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Harris County Department of Education
Business Support Services

Mission Statement:
To exceed client expectations by
maximizing fiscal resources and
providing quality support services.

Quality Value System:

Harris County Timely
Efficient

Educatmn Excellent Customer

Service
Ethical
Resourceful
Collaborative




HARRIS COUNTY DEPARTMENT OF EDUCATION

Business Services Division

FY2017-2018 Organization Chart

JESUS AMEZCUA
Assistant
Superintendent

Business Services

Stephanie Wright Jessica Bermea BILL M.
Chief Accounting Officer Accounting/Business Executive Asst. Purchasing Purchasing Director
Payroll/Accounts Payable
|
[ [ | [ | |
Jaime M. Stephanie R. YOLANDA D. INGA A. KENDRA J. YARITZA R.
Budget/Business Sr. Accountant Accounting Procurement Assistant Contract
Analyst Manager Coordinator Director Manager
[ [ [ [ | [ [ [ |
LYNETTE A. Fadi K. MARCIA L. Shequaia H VACANT KATINA W. DEANNA G. PRISCILLA H. BRANDY B. ANA M. DESIRAE D. Charisma T. Whitney C.
Junior Staff Staff Accounts Rubi Platero Payroll Payroll TRS Payroll Accounts Accounts Accounts Purchasing Quality
Staff Accountant Accountant Receivable Specialist Specialist Specialist Payable Payable Payable Specialist Assurance
Accountant Specialist Specialist Specialist Specialist Specialist
STEPHANIE WRIGHT VACANT JAIME YOLANDA
Business Supervision Risk Assesment Budgeting Accounts Payable
Compliance PFC Investments Management Payroll
Reporting Financials -Accounting Cash Management General Ledger Review

Debt Management
Cash Management
Financials -Accounting
Ed Foundation -Review

Grant Review
Fraud Prevention

Work Flows

Jesus J. Amezcua, Ph.D. CPA, RTSBA

James Colbert Jr. County Supt.
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Harris County Department of Education
6300 Irvington Houston, Texas 77022-5618 (713-696-1371)
CONFLICT OF INTEREST DISCLOSURE

ALL BUDGET MANAGERS
2019-2020

Note: A budget manager is an individual that is authorized to approve purchase request of
any kind (Requisitions, Grants, Bids, Purchase Requests, Campus and Student
Activity) and/or is involved in any way in the procurement of any goods and services
and is also involved in the approval of transfers or amendments (i.e. Principals,
Directors, Supervisors, Budget Managers, etc.)

1. Have you accepted a cash gratuity of any amount that will result in personal gain while
reﬁresentlng HCDE? Yes No If yes, please explain and disclose from
whom

2. Have you accepted any Non-Cash gratuities that have a retail value of more than $25.00 from
a vendor this year? Yes No If yes, please disclose who and explain

3. Have you accepted a gratuity during duty and non duty periods and did you report it to your
Supervisor within 72 hours? Yes No N/A If no, explain

4. Do you own a business or have an interest in a company that does business with HCDE? Yes
No If yes, disclose name of company and your interest in the outside
company

5. Does any one in your family (brother, sister, mother, father, daughter, son, grandparents,
uncles, aunts, etc.) work for, or have an interest in, a vendor or company doing business with
HCDE? Yes No If yes, disclose name of company and your interest
in the outside company

| CERTIFY THAT THE INFORMATION ABOVE IS TRUE AND CORRECT TO THE
BEST OF MY KNOWLEDGE.

