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ACCOUNTING GUIDELINES 
 
The purpose of this handbook is to familiarize District personnel with the fundamental 
procedures for purchasing supplies, materials, equipment, and services. The objective of the 
Accounting Department is to establish an effective organizational structure for controlling the 
procurement and distribution of all goods and services. This ensures that the District complies 
with legal and State requirements as well as Governing Board policies. 
 
The procurement function is a key responsibility of the Governing Board, which retains sole 
approval authority and responsibility for all purchase contracts of the District, unless 
specifically delegated by official Governing Board action. 
 
This purchasing handbook serves as a reference guide for the methods used within the 
Accounting Department and assists users in addressing day-to-day questions related to 
purchasing and procurement activities. The handbook adheres to the Government Code of the 
State of California, specifically sections 54202 and 54204, which require the following: 
 

• 54202: Every local agency must adopt policies and procedures, including bidding 
regulations, governing the purchase of supplies and equipment. All purchases by the 
local agency must comply with the duly adopted policies and all relevant laws. No 
policy, procedure, or regulation inconsistent or conflicting with this statute shall be 
adopted. 

• 54204: If the local agency is not a city, county, or city and county, the policies 
outlined in Section 54202 must be adopted through a written rule or regulation, with 
copies made available for public distribution. 

 
The Governing Board's intent is to ensure that the Purchasing Department, representing the 
District, accomplishes the following: 
 

• Act in the best interest of the District in all transactions. 
• Consider public service as a sacred trust, prioritizing the District in which we are employed. 
• Obtain the maximum value for every dollar spent. 
• Comply with applicable provisions of the Shasta Union High School District Board of 

Education, state, and Federal laws governing purchasing. 
• Conduct purchasing and contracting without favoritism or prejudice, avoiding unfair 

practices and providing equal opportunities to all vendors. 
• Conduct purchases on a competitive basis when required by law. 
• Solicit formal bids as per the guidelines in this purchasing handbook. 
• Establish descriptive specifications for desired materials and, when possible, attract 

and develop a group of responsible bidders capable of offering the best prices, 
quality, and service. 
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• Utilize efficient procedures, records, and reports in carrying out the purchasing function. 
• Maintain a bidder's list and vendor file for the District. 
• Publicly open advertised bids at the designated time and place. 
• Award contracts to the lowest responsible bidder(s) who meet all specifications or reject all 

bids. 
• Standardize equipment and supplies used within the District. 
• Employ open or blanket purchase orders with vendors where a continuous supply 

flow is necessary for the District. 
• Collaborate with organizations and individuals dedicated to enhancing the development 

and integrity of the purchasing profession. 
• Utilize piggyback contracts, authorized by the Governing Board, to acquire 

equipment or supplies within the legal limits. 
• Stay updated on local, State, and Federal laws relevant to public purchasing. 
• Facilitate purchasing transactions through timely processing of requisitions, purchase 

orders, formal contracts, or other applicable written instruments. 
• Decline personal gifts or gratuities. 
• Evaluate each transaction based on its merits and promote fair, ethical, and legal trade 

practices. 
• Adhere to all applicable provisions of the California Public Contract Code, California 

Education Code, and California Government Code. 
• California Multiple Award Schedules (CMAS) offers a wide variety of commodity, non-IT 

Services, and information technology products and services at prices which have been 
assessed to be fair, reasonable and competitive. The CMAS Program creates a pool of 
suppliers that an agency can solicit offers from. When utilized correctly, CMAS 
streamlines the procurement process. 

 
ALL FORMS FOR Shasta Union High School District CAN BE FOUND ON THE STAFF 
WEBSITE: 
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Verification Process: 

All purchase requisitions, direct pays, and travel reimbursements must undergo 
verification to ensure the following: 

 
1. Verification of prior authorization (ANY TRAVEL OR PURCHASE MUST BE APPROVED 

PRIOR TO PURCHASE OR TRAVEL) 
2. Sufficient Budget: The available budget must be adequate to cover the requested 

expenses. 
3. Appropriate Signatures: Requisitions and conference requests must be signed by the 

appropriate authorized personnel. 
4. Correct Account Codes: The correct account codes must be assigned to each transaction 

for accurate accounting. 
5. Complete Vendor Name and Address: The vendor's name and address must be provided 

in full. 
6. Clear and Accurate Description of Products or Services Requested: The description of the 

requested products or services should be clear and accurate. 
7. If the purchased item will impact a classroom or office and/or need to be installed by 

maintenance it must be approved by the District Maintenance and Operations 
Director before it will be approved for purchase. 
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Petty Cash Reimbursement Form 
(D215) 

