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A
bout Hattiesburg Public School D

istrict

3,700 Stud
ents

660 Em
ployees

9 Schools

Purchasing process is 
paperless
•A

ll required
 d

ocum
enta

tion is 
upload

ed
 to the requisition

•A
ll requisition com

m
unica

tion is 
em

ailed
 w

ith all parties involved

A
ccounts Pa

ya
ble 

Process is not paperless

C
la

im
s pa

id
 tw

ice a
 

m
onth

•D
ay after board

 approval
•End

 of m
onth-claim

s eligible to 
per ratified

 per policy



H
PSD

 C
la

im
s Pa

ym
ent Policy (Ratification)

(a)
C

la
im

s to the electronic paym
ent vendor for athletic event services to com

ply w
ith the rules 

and
 regulations of the M

ississipp
i H

igh School A
ctivities A

ssociation up
 to $20,000

(b)
C

laim
s for travel-related

 expenses incurred
 by em

p
loyees perform

ing school business up
 to 

$10,000
(c)

C
laim

s for postage up
 to $5,000

(d
)

C
laim

s for utilities up
 to $20,000 per invoice, p

er location
(e)

C
laim

s for field
 trip

s and
 fees w

here purchase ord
ers are not accepted

 by the vend
or or 

pa
ym

ent is d
ue prior to the next board

 m
eeting up

 to $10,000
(f)

C
laim

s for fund
raising activities to tax-exem

pt charita
b

le organizations up
 to $10,000

(g)
C

laim
s for construction w

here contracts have alread
y been ap

proved
 by the boa

rd
(h)

C
laim

s for stud
ent a

nd
 other reim

b
ursem

ents up
 to $10,000

(i)
C

laim
s for speaker fees up

on com
pletion of services up

 to $5,000
(i)

C
la

im
s for expenses out of grant fund

s that require pa
ym

ent in ord
er to m

eet liquid
ation 

d
ead

lines, not to exceed
 a

p
proved

 grant am
ounts

(j)
C

la
im

s for p
ayroll-related

 exp
enses that are d

ue prior to the next b
oa

rd
 m

eeting
(k)

C
laim

s for ind
irect costs up

 to legally restricted
 am

ounts
(l)

C
la

im
s for em

ergency-related
 exp

enses that m
a

y affect school operations
(m

)C
la

im
s w

here interest or penalties w
ould

 be d
ue to vend

ors p
rior to the next boa

rd
 m

eeting



Purpose of C
hecks a

nd
 Balances

9
Segrega

te resp
onsib

ilities

9
2. Red

uce m
istakes and 

im
proprieties

9
3. D

ecrea
se costs/Increase 

efficiency





V
end

or M
a

intenance

A
ccounting Supervisor

A
ccounts Payable

D
isburses EFT N

otice to 
Pa

rticip
ate

C
om

m
unicates Pa

ym
ent Status 

to vend
ors

C
FO

C
om

m
unicates to vendors 

w
hen there are issues

C
om

m
unica

tes to 
schools/d

epartm
ents w

hen 
there a

re issues

Set up new
 vend

ors
C

ollects and
 m

aintains 
vend

or inform
ation (W

-9s, 
C

ertificates of Liability, 
EFT inform

ation)

9
A

ll parties ha
ve a

ccess to H
PSD

 Billing em
ail ad

d
ress



Issuance of Purcha
se O

rd
ers

A
ccounting Supervisor

review
s and

 authorizes 
requisitions

C
hief Financial O

fficer

second
 review

 and
 issuance of 

purchase ord
ers

Review
s encum

brance am
ounts 

on bud
get reports

A
ccounts Payable C

lerk

Review
s open purchase ord

ers 
m

onthly
C

om
m

unicates w
ith schools/ 

d
epartm

ents on aging purchase 
ord

ers
Reconciles statem

ents

9
A

 purcha
se order is a legal binding d

ocum
ent that serves as a prom

ise to pay
9

Try to collect a
s m

uch inform
ation as p

ossible on the front end
 before issuing a purchase order

9
A

 d
istrict-issued

 log is used to tra
ck ba

lances on open purchase ord
ers



Fed
eral Program

s

A
ccounting Supervisor

Review
s requisitions

C
hecks for purchasing 

com
p

liance
V

erifies suspension and 
d

ebarm
ent inform

ation 
(sa

m
.gov)

C
hecks for reasonableness (tw

o 
quotes)

A
ccounts Payable C

lerk
review

s com
p

leted
 purchase 

order for all supporting 
d

ocum
entation

Ensure Fed
eral D

irector’s 
signature on all invoices
Processes paym

ent

C
hief Financial O

fficer
Second

 review
 of requisition 

Ensures fed
eral involvem

ent in 
purchasing d

ecision
upgrad

es to purchase order

9
A

ny cha
nges need

ed
 to a

 p
urcha

se ord
er b

e
fo
re

ord
ering are com

pleted
 by A

ccounting 
Sup

ervisor
9

A
ny changes needed to the purchase ord

er a
fte
rordering are com

pleted
 by the A

ccounting 
C

lerk a
fter C

FO
 ap

p
roval (increases in a

m
ounts, cod

ing cha
nges, etc.)