Employee’s Signature Date

Employee’s Printed Name

FOR HCDE USE ONLY

NOTE: Failure to complete this form will prevent the employee from being
authorized to approve any purchases within HCDE

Authorized to participate in the procurement
Reviewed By Compliance Officer: process by HCDE Assistant Supt for

Business




HARRIS COUNTY DEPARTMENT OF EDUCATION
Business Services Division Contact List

BUSINESS OFFICE - 1°T 9% 6300 IRVINGTON
FAX Number: 713-696-0740

Jesus J. Amezcua, Ph.D., CPA, RTSBA - Assistant Superintendent for Business Services
Phone 713-696-1371
e Business Office, Purchasing ¢ Financial Analysis & Board Agenda ¢ School Finance Council

Jessica Bermea, Executive
Assistant Phone 713-696- 8249
e WIR o Board Agenda / SFC Support e Forms/Publications Support

Stephanie Wright, CPA, Chief Accounting Officer
Phone 713-696-1342
e Manages Business Service Division e Financial and Budget Analysis e Debt and AR Management

Jaime Martinez, Budget Analyst
Phone 713-696- 1344
e Work Flow Analysis e Business Design e Budget Process, Training & GFOA Book
e Risk Assessment e Investments e Taxes

Stephanie Ritchie, Senior Accountant Ext. 8250 | Marcia Leiva, Staff Accountant Ext. 8251
e General Fund, Facilities Fund and Choice Partners e Head Start Grants
e  Financial Reporting & Analysis * AdultEd Grants _
e State and Local Grants e Financial Reporting & Analysis

Fadi Khirieh, Staff Accountant Ext. 1850 | Lynette Adams, Jr. Staff Accountant Ext. 1745

t
e 21%Century & related CASE Grants e Bank Reconciliations, Journal Entries
e  Early Head Start grants e Financial Statements, P-Card recording
e Financial Reporting & Analysis e Adult Ed Grants
e Financial Reporting & Analysis
Shequaia Harris, A/R Specialist Ext. 8248 | Rubi Platero, Staff Accountant Ext. 3131

e Account Receivable, Customer Invoicing e Deposits, Journal Entry
e WMS payments, Cash Receipts posting e Cash reconciliations, Grant portal

HARRIS COUNTY DEPARTMENT OF EDUCATION
Business Services Division Contact List Continued




Yolanda C. Davis, Accounting Manager
Phone 713-696-8240

e Payroll ¢ Accounts Payable ¢ TRS Reporting
Katina Washington, Payroll Specialist Ext. 8289 | Deanna Garcia, Payroll Specialist Ext. 1747
e Payroll Processing e Payroll Processing
e Time Reports e Time Reports
Brandy Bullock, A/P Specialist Ext. 8245 | Desirae DelLeon, A/P Specialist Ext. 8244
o General Fund e CASE
o Head start e General Fund
Ana Munoz, A/P Specialist Ext.1352 Priscilla Hines, TRS Payroll Specialist  Ext. 1370

e Adult Education
e Utilities & Telecommunications
e Contracts

e Payroll Processing
e  Time Reports

Bill Monroe, Director of Purchasing
Phone 713-696-8242
Fax 713-696-8242
eManages Purchasing Division ¢ CH Local Compliance e Board Agenda Expenditures e P-Card Administration

Kendra Jackson, Contracts Manager Ext. 1744

» Contract Administration

* Requisition/PO Processing

» Board Agenda Items ¢ Training

Inga Ash, Ext. 2112

Procurement Coordinator

Choice Liaison

Contract Processing

RFPs, ITBs & Quotes

Monthly Board Agenda - Expenditure Contracts

Yaritza Roman, Ext. 8212
Procurement Coordinator

Requisitions/Purchase Order Processing

RFPs, ITBs & Quotes

Monthly Board Agenda - Expenditure Contracts

P-Card Administration

Charisma Tolbert, Procurement Specialist Ext. 1760
Process Purchase Orders

Open New Credit Accounts

Vendor Packets

Support Internal Purchasing Department

Whitney Coachman, Quality Assurance Specialist
Ext. 1386
EPLS Reporting
P-Card Reconciliation
Customer Service

Support Internal Purchasing Department

MOST E-MAIL ADDRESSES are first name initial & last name @ hcde-texas.org unless noted otherwise.
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Code of Ethics for
Business Support Services and Purchasing Division Employees

Introduction

In this age of accountability, activities and conduct of business office and purchasing
office staff are subject to greater scrutiny and criticism than ever before. It is understood
that the actions of business office and purchasing office staff are observed and
appraised by administration, clients, fellow professionals, and members of the
community.

