries to be posted.

= Reason for the general ledger transaction — the reason should explain the reason for the
transaction such as cash receipt number, adjustment to budget/expense, etc.

* Supporting document — supporting documentation, if any, shall be attached to the journal entry,

within the accounting software, for audit tracking purposes.

All general ledger payroll transactions shall require the following minimum data:

= Check date - the system-generated general ledger transaction should reflect the check date as

the date posted.

= Account code(s) — the account codes charged for all payroll disbursements, including liability
accounts, should exist in the general ledger prior to posting the system-generated journal
entries. The ERP will not let a journal entry post without an existing account code. During the
payroll process, the Payroll Department must verify that all payroll accounts exist on the general
ledger. If accounts do not exist on the general ledger, the accounts should be verified for
accuracy and if accurate, the list of account codes must be submitted to the Accounting

Department to ensure that the appropriate accounts are created in the ERP.

End of Month Process

Within 20 days after the end of the month (EOM), all end-of-month reports should be printed and
verified and the end-of-month process completed. The Accounting Department utilizes a month ending

process checklist to ensure that all critical steps are followed during the EOM Process.

End of Fiscal Year Process

All changes to the general ledger should be posted within the same month as the changes occurred, if
possible, or as soon as practicable. Within 60 days after the fiscal year, all end-of-fiscal year reports

should be printed and verified for audit purposes.
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All end-of-fiscal year adjustments should be posted to the general ledger prior to closing out the fiscal

year. Prior to the start of the audit field work, the following adjustments shall be posted to the general

ledger:

Reconcile all cash and investment accounts — all cash and investment accounts shall match the

corresponding bank or investment general ledger balances as of June 30", as reflected on the

respective monthly statement.
Reconcile all revenue accounts with amounts received and/or earned as of June 30" — All

measurable revenue should be posted to the general ledger. For example, all state aid earned as
of the most recent Summary of Finance report from TEA shall be posted to the appropriate state

revenue accounts.
TReconcile all grant revenue and expenditures — the revenue and expenditures in every grant

program (state and federal) should equal. The excess revenue if any should be reclassified to a
payable to the granting agency, unless the excess revenue is an advance payment (deferred
revenue). If expenditures exceed revenue, the amount due from the granting agency should be
posted to the revenue account and accounts receivable accounts.

Reconcile the final amended budget — verify that all budget amendments (at the functional

level) have been posted to the general ledger. The sum of the original budget, plus all budget

amendments during the fiscal year shall equal the final amended budget.
Reconcile and post all accounts receivables — all funds due from other sources, as of June 30™,

shall be posted to the general ledger. The receivables shall be measurable and expected to be
received within 60 days after the end of the fiscal year in accordance with the district’s

accounting standards.
Reconcile and post all accounts payables — all payables due to others (vendors especially), as of

June 30", shall be posted to the general ledger. The amounts due for all goods and/or services
received as of June 30™ are classified as accounts payable and paid during the next fiscal year.
The district has established a July 31 cut-off for prior year accounts payables, unless the
accounts payable expense is known prior to the end of the audit field work and is considered

material to the financial statements.
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Reconcile all accrued wages and benefits as of June 30" — All accrued wages and benefits shall

be posted to the general ledger, especially for all wages earned in June but scheduled to be paid

in the next fiscal year (after July 1°).
Reconcile all prepaid expenses as of June 30" — All prepaid expenses shall be posted to the

general ledger to object code 1410. A prepaid expense is typically one that represents a
disbursement of funds (payment) for goods or services that will be received or utilized in the
next fiscal year.

Reconcile the fixed assets ledger with all fixed asset additions, deletions, or changes — All

assets (as defined in the Financial Accountability System Resource Guide, “FASRG”) acquired
during the fiscal year shall be added to the fixed asset ledger. All assets disposed of (sold or lost)
shall be removed from the fixed asset ledger. Changes, if any, to the location, value, or category

of assets shall be posted to the fixed asset ledger.
Reconcile the fund balance as of June 30™ — All changes, reductions, additions, and/or

designations [restricted, committed, assigned, etc.] of fund balance accounts shall be posted to
the general ledger. All budgetary fund balance accounts (object code 3700) shall be posted to
the appropriate fund balance account (typically object code 3600). Changes to the budgeted and

committed fund balances should be supported by minutes of Board approval.

