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Bu s in e s s  Se rvic e s  is  c o m m it t e d  t o  
fin a n c ia l t ra n s p a re n c y a n d  p ro vid in g  e xc e lle n t  
c u s t o m e r s e rvic e  t o  a ll s t a k e h o ld e rs . W e  a re  
re s p o n s ib le  fo r  t im e ly a n d  a c c u ra t e  re p o rt in g  o f 
a c c o u n t in g , a c c o u n t s  p a ya b le , p a yro ll, b u d g e t , 
a c c o u n t s  re c e iva b le , fixe d  a s s e t s , d e b t  m a n a g e m e n t , 
in ve s t m e n t s  a n d  g ra n t s  m a n a g e m e n t . W e  a ls o  
m a n a g e r  t h e  Ed u c a t io n s  Fo u n d a t io n  a n d  t h e  P u b lic  
Fin a n c e  Co rp o ra t io n  re c o rd s .

Exe c u t ive  Su m m a ry



Bu s in e s s  Se rvic e s  St a ff
Pict u re d  from  le ft  t o  r igh t

Fron t  Row : Je ss ica  Be rm e a , 
Pr iscilla  Hin e s , Dr . Je su s  

Am e zcu a , Ma rcia  Le iva , a n d  
St e p h a n ie  Rit ch ie .

Ba ck  Row : Ja im e  Ma r t in e z, 
Na t a lya  Su m n e r , Dia n a  Ga rcia , 
Ru b i Pla t e ro , Cyn t h ia  Good w in , 

Lyn e t t e  Ad a m s, La b or ia
,Sh e q u a ia Ha r r is ,  Ka t in a  
Wa sh in gt on , An a  Mu n oz, 

Yo la n d a  Da vis ,  De s ir a e  De le on  
a n d  Bra n d y Bu llock .



Provide accurately and timely 
fin a n c ia l in fo rm a t io n  t o  
in t e rn a l a n d  e xt e rn a l 
cu st o m e rs .

P ro ce ss  ve n d o r p a ym e n t s  
a ccu ra t e ly a n d  t im e ly.

Au t o m a t e  m o re  w o rk flo w s t o  
b e co m e  m o re  e ffic ie n t  a n d  
e ffe c t ive .

P ro ce ss  p a yro ll a ccu ra t e ly a n d  
t im e ly.

Co n t in u e  re ce ivin g  p re st ig io u s 
fin a n c ia l a w a rd s  fo r t h e  a n n u a l 
fin a n c ia l re p o rt , b u d g e t  re p o rt , 
in ve st m e n t  p o lic ie s  a n d  
fin a n c ia l t ra n sp a re n cy.Sa fe g u a rd  o u r a sse t s  a n d  

in ve st m e n t s .

Ma xim ize  re ce iva b le  
co lle c t io n s .

Fu n c t io n s  o f Bu s in e s s  
Se rvic e s



Implemented the adobe sign software which allowed 
fo r a p p ro va ls  a n d  s ig n a t u re s  o n  lin e s  fo r a ll in vo ice s , 
AP  b a t ch e s , co n t ra c t s ,P .O . ch a n g e  o rd e rs , a cco u n t s  
re ce iva b le  a d ju st m e n t  a n d  m a n y o t h e r fo rm s.

Im p le m e n t e d  t h e  a p p d d ic t io n  a p p  w h ich  a llo w e d  
p a ym e n t s  a u t h o riza t io n  a p p ro va l o n lin e  w it h  
su p p o rt in g  d o cu m e n t a t io n .

COVID19  p a n d e m ic  a llo w e d  u s  n e w  o p p o rt u n it ie s  t o  
e n h a n c e  o u r p ro c e s s e s ; St a ff w o rk e d  d ilig e n t ly fro m  
h o m e  a n d  c o n t in u e d  t o  p ro c e s s  p a yro ll, a c c o u n t s  
p a ya b le  ve n d o r p a ym e n t  a n d  d a ily t ra n s a c t io n s  
t im e ly.