Harris County Department of Education (“HCDE”, “Department”’) Business Support
Services and Purchasing Division employees are professionals dedicated to public
service. By assuming the responsibility of providing leadership and the expertise to
maintain exemplary standards of professional conduct, they will strive to gain and
continue to earn the public’s trust and confidence.

Objective

The management of the Business Support Services and Purchasing Division is
dedicated to making ethical and lawful choices by providing a structured code of ethics
for its personnel to follow. Business Support Services and Purchasing Division
employees shall model and promote ethical behavior to all HCDE employees through
their behavior.

Applicability
The Code of Ethics for Business Support Services and Purchasing Division Employees,

(“Code of Ethics”) is applicable to all HCDE Business Support Services and Purchasing
Division employees.

Principles and Standards

Business Support Services and Purchasing Division employees are responsible for
adhering to and promoting the following principles and standards:

* Professional Conduct — They shall study, understand, and abide by both
the letter and the spirit of legislation, governing regulations, board policies,
approved professional practices, and recommended standards. They shall refrain
from any actions or activities that give the appearance of moral impropriety.

+* Honesty and Ethical Behavior in Professional Relationships — They shall
not knowingly be a party to or condone any illegal or improper activity.



+ Financial Impropriety — They shall act with integrity and diligence in duties
involving Department fiscal resources.

+ Act with Good Faith — They should make decisions that will do the most good
over harm.

+ Confidentiality — They shall demonstrate professional integrity in the issuance
and management of information and maintain the confidentiality of clients’,
business partners’, students’, and employees’ personal information. They shall
respect and protect privileged information to which they have access.

+ Fiduciary Responsibility — They shall not use public property or resources for
personal or political gain; and shall safeguard the assets in their trust.

Conflict of Interest

Business Support Services and Purchasing Division employees shall do all that is
possible to avoid any conflicts of interest. A “conflict of interest” arises when an
employee’s private, public, economic, or political activities have the potential of
interfering with his or her allegiance and objectivity to the Department. Some examples
of situations that could lead to a conflict of interest include: employment by outside
entities; creating business interest with customers, suppliers, or competitors of the
company; accepting payments or gifts from others; and taking advantage of business
opportunities for personal gain.

Reporting Requirements

An HCDE employee who becomes aware of a situation or activity that violates, or
appears to violate the Code of Ethics, HCDE policies, or applicable law, should contact
their supervisor or the Compliance Officer immediately. If the potential violation cannot
be resolved at that level, contact the Human Resources.

Certification Requirements

In order to prevent any new standards or policies from going unnoticed, Business
Support Services and Purchasing Division employees will annually renew their
acceptance of the Code of Ethics.




Statement of Certification

l, , hereby acknowledge that | have thoroughly read the
Code of (PRINT LEGIBLY OR TYPE NAME)

Ethics for Business Support Services and Purchasing Division Employees and will, to
the best of my ability, adhere to the Code of Ethics in my everyday work activities. |
understand and agree to abide to the established principles and standards.

Signature: Date:




The Government Finance Officers Association of the United States and Canada (GFOA) is a
professional organization of public officials united to enhance and promote the professional

management of governmental financial resources by identifying, developing and advancing
fiscal strategies, policies and practices for the public benefit.

To further these objectives, all government finance officers are enjoined to adhere to legal,
moral and professional standards of conduct in the fulfillment of their professional
responsibilities. Standards of professional conduct as set forth in this code are promulgated in
order to enhance the performance of all persons engaged in public finance.