 
Petty Cash and Personal Reimbursement: 
 
Petty cash is only allowed for purchases under $35. Reimbursements from petty cash require 
prior authorization from both the department head and the principal. To request petty cash 
reimbursement, fill out form D215 and submit it to the respective site administrator. Ensure 
that the request is signed by both you and the site administrator. Attach receipts for actual 
purchases and avoid combining personal items with school-related purchases on the same 
receipt. Reimbursements must match the exact amount on the receipt. Purchases exceeding 
the $35 limit will be processed through the accounting department as an employee 
reimbursement. 
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Purchase Requisition Form (D211) 
Purchase Orders: 
 
The procedure for purchasing materials, supplies, and equipment using District funds is as 
follows: 
 

1. Purchase requisitions will be converted into purchase orders only if sufficient 
unencumbered funds are available or additional appropriations have been arranged 
through established channels. Approval must be obtained in advance, except for 
emergency purchases. 

2. Specifications for the purchase should be as detailed as possible when submitting them 
to the Accounting Department. Employees cannot make commitments to vendors 
without proper authorization. Specifications for instructional items should be developed 
by the appropriate instructional departments. 

3. It is encouraged to anticipate material and service needs to facilitate orderly and non-
emergency- based purchases. 

4. Requisitions are not legally binding contracts for purchase. A purchase order will be 
issued after the requisition meets all the requirements mentioned above. 

 
Receipts of Goods/Services: 

 
When goods or services are received directly by the site or department, the signed and 
dated packing slip or invoice must be sent to the Business Office within three working 
days. 

 
Blanket Purchase Orders: 

 
Blanket purchase orders should be used when multiple purchases are expected 
throughout the year from a single vendor. This includes recurring purchases of parts, 
supplies, contracts, leases, planned repairs, and similar items. 
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Shasta Union High School District 

PURCHASE REQUISITION 
Date 6/20/2023      PO #  

        REQ#  
           

Vendor Name: Sample Form SHIP TO: Shasta High School Dist. 
Vendor Address: 123 ABC Drive   C/O Accounting 

   Redding, CA 96001   2200 Eureka Way Ste B 
Vendor Phone # 530-241-3261   Redding CA 96001 

Vendor Fax #      
           
 Budget Year: 2023-2024   Requestor: Jane Doe 
           
 Item  Unit  

QTY Number Description Price Total 
    - 

2 ABC001 Mechanical Pencils 5.00 10.00 
3 ABC002 Cases of Copy Paper 15.00 45.00 

    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
    0.00 
Note: Purchases made in the name of the District   SUB TOTAL 55.00 
without an authorized purchase order may be considered  SALES TAX 3.99 
an obligation of the person making the purchase and not  SHIPPING (10%) 5.90 
an obligation of the District (BP 3310 & BP3314) TOTAL 64.89 
Fund 

(2) 
Site 
(2) 

Prog 
(4) 

Sub-Prog 
(3) 

Object 
(4) 

Mgr 
(3) 

Resc 
(4) 

Goal 
(4) 

Func 
(4) 

Distribution 
Amount 

01 xx xxxx xxx xxxx xxx xxxx xxxx xxxx 50.00 
01 xx xxxx xxx xxxx xxx xxxx xxxx xxxx 14.89 

          
          

Requested by: Jan Doe Site Administrator: Signature 

Department Head: Signature District Administrator:  
         D211  Rev. 9/13 
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Travel/Conference/Mileage Reimbursements: 
 

Timely processing of travel-related requisitions is crucial. Fill out and have forms 
approved for conference requests no less than 30 days prior to travel to allow for 
necessary arrangements. Submit conference registration, hotel accommodations, and 
travel arrangements to the district office as soon as possible. When booking 
conferences, ensure sufficient time for reservations and advance payment, especially for 
early bird specials. Employees need to work with their principal or immediate supervisor 
to have the hotels paid via the district and not on their personal credit cards. 

 
For airfare, it's recommended to book at least 30 days in advance for the best value. 
Flights need to be submitted ahead of time and allow for the district or site principals 
ample time to process on a district credit card. Airfare should be booked through your 
supervisor or through the district office on a district credit card. Employees need to work 
with their principal and supervisor to get the airfare paid and not put flights on their 
own personal credit cards. (The district will not reimburse for spouse/partner travel nor 
for upgrades to allow for families.) 

 
When more than one employee is attending a conference it is district policy to have 
attendee’s car pool. Mileage reimbursement and parking will be paid to only 1 person. 