Ne w
On lin e

P ro c e s s e s



GFOA & ASBO AW ARD-18  & 16  
CONSECUTIVE YEARS

GFOA AW ARD-12 
CONSECUTIVE YEARS

GFOA & ASBO AW ARD-11 
CONSECUTIVE YEARS

CAFR BUDGET P AFR

Bu s in e s s  Se rvic e s  Aw a rd s



Received three stars from 
t h e  Te xa s Co m p t ro lle r’s  
Office  o n  Tra n sp a re n cy 
re g a rd in g  t ra d it io n a l 
fin a n ce s , d e b t  a n d  
p u rch a sin g .

Re ce ive d  t h e  Ce rt ifica t io n  fro m  
t h e  Go ve rn m e n t  Tre a su re r’s  
Asso c ia t io n  o f Te xa s (GTOT) fo r 
t h e  in ve st m e n t  p o licy. 

Bu s in e s s  Se rvic e s  Aw a rd s

Th e  P in n a c le  Aw a rd  re co g n ize s  
sch o o l b u sin e ss  p ro fe ssio n a ls  
fo r t h e ir re so u rce fu ln e ss  a n d  
c re a t ivit y in  so lvin g  t h e  
ch a lle n g e s t h a t  sch o o l d is t ric t s  
fa ce  t o d a y. 
Th is  is  t h e  firs t  t im e  HCDE h a s 
re ce ive d  t h e  a w a rd .



The School Finance Council is a 
p ro g ra m  t h a t  h o st s  re g u la r 
su p p o rt  a n d  b e st  p ra c t ice s  
m e e t in g s  fo r sch o o l d is t ric t  
b u sin e ss  m a n a g e rs  a n d  ch ie f 
fin a n c ia l o ffice rs . 

Th e  Sch o o l Fin a n ce  Co u n c il 
m e e t s  m o n t h ly w it h  o ve r 64 8  
p a rt ic ip a n t s  fro m  25 sch o o l 
d is t ric t s  a n d  ch a rt e r sch o o ls . 
Offe rin g  t h e se  m e e t in g  via  
zo o m  in c re a se d  p a rt ic ip a t io n  
b y 19% a s  co m p a re d  t o  p rio r 
ye a rs .

To p ics  in c lu d e  le g is la t ive  
u p d a t e s , b o n d  issu a n ce , 
e co n o m ic  a n a lysis , in ve st m e n t  
t ra in in g s, EDGAR, COVID19 a n d  
e t h ic s  c la sse s . Gu e st  sp e a ke rs  
fro m  TEA, IRS, Co m p t ro lle r’s  
Office , Fe d e ra l Re se rve  a n d  
o t h e r e n t it ie s  re g u la rly 
p a rt ic ip a t e d  in  t h e  zo o m  
m e e t in g s  t o  m a ke  
p re se n t a t io n s . 

The School Finance Council has partnered with Texas Association for School Business 
Officials (TASBO) to provide continuing certification credits.



P a yro ll p ro c e sse s  c h e c ks  t h e  15t h  
a n d  la s t  d a y o f t h e  m o n t h . Ut ilize s  
a d o b e  s ig n  fo r a ll t im e sh e e t s , fo rm s  
a n d  d o c u m e n t s .

Ac c o u n t s  P a ya b le  p ro c e sse s  
c h e c ks  e ve ry Frid a y. Ut ilize s  
a d o b e  s ig n  fo r a ll in vo ic e s , fo rm s  
a n d  d o c u m e n t s .

Op e r a t in g  Me a s u r e s

P R p ro c e s s e d  1,16 2 IRS-W 2 fo rm s  
t o t a lin g  $ 39 M o f t a xa b le  w a g e s .

AP  p ro c e s s e d  14 8  IRS-10 9 9 NEC fo rm s  t o t a lin g  $ 5.3M 
a n d  3 IRS-10 9 9  MISC t o t a lin g  $ 8 36 ,9 9 5.

Fiscal
Year

Number of
Transactions

Total
Amount

2015-16 10,494 $20,930,478

2016-17 10,524 $16,913,630

2017-18 10,623 $17,073,433

2018-19 9,469 $18,521,157

2019-20 7,502 $14,485,066



Op e r a t in g  Me a s u r e s

AR p ro c e s s e s  in vo ic e s  fo r 10  d iffe re n t  
d ivis io n s .