I. Personal Standards Government finance officers shall demonstrate and be dedicated to the
highest ideals of honor and integrity in all public and personal relationships to merit the respect,
trust and confidence of governing officials, other public officials, employees, and of the public.

o They shall devote their time, skills and energies to their office both independently and in
cooperation with other professionals.
o They shall abide by approved professional practices and recommended standards.

I1. Responsibility as Public Officials Government finance officers shall recognize and be
accountable for their responsibilities as officials in the public sector.

o They shall be sensitive and responsive to the rights of the public and its changing needs.
o They shall strive to provide the highest quality of performance and counsel.
o They shall exercise prudence and integrity in the management of funds in their custody

and in all financial transactions.

o They shall uphold both the letter and the spirit of the constitution, legislation and
regulations governing their actions and report violations of the law to the appropriate
authorities.

I11. Professional Development Government finance officers shall be responsible for
maintaining their own competence, for enhancing the competence of their colleagues, and for
providing encouragement to those seeking to enter the field of government finance. Finance
officers shall promote excellence in the public service.

IV. Professional Integrity-Information Government finance officers shall demonstrate
professional integrity in the issuance and management of information.

. They shall not knowingly sign, subscribe to, or permit the issuance of any statement or
report which contains any misstatement or which omits any material fact.



GOVERNMENT FINANCE OFFICERS ASSOCIATION
Code of Professional Ethics

They shall prepare and present statements and financial information pursuant to
applicable law and generally accepted practices and guidelines.

They shall respect and protect privileged information to which they have access by
virtue of their office.

They shall be sensitive and responsive to inquiries from the public and the media, within
the framework of state or local government policy.

V. Professional Integrity-Relationships Government finance officers shall act with honor,
integrity and virtue in all professional relationships.

They shall exhibit loyalty and trust in the affairs and interests of the government they
serve, within the confines of this Code of Ethics.

They shall not knowingly be a party to or condone any illegal or improper activity.
They shall respect the rights, responsibilities and integrity of their colleagues and other
public officials with whom they work and associate.

They shall manage all matters of personnel within the scope of their authority so that
fairness and impartiality govern their decisions.

They shall promote equal employment opportunities, and in doing so, oppose any
discrimination, harassment or other unfair practices.

V1. Conflict of Interest Government finance officers shall actively avoid the appearance of or
the fact of conflicting interests.

They shall discharge their duties without favor and shall refrain from engaging in any
outside matters of financial or personal interest incompatible with the impartial and
objective performance of their duties.

They shall not, directly or indirectly, seek or accept personal gain which would
influence, or appear to influence, the conduct of their official duties.

They shall not use public property or resources for personal or political gain.



HARRIS COUNTY DEPARTMENT OF EDUCATION
Tax Rates *, FY 1969-70 to Current

* Per $100 valuation of all taxable property in Harris County.

ACTUAL

Tax Year 1960 1961 1962 1963 1964 1965 1966 1967 1968 1969

Fiscal Year 1960-61 1961-62 1962-63 1963-64 1964-65 1965-66 1966-67 1967-68 1968-69 1969-70

Equalization Rate ~ $ - $ - $ - $ - $ - $ - $ - $ - $ - $ 0.01

Debt Service Rate - - - - - - - - - -

Total Tax Rate: $ - $ - $ - $ - $ - $ - $ - $ - $ - $ 0.01
ACTUAL

Tax Year 1970 1971 1972 1973 1974 1975 1976 1977 1978 1979

Fiscal Year 1970-71 1971-72 1972-73 1973-74 1974-75 1975-76 1976-77 1977-78 1978-79 1979-80

Equalization Rate  $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 0.01

Debt Service Rate - - - - - - - - - -

Total Tax Rate: $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 001 $ 0.01
ACTUAL

Tax Year 1980 1981 1982 1983 1984 1985 1986 1987 1988 1989

Fiscal Year 1980-81 1981-82 1982-83 1983-84 1984-85 1985-86 1986-87 1987-88 1988-89 1989-90