 
When submitting the travel claim form (Form D310), attach the actual receipt for airfare, 
hotels, and baggage, parking and Uber/taxi reimbursements. The district does not pay 
for flight upgrades or gratuities. 

 
Hotels associated with the conference should be booked in advance and if time permits 
and the hotel allows, the district office can issue a check or send in a credit card 
authorization for lodging costs. 
Upon check-out, obtain a detailed itemized receipt, which must be returned to the 
accounting department. Only parking expenses will be reimbursed in addition to the 
hotel cost, and any other amenities or extras are the employee's responsibility. 

 
Travel claims must be submitted to the district office within 10 days of travel, 
accompanied by original itemized receipts (except for meals and mileage). The district 
will reimburse for Uber/Taxi/Shuttle to and from an airport to the hotel and back. The 
district will not reimburse for Uber/Taxi/Shuttle to and from the hotel to other 
destinations such as dinners, site seeing, etc. Most conferences are designed so that 
access to restaurants and such are within walking distance of the event. 

 
Anyone attending a meeting or conference outside of the Redding area must fill out a 
Conference and Travel Request Form (D310) prior to traveling. 
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Meal Reimbursement: 
 

Per IRS regulations: Meal reimbursement is applicable only for overnight stays. The 
district will only provide reasonable meal reimbursements based on the rates recognized 
by the IRS. Tips and alcohol purchases are not eligible for reimbursement. 

 
Meals are also not reimbursed when 1.) The meal is being provided by the event 2.) The 
hotel offers meals for breakfast, etc. 3.) For add-on meals at Events that are not included 
as part of the event itself. 
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Mileage Reimbursement: 
 
Mileage is reimbursed for some travel. When only mileage is being claimed the Mileage 
reimbursement Form should be used. The Mileage reimbursement form (D317) should be 
submitted to the business office within 30 days of incurring the costs, and a detailed map 
showing the starting and ending destinations must be attached. 
 
For mileage and travel claims incurred in May and June, submit them to the business office 
before the summer break. Claims for the previous year submitted in the subsequent year 
require approval from the Superintendent and the Chief Business Official. 
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AUDIT CONTROL REQUIREMENTS 
 
Original Invoices: The Business Office retains all original invoices, contracts, and supporting 
documents submitted for payment. Copies of invoices or support should be retained by the 
respective sites. Paying from duplicate copies of invoices may result in duplicate payments. 
 
Sufficient Budget: Prior to authorizing any expenditure, it is essential to ensure that there is 
sufficient budget available. 
 
Payment Processing: Direct Pay: All payments must be accompanied by the original invoices. 
The forms for payment should include all necessary signatures. 
 
Purchase Orders: Invoices should be dated after the Purchase Order issue date. Payments will 
not be made for invoices dated prior to the Purchase Order date. 
 
For new Vendors a signed w9 from the vendor must be included with the purchase request. 
 
• Purchase Order with Receiving: For goods or services received or provided, a packing 
slip or a copy of the invoice must be initialed and dated. 
• Blanket Purchase Order (one-time payment): For services or intangibles (such as software 
licenses) received, a copy of the invoice must be initialed and dated. 
• Blanket Purchase Order: For goods or services received or provided, a packing slip or a 
copy of the invoice must be initialed and dated in order for a payment to be processed. 
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CONTRACTED SERVICES (INDEPENDENT CONTRACTORS) 
 
The District utilizes two methods of payment for services: payroll for employees and accounts 
payable for independent contractors, also known as consultants. Determining the status of an 
individual providing services to the district as either an employee or an independent contractor 
involves adherence to various complex laws, including common law, statutes, and IRS 
regulations. 
 
The following circumstances require an individual to be compensated as an employee when 
providing services to the district: 
 
1. When the individual is performing the duties of an existing job classification, they cannot 
be classified as an independent contractor. 
2. When the individual does not meet the legal definition of an "independent contractor." 
 
According to SUHSD board policy (BP3600), consultants are authorized to provide expert 
professional advice or specialized technical or training services that are not required on a 
continuous basis and cannot be fulfilled by district staff due to limitations in time, experience, 
or knowledge. Consultants, whether individuals, firms, or organizations, may assist 
management with decisions and project development in areas such as finance, economics, 
accounting, engineering, law, administration, instruction, or other relevant matters. 
 
As part of the contracting process, the Superintendent or their designee must determine, in 
compliance with Internal Revenue Service guidelines, that the consultant is appropriately 
classified as an independent contractor. District employees performing extra-duty consultant 
services cannot be retained as independent contractors and must be considered employees for 
all purposes, even if the additional services are unrelated to their regular duties. 
 