Segregation of Duties (1)

At a minimum, the Business Services Department staff shall operate under a segregation of duties,

including but not limited to, the following:

Endorsement of checks — The same staff member shall not prepare and endorse accounts
payable or payroll checks.
Bank reconciliations — The same staff member shall not prepare cash disbursements, cash

deposits, or other cash transactions and post transactions and reconcile the district’s bank

accounts.
Maintain non-cash accounting records — The same staff member shall not prepare non-cash

general ledger transactions and post the transactions to the general ledger.
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= Purchasing and Receiving functions — The same staff member shall not serve as the final
approver of a purchase order and verify receipt of the goods.
= Contract Management — The same staff member shall not approve a contract for goods or

services and have sole approval authority to disburse the payment for the contracted goods or

services.

Retention of Records (})

All financial records for the current fiscal year shall be retained for audit purposes in accordance with the
district Local Records Retention Schedule. Destruction of records, at the expiration of the records, shall
also be in accordance with the district’s Local Records Retention Schedule. Note: The Destruction
Schedule is a permanent document. Unless a record that has been destroyed is specifically listed on a
Destruction Schedule, it is presumed to still exist. The local retention period or federal retention period,

whichever is longer, shall prevail.

Financial records, supporting documents, statistical records, and all other non-Federal entity records
pertinent to a Federal award must be retained for a period of three years from the date of submission of
the final expenditure report or, for Federal awards that are renewed quarterly or annually, from the date
of the submission of the quarterly or annual financial report, respectively, as reported to the Federal
awarding agency or pass-through entity in the case of a subrecipient. [2 CFR 200.334]

The district shall maintain grant-related records in a combination of paper and electronic formats. The
following records shall be maintained in format(s) specified below:

*  Grant applications and grant award notifications (Paper and PDF files)

» Grant revenues and expenditures (ERP System)

» Grant purchasing records (ERP System, paper, PDF and Excel files)

* Grant expenditure draw-downs (reimbursements) — Paper, PDF, and Excel files

In accordance with federal regulations, the district shall maintain the grant-related records in an open
and machine-readable format. Specifically, the district shall use the following formats to store electronic
data.[2 CFR 200.336]

Microsoft products such as Word, Excel, Access, etc.

= Management systems should include, but not be limited to, the following:

o E-finance, Laserfiche, Fixed Asset Solutions, etc.
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The Records Custodian for the financial records of the district is the Director of Accounting. All questions
related to the retention, destruction, and/or addition of new record series shall be directed to the
district’s Records Management Officer (RMO).

Data System Security & Access to Records (1)

Business Services Department staff handles and/or processes a substantial amount of confidential
information. All staff is strictly prohibited from revealing confidential information to an unauthorized
individual. Unless required by Federal, state, and local statute, the district is not required to permit
public access to their records. The district shall make all grant-related records available for access to the

federal granting agency and/or pass-through entity upon request. [2 CFR 200.336]

All Business Services Department staff shall sign a Confidentiality Agreement on an annual basis. Among
the most critical information is documentation related to employee’s Personally-Identifiable Information
(PNl) such as health, benefits, financial, family members, or other personal information.[2 CFR 200.337]
Violators will be subject to discipline, employment termination, and/or may be reported to the
appropriate legal authorities. Violations of some protected information, such as health or medical

information, is also protected by federal laws, such as HIPAA.

Unless notified otherwise by the federal granting agency, the district shall retain all financial and
program records related to the grant award in accordance with the federal grant. Upon request from the
federal granting agency, the district shall transfer the records to the requesting federal agency. [2 CFR
200.335]

The Business Services Department staff shall be authorized to access the district’s financial and/or
payroll system(s) for job-related purposes only. Use of the systems for personal reasons or benefit will

result in disciplinary action, up to and including employment termination.