Equalization Rate $ 001 $ 0.00450 $ 0.00420 $ 0.00420 $ 0.00300 $ 0.00300 $ 0.00310 $ 0.00310 $ 0.00329 $ 0.00353

Debt Service Rate - - - - - - - - 0.00033 0.00031

Total Tax Rate: $ 001 $ 0.0045 $ 0.0042 $ 0.0042 $ 0.0030 $ 0.00300 $ 0.00310 $ 0.00310 $ 0.00362 $ 0.00384
ACTUAL

Tax Year 1990 1991 1992 1993 1994 1995 1996 1997 1998 1999

Fiscal Year 1990-91 1991-92 1992-93 1993-94 1994-95 1995-96 1996-97 1997-98 1998-99 1999-00

Equalization Rate  $ 0.00355 $ 0.00367 $ 0.00390 $ 0.00428 $ 0.00466 $ 0.00513 $ 0.00562 $ 0.00611 $ 0.00611 $ 0.00629

Debt Service Rate 0.00029 0.00028 0.00026 - - - - - - -

Total Tax Rate: $ 0.00384 $ 0.00395 $ 0.00416 $ 0.00428 $ 0.00466 $ 0.00513 $ 0.00562 $ 0.00611 $ 0.00611 $ 0.00629
ACTUAL

Tax Year 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009

Fiscal Year 2000-01 2001-02 2002-03 2003-04 2004-05 2005-06 2006-07 2007-08 2008-09 2009-2010

Equalization Rate $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 0.005853 $ 0.00584 $ 0.00605

Debt Service Rate - - - - - - - - - -

Total Tax Rate: $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 $ 0.00629 0.005853 $ 0.00584 $ 0.00605
ACTUAL

Tax Year 2010 2011 2012 2013 2014 2015 2016 2017 2018 2019

Fiscal Year 2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 2015-2016 2016-2017 2017-2018 2018-2019 2019-2020

Equalization Rate $ 0.006581 $ 0.006581 $ 0.006617 $ 0.006358 $ 0.005999 $ 0.005422 $ 0.005200 $ 0.005195 $ 0.005190 $ 0.005145
Debt Service Rate - - - - - - - - - -
Total Tax Rate: $ 0.0065810 $ 0.0065810 $ 0.006617 $ 0.006358 $ 0.005999 $ 0.005422 $ 0.005200 $ 0.005195 $ 0.005190 $ 0.005145




Harris County

Harris County Department of Education

Confidentiality and Use of Information Agreement ’M Ed ucation

1.

The Business Division function is to process data that includes information related to
payroll records, vendor data, employee data and other sensitive data. We interact with
employees, vendors, departments, and schools from our internal divisions and from
external organizations.

The work performed by this Division is very vital to the success of the organization,
and while most data is subject to open records, we must take steps to assure that data is
handled with care and confidentiality.

There is a high level of trust that must be maintained between the Division and the
employees and vendors of the department. Employees interact with division staff and
discuss sensitive data while conducting their job duties; it is important to make sure
that only appropriate data is discussed.

Any and all information related to the work performed by the Business Division should
be kept confidential. This information should only be discussed with the employee,
vendor, administrative supervisor, or Superintendent, as appropriate.

Information accessed should be added, changed, or deleted when properly authorized.
Information that can be accessed should not be viewed or used for personal reasons or
for mere curiosity.

| have read the above statements and | agree to keep any and all information related to
the work performed by me confidential. I will only discuss this information with the
individuals mentioned above, as appropriate. | will not add, change or delete
information without proper authorization nor will I view or use information that | can
access for personal reasons or curiosity. | understand that violation of this agreement
could result in disciplinary action or termination.