Th e re  w e re  o ve r 9 30  b u d g e t  
a m e n d m e n t /t ra n s fe rs  p ro c e s s e d

Bu d g e t  c yc le  is  ye a r-ro u n d . Bu d g e t  
re vie w s  a re  in  Ap ril. Fin a l a p p ro va l in  
J u ly. Ut ilize s  a d o b e  s ig n  fo r d o c u m e n t s .

Ac c o u n t s  Re c e iva b le  p ro c e s s  in vo ic e s  
m o n t h ly. Ut ilize s  a d o b e  s ig n  fo r a ll in vo ic e  
a d ju s t m e n t , vo id s  a n d  re fu n d s .



Op e r a t in g  Me a s u r e s

P ro c e s s e d  o ve r 2,730  jo u rn a l e n t rie s  
t o t a lin g  $ 172.9 M

Se rvic e s  p ro vid e d  t o  St a ffo rd  MSD a n d  
P e a rla n d  ISD a n d  Be e ville  ISD

HCDE P lu s  p ro vid e s  s e rvic e s  t o  ISDs  
a n d  Ch a rt e rs  w h ic h  g e n e ra t e s  
re ve n u e s . Ut ilize s  a d o b e  s ig n  fo r 
c o n t ra c t s .

Ac c o u n t in g  m a n a g e s  27  fu n d s  ra n g in g  fro m  
$ 50 0  t o  $ 12.7  Millio n . Ut ilize s  a d o b e  s ig n  fo r 
g ra n t  d ra w d o w n  a n d  q u a rt e rly c e rt ific a t io n s  
fo rm s .



•EDGAR Class and Webinar
•Partic ipa ted  as  a  REAL SuperMENtor
where  Dr. Amezcua  and  J a ime  Martinez read  
to  ch ildren  a t a  Head  Sta rt cen te r via  zoom
•Dr. Amezcua  is  on  the  Educa tion  
Committee  for the  Rota ry Club  and  
Adoption  Fa ir he ld  a t HCDE
•Taught financ ia l cours es  a t Princ ipa l and  
Superin tendent Academy
•Taught EDGAR ru les  to  o ther s chool 
d is tric t s ta ff
•Taught s evera l financ ia l cours es  to  City of 
Hous ton  employees
•Dr. Amezcua  a ls o  partic ipa ted  in  TASBO 
committees
•Bes t Prac tice  Committee -Texas  Certified  
Public  Accountants
•Bes t Prac tice  Committee -GFOA and ASBO

O t h e r Divis io n  
Hig h lig h t s



Business Support Services supports our 
community by participating in difference 
events such as:
•Christmas toy drive and Santa’s visit for Head 
Start students
•Thanksgiving basket-Head Start family
•SuperMENtor reading program vis zoom
•Rotary Club Adoption Fair
•City of Houston Trainings

Co m m u n it y In vo lve m e n t



Fo r 20 20  a n d  d u e  t o  t h e  COVID19  p a n d e m ic  t h e  FOG t ra in in g  
d o c u m e n t s  w e re  p o s t e d  o n  t h e  HCDE p o rt a l.  De p a rt m e n t  vid e o s  w e re  

a ls o  p o s t e d  fo r q u ic k  re fe re n c e .  Zo o m  o n e -o n -o n e  t ra in in g  is  a ls o  
p ro vid e d  u p o n  d ivis io n ’s  re q u e s t . Th e  Fin a n c ia l Op e ra t in g  Gu id e lin e s  is  

a va ila b le  in  t h e  HCDE w e b s it e  a n d  t h e  Bu s in e s s  Se rvic e s  a n d  P u rc h a s in g  
in t e rn a l p o rt a ls .

Fin a n c ia l 
Op e ra t in g  
Gu id e lin e s



For more information about this HCDE Business 
Division Annual Board Report, contact:

Jesus J. Amezcua, RTSBA, CPA, Ph.D.
Assistant Superintendent for Business Services

Email: jamezcua@hcde-texas.org
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