Each staff member shall take appropriate steps to ensure that their respective computer system is
managed in a controlled environment to prevent unauthorized access. At no time (including lunch
breaks) shall a computer system be logged on to a financial data system while unattended by the
respective staff member. All computer systems shall revert to a screen lock after a period of inactivity

(i.e. 5 minutes of nonuse).
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Assignment of Access and Passwords ()

Access to data systems shall be based on the specific job duties and responsibilities of each staff
member. Except for limited exceptions, staff will not be given unilateral access to all modules in the
financial and payroll system. For example, a payroll staff member will not have access to the human
resources system unless the access is limited in scope and “read-only”. These restrictions to unilateral

access are designed to prevent complete autonomy which could lead to fraud.

Each staff member shall be responsible for securing their assigned (selected) password. At no time shall
passwords be shared with others or posted in visible locations within the staff member’s work space.
Violators of this restriction shall be subject to disciplinary action, including but not limited to

employment termination.

Data system access to the authorized modules, shall be determined by the employee’s immediate
supervisor and verified by the department’s lead administrator or their designee. Each staff member
shall have access to their respective database(s) and tabs within a database based on their position.
Security roles will be established and assigned with the specific access to each module. In the event that
a staff member gains access, due to human or software error, that he/she is not entitled to, it is the
responsibility and duty of the staff member to notify the Security Administrator, or their immediate

supervisor, regarding the ability to access the restricted database or module(s).

Revoking Access ()

Access to data systems are subject to change and/or revocation when changes occur to a staff member’s
position, duties or responsibilities. Access to data systems are also subject to revocation when a staff
member violates the Responsible Use Guidelines. Each staff member shall sign a Responsible Use

Guidelines every fiscal year.

Business Services Department Staff Training (1)

Every staff member in the Business Services Department will be scheduled to attend at least 12 hours of
training and/or conference opportunity per year.

Acceptable training may include, but is not limited to, topics in the following areas:
*=  Account coding

»=  Payroll and Human Resources Compliance Issues
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*  PEIMS Data Reporting and Quality

= GASB

*  Audit requirements

* Legal changes, such as Purchasing

= State and Federal Grants Management

* Data system (software)

= Travel Guidelines

» Other job-related area(s) requested by a staff member

*= Other job-related area(s) assigned by the Chief Financial Officer as a growth opportunity

Business Services Department staff members that have attained TASBO certification status will be
afforded an opportunity to attend at least 20 hours per year or a total of 60 hours every 3 years through
TASBO or a TASBO-approved CEU provider. Training opportunities for other certification or licensing
programs, such as a CPA, may be provided in a manner that seeks to meet the continuing education

requirements for that specific certification or license.

Additional training requests should be submitted to their immediate supervisor. It is the employee’s
responsibility to request additional training that he/she feels will be beneficial in performing the
assigned job tasks. At times, the immediate supervisor may also recommend or direct that a staff

member attend specific training to improve their skills or comply with a growth plan.

To support compliance of fiscal policies and procedures, the Business Services Department shall conduct
training for campus and department administrative and support staff, as appropriate (at least on an
annual basis). The Managing Director of Grants and Compliance shall be responsible for developing the
training calendar. Critical training areas shall include, but not be limited to:

= Activity Account Management

=  Budget Development Process

= Cash Management

= State and Federal Grants Management

=  Procurement Standards

State and Federal Grant Management ()

The Department of Grant Compliance and Administration at Texas Education Agency (TEA) is responsible

for managing all discretionary and formula grants, ensuring the agency’s compliance with the fiscal
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requirements of federal grants, and conducting monitoring and grant reviews of federal grant

subrecipients. The functions of each of its divisions are described in more detail below.
= Grants Administration Division

Provides centralized administration of all formula and discretionary state-appropriated funds and
federal grant funds awarded to TEA.

= Federal Fiscal Compliance and Reporting Division

= Oversees activities of federal grant programs to determine whether organizations are in
compliance with fiscal requirements to ensure that grant recipients spend funds in the manner
specified by the grant program.
Administers the following ESSA programs and ensures compliance with the following statutory

requirements:
= Federal Fiscal Monitoring Division

Monitors the expenditures of federal grant subrecipients to ensure federal funds are used for
authorized purposes in compliance with federal statutes, regulations, and terms and conditions
of the federal awards.

Compliance with all federal and state grant requirements is essential to ensure that all granted funds
remain with the district. Failure to comply with grant requirements may result in denial of
reimbursement requests and/or requests from the granting agency to return a portion or in some cases
all grant funds. The Texas Education Agency acts as the pass-thru entity for many of the United States

Department of Education (USDE) federal grants.