Division Employee Name

Employee Signature Date



HCDE
Business Services' Staff Assignments
FY 2019-20

Jesus EXT 1371

Maria EXT 8249

Stephanie Wright EXT 1342
Jaime EXT 1344

Shequaia EXT 8248

Yolanda EXT 8240
Deana EXT 1747
Katina EXT 8289
Brandy EXT 8245
Ana EXT 1352
Desirae EXT 8244
Priscilla EXT 1370

|Stephanie Ritchie ext 8250

|Marcia Leiva ext 8251

199-General Fund
208-Educators & Families English
599-Debt Service

695-Capital Projects local funds
697-Capital Project bond monies
711-Choice Partners
753-Workers' Compensation
799-Facility Support Services
800-899-Fiduciary Funds
811-HighPoint East Activity
815-Courtesy Committee
829-Blair Endowment

Lynette Adams ext 1745

223-TANF Federal
230-Adult Ed Federal
234-El Civics Federal
381-Adult Ed State

205-HeadStart Main

206-HeadStart Training

234-Adult Ed English Literacy/Civics
475-Early HeadStart In-Kind
479-HeadStart In-Kind

496-HOGG Foundation

498-Local Grants

Fadi Khirieh ext 1850

215-Early Head Start Operations
216-Early Head Start T&TA
266-21st Century Cycle 8
267-21st Century Cycle 9
268-21st Century Cycle 10
288-Partnership

463-Houston Endowment
467-City of Houston

475-Early Head Start In-Kind
498-Local Grant



HDCE Fund Codes

100 — GENERAL FUND

400 = LOCAL GRANTS — Cont.

199 — General Fund

498 — Local Grants

500 — DEBT SERVICE

200 — FEDERAL GRANTS

599 — Debt Service

205 — Head Start

600 CAPITAL PROJECTS FUNDS

206 — Head Start Training

695 — Capital Project Local Funds

208 — Educator & Families Engl.

697 — Capital Projects

210 — Stop School Violence Grant

698 — PFC Refunding Bonds

215 — Early Head Start Up - Operation

699 — Public Facilities Corporation

216 — Early Head Start — TT&A

217 — Gen-Cyber Grant

700 — PROPRIETARY FUNDS

223 — Temporary Assistance for Needy Families

711 — Choice Partners — Enterprise Fund

230 — Adult Basic Education (ABE) Regular

753 — Workers Compensation

234 — ABE EL / Civics

799 — Facility Support Services

267 — TX 218t Century Grant Cycle 9

800 — FIDUCIARY - TRUST/AGENCY FUNDS

268 — TX 215t Century Grant Cycle 10

811 — Highpoint — East Activity Funds

288 — CASE After School Partnership

814 — Highpoint — North Activity Funds

300 — STATE GRANTS

815 — Courtesy Committee

381 — Adult Basic Education Regular

829 — Blair Endowment Scholastic Program

400 = LOCAL GRANTS

900 — ACCOUNT GROUPS

463 — Houston endowment Grant

901 — General Capital Assets

467 — CASE — City of Houston

902 — PFC Capital Assets

475 — Early Head Start In Kind

903 — Long Term Debt

479 — Head Start in Kind

904 — PFC Long Term Debt

496 — Head Start Hogg Grant




M : HARRIS COUNTY DEPARTMENT OF
Educatmn EDUCATION CCG(LEGAL)

Harris County | AccouNTING PROCEDURES | Reference:

DATE DEVELOPED: 03/27/19 REVISED DATE: 03/27/19

SUBJECT: Processing PayPal Deposits

Purpose
To provide guidance on how to account for PayPal deposits.

Procedure

CASE for Kids accepts PayPal for CASE event fees. CASE fees are collected and
deposited to Harris County Department of Education bank account. The following steps
are made to ensure that PayPal deposits are accurately recorded.

The Division will do the following steps:

Reports will be prepared on a weekly basis

Log in to PayPal.com

Select money tab

Select money transfer

Select from — PayPal balance

Select to — JPMorgan Chase bank account

Enter amount

Select Enter

Review amount

Select Transfer

Upon completion of PayPal Report, every Monday the money will get transferred to the
bank account taking one business day.