All consultant contracts must receive approval from the Board. The district is prohibited from 
contracting for consulting services that can be obtained at no cost from a public agency or 
official, unless those services are unavailable from the public source due to reasons beyond the 
district's control. 
 
Equal opportunity must be afforded to all qualified firms or resource persons for consultant 
contracts, regardless of race, creed, color, gender, national or ethnic origin, age, or disability. 
 
Independent contractors applying for a consultant contract must submit a written conflict of 
interest statement, disclosing financial interests as determined necessary by the 
Superintendent or their designee, based on the range of duties to be performed by the 
consultant. This statement will be considered when deciding whether to recommend the 
consultant's employment, in accordance with the districts conflict of interest policy (cf. 9270). 
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PAYROLL CONCEPTS 
The Payroll Concepts Manual serves as a reference guide for various personnel within the 
District, including administrators, office technicians, school administrative assistants, time 
reporters, and all District employees. It provides a comprehensive collection of payroll 
information, documents, forms, and relevant sections from personnel policies and Collective 
Bargaining Unit Agreements. 
 
It is important to note that the manual does not substitute the Collective Bargaining Unit 
Agreements, Board Rules, or Personnel Commission Rules. Instead, it serves as a helpful guide 
for users. The manual is structured into key payroll subjects that are frequently referenced by 
administrators and personnel involved in time reporting. 
 
Overall, the Payroll Concepts Manual facilitates effective payroll administration within the 
District, ensuring accurate and efficient processes are followed. 

 

Timecards 
The time card serves as the official document within the District for recording an employee's 
attendance or absence for the purpose of time reporting. 
 
The use of the time card is mandatory according to the Board Policy and is subject to review by 
the District's designated auditors. 
 
It is essential to maintain records that substantiate the reported time for salary payment in the 
Payroll Administration. These records must be kept on file at the respective location for a 
period of five years, as specified in the Board of Education report. 
 
Prior to reporting any absence time, it is necessary to complete and obtain approval for the 
appropriate absence certification forms. 
 

• Certificated Absence Form 
• SSEA Extra Duty Time Card 
• Classified ESP Employee Absence and Leave Form 
• Classified CSEA Employee Absence and Leave Form 
• Classified Time Card 
• Classified Extra Duty 
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Instructions for completing Timecards 
 

Leave Definitions (In-depth descriptions can be found in the contracts): 
 
• Sick Leave – Employees are entitled to sick leave for injury or illness and shall be 
prorated if only a portion of the day is used 
• Personal Leave (deducted from the sick leave bank) – Can be used when their 
absence is not covered under another leave policy  
• Personal Necessity Leave (deducted from the sick leave bank) – To care for an 
immediate family member when sick, appear in court under an official order, to attend 
religious observances, as well as other items as allowed per the Union Contracts 
• Bereavement Leave – Entitled to 5 days for immediate family member and not 
deducted from the salary of the employee 
• Jury Duty – Only granted if an employee is serving on a jury.  
• School Business – Granted to employees for to attend meetings and trainings required 
by the district, pre-approved conferences, athletic events in which an employee is the coach, 
and other various school activities as approved by the district.  

Certificated Timecards: 
 
In the case where a certificated employee has a supplemental assignment, such as Adult 
Education or Driver Safety, it is necessary for them to accurately record the time for their 
supplemental assignment on the SSEA Extra Duty Timecard. Separate time cards should be 
maintained for each additional assignment. This practice ensures the District can provide 
documentation to support its claims for government funding. 
 
Employees absent from duties for less than one whole work day shall be charged sick leave on 
the basis of a six-period day, prorated to the period, or major fraction thereof. 
 
In addition, certificated employees are required to complete the Semi-Annual Certification Form 
and the Multi-Funded Time Report Form for the fiscal year. These forms help track and report 
time accurately for funding and auditing purpose 
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Earning Additional Leave through Period Subbing: 
 
If a teacher is requested or volunteers to substitute during the teacher's preparation period, the teacher 
will be paid the Class 2 rate from the Schedule of Hourly Pay. This will be recorded on the teacher's time 
card by the site administrator and paid at the end of each month. However, the teacher can choose, 
when accepting a preparation period substitution assignment, to earn additional leave in increments of 
two tenths (0.2) of a day instead of pay. 

The employee must choose compensation “with pay” or “earn additional leave credit” on the period 
substitute form and signed with signatures by both employees and the site Administrator. Compensation 
can be paid on an employee’s paycheck on the following month. 