TEA Grant Opportunities are posted on the TEA webpage to provide administrative guidance, timelines,
due dates, program-specific guidelines, use of funds, and many more resources.

Federal Regulations for Federal Grant Awards

All federal grant funds are subject to the compliance with Administrative (EDGAR) and Programmatic

(NSLP, IDEA, etc.) regulations for each federal grant award.

Title 34 of the Code of Federal Regulations (34 CFR), known as the Education Department General
Administrative Regulations (EDGAR), pertains to TEA grants. For a complete description of the federal
regulations that apply to federal education grant awards, visit USDE’s EDGAR website. Refer to the
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http://tea4avoswald.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx
http://www2.ed.gov/policy/fund/guid/uniform-guidance/index.html
http://www2.ed.gov/policy/fund/guid/uniform-guidance/index.html
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
https://tea.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=25769819229

EDGAR Materials and Resources page of the TEA website for details on new federal regulations, including
their effective/applicability date, purpose, a list of the OMB circulars they replace, and links to related

TEA grantee guidance.For state-administered federal grants, TEA shall notify the district on the Notice of
Grant Award (NOGA) of the applicable administrative regulations.

When the district’s local policies and/or procedures conflict with the federal regulations, the district
shall comply with the more restrictive regulations in all aspects of federal and state grants

management.

Overview of the Education Department General Administrative Regulations (EDGAR). The EDGAR, as
amended on December 26, 2014, includes five (5) subparts under 2 CFR Part 200 of EDGAR as noted

below:

*  Subpart A — Acronyms and Definitions
*  Subpart B — General Provisions

*  Subpart C — Pre-award Requirements
*  Subpart D — Post-award Requirements
* Subpart E — Cost Principles

*  Subpart F — Audit Requirements

* Appendices — | through XI

Generally, 2 CFR Part 200 applies to all programs under the Elementary & Secondary Education Act
(ESEA) and may apply to other US Department of Education grants. Note: The Title VIII (Impact
Aid) Program is specifically excluded from 2 CFR Part 200. [Reference: 34 Part 299.2]

The EDGAR in its entirety can be accessed at:
https://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html

Technical assistance and interim guidance can be accessed at: Uniform Administrative Requirements,
Cost _Principles, and Audit Requirements for Federal Awards | U.S. Department of Education. Interim
guidance should be monitored to ensure that additional requirements or flexibilities issued via an OMB
Memorandum, but not codified in the EDGAR are known and complied with.
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To ensure consistency with the EDGAR, the district shall utilize the acronyms and definitions included in
the EDGAR for general terms related to the management of federal grant funds. The EDGAR Acronyms
and Definitions can be found in CFR 200.0 through 200.1.

Programmatic regulations for each of the district’s federal grant awards are hyperlinked in the List of
Grant Awards for easy access to the Fiscal Guidelines, Allowable Costs, and/or other programmatic
regulations.

At the district level, managing State and Federal Grants shall be a collaborative process between
Business (Accounting, Budgeting, Compliance, Purchasing, Payroll, etc.), Human Resources and Grant
Management Departments. Each respective department shall be responsible for their duties and
responsibilities as they relate to the management of state and/or federal grants. The duties of each
department are listed below in general terms. Additionally, specific duties and responsibilities may be

listed within an area of compliance within this manual.

Business Services Department

» Assisting the Program Budget Manager with budgeting grants funds. Preparing and posting the
initial budget and all amendments to the general ledger.

» Assisting the Human Resources Department with determining the payroll distribution code(s) for
all grant-funded staff.

=  Preparing all grant-related financial reports (monthly, quarterly and/or annual).

*  Preparing all financial records for the annual financial audit and single audit, as appropriate.

*  Ensuring compliance with the FASRG in coding all payroll and non-payroll expenditures.

= Adjusting the general ledger, as appropriate, after the Program Budget Manager’s reconciliation
of the time and effort reports, as appropriate if adjustments are necessary.

* Managing the day-to-day cash needs for grant expenditures and drawing-down cash
reimbursements, as appropriate.