Print the Deposit Transfer transaction detail report

Print the Transaction detail report for each payment received associated with deposit
Complete CASE for Kids PayPal Deposit spreadsheet

Email a copy of the spreadsheet and deposited transfer transaction detail report to Business
Services

Reports will be prepared on a weekly basis.

Business Service will do the following:

Once the money is deposited in the bank, the accountant will prepare the journal entry to
record the cash and will attach the documents received from CASE and a report from the
bank showing the amount deposited.

The accountant will record the money in the account listed on the PayPal Deposit form.


http://www.tasb.org/policy/pol/private/101000/

Harris County

4 Education

Month:

HARRIS COUNTY DEPARTMENT OF EDUCATION
CERTIFICATION OF FINANCIAL STATEMENTS

Monthly Financial Reports & Drawdown Submittedto

We have reviewed the expenditures, revenues, and appropriations for accuracy
and completeness in the general ledger for the month. Texas Education Agency's
Financial Accountability System Resource Guide ("FASRG") has been followed to
assure grant compliance.

By signing this report, | further certify to the best of my knowledge and belief that
the monthly financial statements and drawdown reports along with supporting
documentation are 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. | 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, false claims
or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and
3801-3812).”

Jesus J. Amezcua, PhD, CPA, RTSBA, Assistant Superintendent for Business Services/Date

Stephanie Wright, CPA ,Chief Accounting Officer/Date

, Accountant/Date

, Grant Manager/Date




Accounts Receivable

The Accounts Receivable Department is responsible for ensuring that all monies
due to HCDE have been received and deposited in compliance with all state,
local and federal regulations.



Harris County | AccouNTING PROCEDURES | Reference:

M : HARRIS COUNTY DEPARTMENT OF
Educatmn EDUCATION CCG(LEGAL)

DATE DEVELOPED: 03/26/06 REVISED DATE: 11/11/16

SUBJECT: Billing Processes

Purpose
To provide guidelines for understanding the billing process.

Procedure

The invoices are generated by each division and submitted to the Business Office via emalil, paper
copies, by excel, pdf or uploads. Each invoice is assigned a unique number provided by the
division which includes a prefix identifying each division. The maximum characters an invoice
number can have are 10 characters. If an invoice number is needed, please contact the Accounts
Receivable Specialist at extension# 8248 or email at accountsreceivable@hcde-texas.orqg. Some
invoices may have more than one revenue code. Invoices must include the customer name,
customer number, billing address, revenue code(s) and the amount(s). To add a new customer,
please email your request to Accounts Receivable at accountsreceivable@hcde-texas.org. Each
division should review monthly reports to avoid duplicate biling and must follow up on old
outstanding invoices.

Accounts Receivable adjustments

Accounts Receivable adjustments, corrections or deletions require budget manager’s approval.
Adjustments between $0.01 cent and $499.99 will be approved by the Chief Accounting Officer.
Adjustments of $500.00 or more require the approval of the Assistant Superintendent for Business
Services. Once the required approvals are obtained, the Accounts Receivable specialist will
process the adjustment.

Cash Receipts
Checks and cash received are processed by the senior grant accounting clerk on a daily basis

using the MICR image scanner machine which allows for same day accessibility. Two cash receipt
forms are prepared 1) One for all payments with invoices and 2) One for all miscellaneous and
deferred payments. The total of the two cash receipt forms will total the amount deposited for the
day. The senior grant accounting clerk enters the information for the miscellaneous and deferred
cash receipts in Pentamation which requires the approval of the Chief Accounting Officer prior to
posting to the general ledger. The invoice cash receipt form is given to the Accounts Receivable
Specialist who will process the payments in the Accounts Receivable System. Once completed
the transactions are interfaced to the general ledger via a journal entry which will require the
approval of the Chief Accounting Officer prior to posting.