If the period sub is for school business, no deduction in leave to the unit member shall be made. If the 
teacher completes the equivalent of a full day within a school year, this amount may be converted to an 
additional day of personal leave and used under Section 11.9. Additional leave earned through 
substituting shall be carried over to the following school year, but must be used or paid out by the end 
of the first semester of that year at the prorated share of the substitute teacher per diem daily rate. 
Additional leave earned through substituting not used or paid out by the end of the first semester of 
that year will be paid out at the end of the first month of the next semester. Any staff member wishing to 
have accrued additional leave credit earned through substituting paid out at the end of any other month 
will notify payroll on or before the 1st of the month. 

Certificated Substitute: 
 
Certificated substitutes can be categorized as day-to-day substitutes, who are assigned on an 
as- needed basis. These substitutes are paid a daily base rate and are not eligible for holiday 
pay but are eligible for 24 hours of illness/personal necessity benefits. Substitutes who sub for 
a teacher with a 6th period assignment, must circle 6th period yes in order to be compensated 
by payroll. 
 
If a certificated substitute has previously accrued illness hours through another assignment, 
they may have the option to utilize those hours during their substitute assignment. However, 
this is subject to authorization by the administrator of the school site where they are working. 
 
An extended day-to-day substitute refers to a substitute who serves for more than 20 
consecutive working days in the same assignment, either as a replacement for a specific absent 
employee or in an unfilled position within regular K-12 settings. 
 
Upon approval of the request, the substitute will be designated as an extended day-to-day 
substitute and will receive payment at the extended day-to-day substitute rate. 
 
When the extended assignment concludes, the substitute will revert to their previous status as a 
day-to- day substitute and will be compensated accordingly. 
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20 | P a g e   

 
Classified Employee Timecards: 

1. Accurate Records: SUHSD classified employees are required to maintain accurate 
records of the time they have worked using approved time-keeping documents. These 
records should reflect actual time worked, as well as any leave, breaks, absences, and 
time not devoted to work-related duties. 
2. Employee Signature: Employees are responsible for signing their time-keeping 
records in the section designated for their signature. By signing, employees are 
confirming that the noted time on the record is accurate. 
3. Supervisor Review and Signature: Time-keeping records must be reviewed for 
accuracy by a supervisor and bear the supervisor's signature in the designated section. 
The supervisor's signature must be obtained before submitting the records to the 
payroll department for processing. 
4. Individual Responsibility: Employees should only sign or execute their own time-
keeping records. It is strictly prohibited for anyone else to execute an employee's time-
keeping record. 
5. Timely Submission: Time-keeping records should be submitted for payroll 
processing according to established guidelines. Failure to submit the records on time 
may result in delayed or incorrect compensation for the employee. 
6. Classified ESP/CSEA Absence forms shall be completed and turned into an 
employee’s direct supervisor for prior approval of certain leaves. 
7. All absences shall be recorded on the classified time card with the correct 
designation for the absence clearly marked. Any absence from work is required to be 
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indicated on an employee’s time card. 
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Employee Name 
and Address on 
File with District 

Employee 
Name 

 
Pay Detail 

Current 
Payroll 

Deductions 

 

Calendar 
Year to 

Date 
Deductions 

 
Leave 

Balances 
are 

displayed 
here 

Employee 
Portion of 
Benefits 

Paycheck Stub Sample: 
 
 
 
 

 
 

 
 
 
 
 

 

Withholding Amounts District Portion of Benefit
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Verify Hire 
Date 

Verify Name 
and Address 

Verify 
Tax 

Withholding 
& 

Exemptions 

Salary 
Schedule 

Placement 

District Portion 
of Paid Benefits 

Signature and Date 
Required Yearly 

Employment Notification: 
 
 
 
 

 
 

 
 

 
 
 
 

Employee 
FTE 

Hours per 
Day 

Days Paid 

 
 
 

Gross 
Monthly 
Amout 

Employee 
Payroll 

Deductions 
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Shasta Union High School District Employee 
Portal 

Shasta Union High School District can now access their information for paycheck stubs, taxes, 
health and welfare, address and so much more via the Escape Portal. To access the Escape 
Portal you can use the following web address: myportal.suhsd.net. Once you have accessed the 
site you will need to follow the instructions to set up a new account. 

 

Logging in Process 
 

Username – Employees email address 

Password – The password is defined by the user. 

Two Factor Authentication – The user will see a list of emails and/or cell phone numbers 
(depending on login setup) for the two factor authentication code. 

 

Confirmation Code - The user has 5 minutes to enter the code they received via email or text. 
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