» Verify all purchasing and contractual commitments in compliance with the grant periods and
allowable cost principles.

* Retaining all financial records for the required length of time for audit purposes.

*» Managing all fixed assets and ensuring compliance with the inventory and disposition federal

guidelines.
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Human Resources Department

» Assisting the Program Budget Manager with the recruitment and hiring of all grant-funded staff

* Ensuring that all grant-funded staff meet the Highly Qualified Staff federal guidelines and all
state certification requirements, as appropriate.

* Ensuring that all grant-funded staff sign a job description with the grant-related duties and
funding on an annual basis.

*  Preparing the Highly Qualified Staff Annual Report and conducting the required public notice or
hearing, as appropriate.

* Maintaining audit-ready HR employee files for financial audit or single audit purposes, as
appropriate.

* Developing and maintaining all salary schedules to ensure consistency between local and
non-local pay rates including base salaries, stipends and extra-duty rates of pay.

= Assisting the Program Budget Manager with determining the position title, Role ID and other
salary information for use in completing the grant application.

* Retaining all personnel records for the required length of time (5 years) for audit purposes.

Federal Programs Budget Manager

»  Working cooperatively with the campus administrative staff and the Program Budget Manager to
ensure that all grant activities are collaboratively planned and appropriate to each campus or
department.

*  Providing supporting documentation for budgeted grants funds. And, submitting all grant
amendments to the Business Services Department to facilitate budget amendments.

* Assisting the Human Resources Department with determining the payroll distribution code(s) for
all grant-funded staff.

= Preparing all grant-related programmatic (evaluation) reports (monthly, quarterly and/or
annual).

*  Ensuring compliance with the FASRG in coding all payroll and non-payroll expenditures.

= Receiving and monitoring the time and effort reports, as appropriate, and submitting
adjustments, if any, to the Business Services Department.

= Monitoring the spending thresholds throughout the grant period to ensure that the grant
activities are being conducted systematically throughout the grant period.

* Reviewing and approving all purchasing and contractual commitments in compliance with the

grant periods and allowable cost principles.
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» Retaining all grant records for the required length of time for audit purposes.

*  Providing information to the Human Resources Department regarding the number and type of
grant-funded positions approved in the grant application by the granting authority.

»  Verifying with the HR Department that all grant-funded staff meet the Highly Qualified Staff
federal guidelines and all state certification requirements, as appropriate.

» Verifying with the HR Department that all grant-funded staff sign a job description with the
grant-related duties and funding on an annual basis.

»  Verifying with the HR Department that the Highly Qualified Staff Annual Report and conducting
the required public notice or hearing, as appropriate.

= Assisting the HR Department with determining the position title, Role ID and other salary

information for use in completing the grant application.

All departments shall provide staff training for their respective staff and other staff, as appropriate,

regarding the grant management duties and responsibilities for each staff member.

State and Federal Programs/Grants ()
State Programs - Allotments

The Texas Education Agency's State Funding Division is responsible for administering the Foundation
School Program (FSP) and wealth equalization provisions of the Texas Education Code. In addition to the
FSP Basic Allotment, the district receives state program allotments to meet the needs of specific student
populations. The special program allotments shall be used to supplement (beyond the basic program)
the academic needs of students enrolled in a special program.

The FSP has two main components, operations funding and facilities funding. Each component is tied to
the tax efforts of school districts. These components provide funding for school district operations and
school facilities. This overview briefly describes the main components of the FSP.

1. The operations funding component of the FSP assists school districts in financing their maintenance
and operations (M&O) through the following two formulas:

< Tier One of the FSP provides school districts (and open-enrollment charter schools) with a basic
level of funding through several allotments, including those for regular basic education, special
education (SPED), dyslexia, compensatory education, bilingual education (including dual

language programs), career and technology education (CTE), public education grants, early
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education, college, career, or military readiness, fast growth, small and mid-sized districts,
teacher incentives, transportation, and new instructional facilities.

< Tier Two of the FSP is intended to supplement the basic funding provided by Tier One. Tier Two
guarantees a specific level of funding per student in weighted average daily attendance, or
WADA, for each penny of tax effort above a school district’s maximum Tier One tax rate (also
referred to as the state maximum compressed tax rate, or MCR). The funding provided by this
additional tax effort is also referred to as enrichment.