Monthly Reports

Once a month Accounts Receivable generates four reports, the Assistant Superintendent sends
out two which are the Customer Aging Report and Statements Grouped by Account Report, these
are sent to each division manager. The Accounts Receivable Specialist provides the secretaries
of each division the outstanding invoice statement and a Cash Receipt report, only the
outstanding invoice statement is sent to the customer. Current cash receipt reports are available
upon request.



http://www.tasb.org/policy/pol/private/101000/
mailto:accountsreceivable@hcde-texas.org
mailto:accountsreceivable@hcde-texas.org

The Outstanding Invoice report allows a division to review all outstanding invoices and how long
each invoice has been outstanding. It also shows the balance of the outstanding invoice(s).
Budget Managers are responsible for the collection of all invoices.

The Cash Receipt report allows a division to review all payments received for all invoices.

Workshop Management System (WMS) Receivables

The Workshop Management System allows individuals to sign up and pay for workshops that are
offered through HCDE by credit card. Once a patrticipant pays online confirmation is received
through the WMS system. The payment is processed and posted to the division’s revenue
account or deferred account if the event has not occurred. If a division would like to review the
payment status of any workshop for participants, a detailed revenue audit trail report may be
produced in Pentamation.

Once the event has occurred, the payment that was coded to the deferred account will be
reclassified to the revenue account using a journal entry. All journal entries are approved by the
Chief Accounting Officer prior to posting in the general ledger.

For verification of payments, please email Accounts Receivable at accountsreceivable@hcde-
texas.org. Requests for credit card refunds are processed by Accounts Receivable as needed.
All requests for refunds must be requested within 6 months of the payment/transaction date.
Division manager approval is required in order to process the refunds.

Processing Deadlines

All invoices are due no later than the fourth working day of each month. Invoices received after
this day will be processed on the following month. Deposits are made on a daily basis. WMS
payments are captured and recorded on a weekly basis.

Check Return Processing

There is a $40.00 processing fee for all checks returned for non-sufficient funds. All NSF checks
will be returned to the originating division for collection including the $40.00 NSF fee. The check
will be returned to Division or re-deposited if the issuer requests it. If the issuer does not request
to have the check re-deposited another acceptable form of payment must be made.

Accounts Receivable subsidiary closing

The accounts receivable specialist will process all transaction received up to the fourth working
day of the following month prior to closing the month in the subsidiary. The accounts receivable
subsidiary will be closed by the fifth working day of following month once the subsidiary is
reconciled to the general ledger. Invoices received after this day will be processed on the next
month. Statement and reports will be generated once the month has been closed.
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Harris County ACCOUNTING PROCEDURES Reference:

. HARRIS COUNTY DEPARTMENT OF CCG (LOCAL
“~5 Education EDUGATION cee LoCA

DATE DEVELOPED: 03/26/06 REVISED DATE: 11/11/16

SUBJECT: Processing Non-Tax Deposits

Purpose
To provide guidelines for bank deposits

Procedure

All deposits should be submitted to Genoveva Lira Senior grant accounting clerk in the
Business Office. Amemo is required for all deposits (check or other non-monetary forms).
Cash is accepted at the HCDE schools only. Receipts will be provided for cash deposits
only. Receipts for non-monetary deposits are available by request.

Delivery Options

Inter office Deliveries

All deposits delivered via interoffice mail should accompany a deposit memo. Only
checks are accepted through interoffice mail.

Hand deliveries

All deposits delivered via hand delivery should accompany a deposit memo. Cash is
accepted at the HCDE schools only. Exceptions to accepting cash deposit require the
Assistant Superintendent for Business Services approval or designee.

Recording Deposits

All deposits are made via image direct deposit (IDD) which allows the Department to
receive same day credit. A cash receipt log form is prepared listing all checks and
supported by the IDD batch list which details the amount of the deposit. The cash receipt
log form is reviewed and approved by the Chief