2. The facilities funding component of the FSP provides school districts (excluding open-enroliment
charter schools) with assistance for debt service related to funding school facilities through the following

two programs:

< The Instructional Facilities Allotment (IFA) program provides funding to school districts for debt
service payments on debt associated with the purchase, construction, renovation, and expansion
of instructional facilities. Districts use this funding to make annual debt service payments on
qualifying bonds and lease-purchase agreements.

.

< The Existing Debt Allotment (EDA) program provides funding to school districts for debt service
payments on eligible bonded debt.

State Program allotments are estimated and paid to school districts through the Summary of Finance
template created by the Texas Education Agency. The actual state allotments are calculated as noted
below in each respective section. A settle-up process occurs at the end of each fiscal year — funds owed
to a district are paid by TEA and funds owed by a district are paid to TEA (or TEA reduces the following
fiscal year funds by the amount owed to the state).

A percentage of each state allotment must be spent on “direct” expenditures for the given special

program. The current percentages and program intent code (PIC) are noted below by program:

= Special Education 55% PIC 23,33, & 43

= Dyslexia 100% PIC 37

= Career & Technical Education 55% PIC 22

= State Compensatory Education (SCE) 55% PIC 24, 26-30, & 34
= Bilingual/ESL Education 55% PIC 25,35

Frisco Independent School District — Revision July 2024
Page 24



= Early Education Allotment 100% PIC 36
= CCMR Outcomes 55% PIC 38

= Gifted and Talented 100% PIC21

*PIC 21 was not a state-funded separate allotment as of HB 3 (2019) but was reinstated in FY 2021-2022
(HB 1525). A TAA issued on 8/26/2021 confirmed that the GT Allotment spend percentage requirement
will be at 100%. We should continue to classify GT-related expenses in PIC 21.

**P|C 31 was discontinued with HB 3 (2019), but residual funds (if any) should continue to be coded to
PIC 31 until 100% of the High School Allotment has been expensed.

Budgeting Special Program Allotments

The per-pupil expenditures of federal, state and local funds, including actual personal expenditures and
actual non-personnel expenditures must be in compliance with federal regulations [ESSA and 34 CFR].
The district shall ensure that the appropriate program intent code (PIC) and campus/department
organization codes are used during the budget and expenditure processes. Expenditures coded to PIC 99
(undistributed) and Organization Code 999 will be distributed by TEA using a methodology that may
include: student enrollment by campus, staff FTEs, square footage of buildings (for functions such as 34,

35, 51, etc.), or other methodology as may be determined by TEA.

During the budget process, the estimated state allotment shall be calculated by the Chief Financial
Officer or designee, based on prior year special program enrollment and average daily attendance
(ADA). The estimated state allotment by special program shall be provided to the Program Budget
Manager. These Program Budget Managers shall be responsible for the programmatic compliance in
their respective program(s). Programmatic compliance shall include, but not limited to: program
eligibility, program design, instructional delivery, entry/exit procedures, professional development, and

certification.
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The Business Services Department, specifically, the Director of Finance, shall be responsible for the
financial compliance in each of these special programs. Financial compliance shall include, but not
limited to: budgeting development & monitoring; approval of expenditures; financial reporting to TEA;
financial audit;calculating per-pupil expenditures by program; budget allocations for compensatory,

intensive, and accelerated instruction; student-teacher ratios; and purchasing with state allotment funds.

As part of the budget adoption process, the Chief Financial Officer shall verify that the proposed budget
includes appropriations in each of the special programs of no less than the percentages stated above as
required direct expenditures for each special program.

Throughout the fiscal year and at the end of the fiscal year, the Director of Finance shall calculate the
periodic and final spend percentages for each special program. The allocated expenditures by program
intent code (PIC) shall be used to determine compliance. If direct expenditures fall below the mandated
percentages, the Chief Financial Officer shall ensure that the deficit amount is budgeted in the following

fiscal year.

Program Intent Codes (PICs) - FASRG

The mandated program intent codes (as defined in the FASRG) are classified as Basic or Enhanced. The
PICs in these classifications for regular and special program allotments are noted below:

Basic Services-PIC 1X

= PIC11 Basic Educational Services

Enhanced Services-PIC 2X-3X

= PIC21 Gifted and Talented

= PIC22 Career and Technical

= PIC23 Services to Students with Disabilities (Special Education)

» PIC24 Accelerated Instruction(State Compensatory Education)**

= PIC25 Bilingual Education and Special Language Programs***

= PIC26 Non-Disciplinary Alternative Education Program (AEP) — Supplemental Services**

= PIC28 Disciplinary Alternative Education Program-Basic**

= PIC29 Disciplinary Alternative Education Program - (DAEP SC) Supplemental Costs**

= PIC30 Title I, Part A, school-wide activities related to State Compensatory Education (SCE) and

other costs on campuses with 40% or more educationally disadvantaged students.**
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= PIC32 Prekindergarten (pre-k)-Regular

= PIC33 Prekindergarten (pre-k) — Special Education*

= PIC36 Early Education Allotment (New 2019-2020)

= PIC37 Dyslexia (New 2019-2020)

= PIC38 CCMR QOutcomes (College, Career and Military Readiness) (New 2019-2020)
= PIC43 Dyslexia, Special Education (New in 2020-2021)*

*PIC codes used in Special Education mandated spending requirement
**P|C codes used in State Compensatory Education mandated spending requirement
***P|C codes used in Bilingual/ESL mandated spending requirement

If the “intent” of a course or program is one of the Enhanced Services, the appropriate PIC shall be used
for the expenditures even if an incidental student(s) benefits from the program. For example, the salary
of a Bilingual Instructional Aide should be paid 100% from PIC 25, if the intent of his/her position is to
support Bilingual students even though one or two non-Bilingual students also benefit from a small

group instructional setting.

Student Special Program Enrollment Reporting (PEIMS)

The special program enrollment shall be reported to TEA through the PEIMS data submissions. Campus
principals shall be responsible for developing procedures to identify the entry and exit of students into
the state mandated special programs. The procedures shall comply with the Texas Education Code,
Chapter 29 for each respective special program. The entry and withdrawal of students in special
programs shall be in accordance with the district’s Attendance Accounting Procedures Handbook, TEA’s
Student Attendance Accounting Handbook (SAAH) and the Texas Student Data Standards (TSDS).

Upon enrollment and throughout the school year, the Student Information System shall be used to
record student enrollment in each special program. The student enrollment record shall include the
entry and exit date(s) for all special programs that generate state funding.

The PEIMS Annual Timelines shall be used to ensure that prior to the submission of the Fall, Summer and
Extended Year PEIMS Student Data that all students are properly coded in their respective special
programs. The campus principals shall review the appropriate TSDS reports prior to all PEIMS
Submissions to ensure that the student special program enrollment is accurate and reasonable
compared to the historical data. The reports listed on the table below include some, but not all, of the
reports that each principal shall review and sign-off on before the submission of PEIMS data to TEA.
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Submission
Fall

Report #
PDM1-120-002

Report Name
LEP/BL/ESL and Parental Denial Students

PDM1-120-003

Student Program Roster

PDM1-120-005

Student Data Review

PDM1-120-008

Student Success Initiative Student Roster

PDM1-120-009

Disaggregation of PEIMS Student Data

PDM1-120-013

PK Student Roster

PDM1-120-020

Student Census Block Group Roster

Summer

PDM3-130-001

Superintendent’s Report of Student Attendance

PDM3-120-004

Disaggregation of PEIMS Summer Attendance Data

PDM3-120-013

Special Programs Attendance Data

PDM3-120-015

Previous Year Average Daily Attendance Data

PDM3-120-017

PK Student Roster

PDM3-120-018

Student Dyslexia or Related Services Roster

Extended Yr

PDM4-120-001

Extended Schoaol Year (ESY) Services Roster

PDM4-120-004

Bilingual/ESL Summer School Roster

Staff Full-time Equivalents (FTEs) and Payroll Account Coding

At the beginning of each school year, the salaries of all staff should be determined based on their

position and assignment. Specifically, we need to know the following:

*  What will the employee do?

Determines the function code

= What is the FLSA status of the employee? Determines the object code

*  Where will the employee work?

*  Who will benefit?

Determines the organization code

Determines the population served or PIC

Determining the correct payroll account distribution code(s) is critical to ensuring all payroll costs are

expensed in the correct account code(s). This is extremely important for staff assigned on a partial or

full-time basis to support a special program. Only the payroll costs for services whose intent is to serve

one or more special programs may be charged to the special program PIC.

Best Practice to ensure accuracy of Staff FTEs by special program:

By September of each school year, the Campus Principals shall prepare a Staff Full Time Equivalent (FTE)

report that is based on the campus Master Schedule. The Staff FTE report shall reflect the names of all
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staff, the position, and the assignment(s) by PIC code. The population served codes and program intent

codes are correlated below:

»  Population Served Code 04 PIC 21 Gifted and Talented

*  Population Served Code 05 PIC 22 Career & Technical Education

* Population Served Code 06 PIC 23 Special Education

* Population Served Code 03 PIC 24 Accelerated Education (SCE)

*  Population Served Code 02 PIC 25 Bilingual Education

*  Population Served Code 07 PIC 25 ESL Education

*  Population Served Code 03 PIC 26 Non-Disciplinary Alternative Education Program

*  Population Served Code 03 PIC 28 Disciplinary Alternative Education Program — Basic

*  Population Served Code 03 PIC 29 Disciplinary Alternative Education Program — SCE
Supplemental

*  Population Served Code 03 PIC 30 Title I, Part A School Wide Activities related to
SCE(Campuses with 40% or more educationally disadvantaged students)

*  Population Served Code 01 PIC 31 High School Allotment

*  Population Served Code 06 PIC 33 Pre-K Special Education

=  Population Served Code 03 PIC 34 Pre-K Compensatory Education

*  Population Served Code 02 PIC 35 Pre-K Bilingual Education

*  Population Served Code 01 PIC 36 Early Education Allotment

*  Population Served Code 01 PIC 37 Dyslexia

* Population Served Code 05 PIC 38 College, Career, and Military Readiness

= Population Served Code 06 PIC 43 Dyslexia, Special Education

All staff assigned to support all students, not specifically served in a special program, shall be coded as

basic population served (01) and the basic program intent code (11).

Special Program Administrators shall also submit a Staff FTE report for non-campus administrative staff
by September at the beginning of each fiscal year. The PIC codes for the non-campus staff shall reflect
what they do, where they are assigned to work, and the special program(s) that they support.

The Staff FTE reports shall be submitted to the Human Resource Department no later than the deadline.

The Human Resource Department shall verify the Staff FTEs and ensure that funds are budgeted in the
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appropriate payroll account codes. Budget changes and/or amendments, if any, shall be prepared by the

Director of Accounting.

After approval of the Staff FTE reports, the Human Resource Department shall submit the Staff FTEs to
the Director of Payroll to update the payroll distribution record(s) of each district employee.

Campus Principals and Program Budget Managers shall be responsible for ensuring that any changes to
staff assignments are submitted to the Human Resource Department within five (5) days of the
assignment change. The prior process of verifying the FTEs and account codes, approval of the FTE
report, and submission of the reports to the Payroll Department shall occur upon the receipt of

assignment changes.

State Allotment Program Expenditures Compliance

Throughout the fiscal year and at the end of the fiscal year, the Director of Finance, shall calculate the
periodic and final spend percentages for each special program. The allocated expenditures by program
intent code (PIC) shall be used to determine compliance. In the event that direct expenditures fall below
the mandated percentages, the Chief Financial Officer shall ensure that the deficit amount is budgeted in
the following fiscal year.

The TEA Special Allotments Monitoring Program (SAMP) methodology and expenditure rate calculation
worksheet shall be used by the Business Services department to ensure compliance with required spend
percentages. The SAMP shall include the supplemental state allotment programs: 1.) Special Education,
2.) Compensatory Education, 3.) Bilingual Education, 4.) Career and Technology Education, 5.) Dyslexia,
6.) Early Education, 7.) CCM. The Gifted and Talented expenditures (PIC21) will also be monitored by
TEA.

Upon receipt of a TEA Preliminary SAMP report, the Chief Financial Officer shall review the report and
submit any additional information to TEA within 10 days of the report. If the results of a 