Fixed
 A

ssets

A
ccounting Supervisor

Ensures proper cod
ing 

a
nd loca

tion of asset on 
the purcha

se requisition
C

ollaborates w
ith Fixed

 
A

ssets C
lerk/C

FO
 on 

C
od

ing of assets

A
ccounts Payable C

lerk

Processes paym
ents

Provides need
ed 

inform
ation to Fixed 

A
ssets C

lerk (i.e. paym
ent 

status)

Fixed A
ssets C

lerk

Review
s m

onthly report of 
assets purchased
Ensures consistency of 
cod

ing of like assets
Enters assets into 
accounting system
Inform

s C
FO

 of any 
necessary journal entries 
d

ue to cod
ing errors

C
hief Financial O

fficer

Upgrad
es requisition to 

purchase order
C

om
pletes journal entries 

for need
ed

 a
d

justm
ents



C
red

it A
ccounts (D

FA
 Travel C

ard
, 

Fuelm
an)

A
ccounting Supervisor

Review
s and

 authorizes 
req

uisitions
Review

s a
nd Reconciles cred

it 
card

 statem
ent

A
ccounts Payable 

C
lerk

Provid
es need

ed
 inform

ation 
to Fixed

 A
ssets C

lerk (i.e. 
pa

ym
ent status)

Fixed A
ssets C

lerk

C
ollects Fuelm

a
n receipts a

nd
 

attaches to w
eekly invoices

Initiates Exception form
 for any 

excep
tions

Forw
ard

s invoice to A
ccounts 

Payable up
on Sup

ervisor a
nd

 
C

FO
 ap

prova
l

C
hief Financial O

fficer

Upgrad
es req

uisition to 
purcha

se ord
er



Travel Related
 Purcha

ses

A
ccounting Supervisor

In d
istrict travel-checks travel 

against d
istrict m

ilea
ge chart

O
ut of d

istrict travel-ensures 
prof. d

evelopm
ent 

authorization and
 proper 

d
ocum

entation is upload
ed

 
(agend

a, registration info, etc.)
M

akes travel a
rrangem

ents 
using; prepares travel 
authorizations for C

FO
 signature

Ensures am
ounts claim

ed
 are 

w
ithin policy lim

its
M

aintains log of cred
it card

 
use; reconciles w

ith purcha
se 

ord
ers and

 cred
it card

 
statem

ent
Upload

s card
 statem

ents for 
C

FO
 review

A
ccounts Payable C

lerk
Facilitates paym

ent of travel 
card

 charges w
hen bill is 

received
Ensures proper d

ocum
entation 

is attached
 (hotel receipt, proof 

of attend
ance, etc.) before 

paym
ent

C
hief Financial O

fficer
Signs all authorizations prior to 
travel card

 use
Review

s/signs travel vouchers
Upgrad

es requisition to 
purchase ord

er
Review

s and
 signs all cred

it 
card

 statem
ents

Ensures policies are follow
ed

, 
ad

d
resses exceptions

Insurance/Leave C
lerk

C
hecks in-d

istrict travel d
ates 

against lea
ve d

ates in payroll



C
heck Printing a

nd
 C

heck C
orrections

A
ccounting Supervisor

M
ainta

ins custod
y of checks 

(log is used
 to issue checks)

V
oid

s checks (if need
ed

)
C

om
m

unica
tes to C

FO
Reconciles A

P Ba
nk 

Statem
ent

A
ccounts Payable

C
heck printing/processing

N
otifies C

FO
/A

ccounting 
Supervisor of any changes 
need

ed
Requests/signs log for new

 
check from

 A
ccounting 

Supervisor

C
hief Financial O

fficer
C

om
pletes journal entries, if 

need
ed

A
pproves bank 

reconciliation
A

ssists w
ith any check 

printing issues
Signs m

anual checks 
(m

anual check log 
approved

 by 
Superintend

ent)

9
Separation of d

uties is extrem
ely im

portant in the check custod
y/check printing process



Tim
ely Review

 of Purchase O
rd

ers and
 

Paym
ent of Invoices

A
ccounting Supervisor

D
aily review

 and
 authorization of 

requisitions
Facilita

tes tim
ely p

aym
ent of 

item
s

A
ccounts Payable C

lerk

Routes bills/em
ails as soon as 

they are received
Review

s report of outstand
ing 

p
urcha

se ord
ers

N
otifies C

FO
 ab

out late notices 
and

 late p
aym

ents

C
FO

Review
s requisitions in 

A
ccounting Sup

ervisor q
ueue for 

tim
ely authoriza

tion
C

om
m

unica
tes w

ith 
schools/d

epartm
ents rega

rd
ing 

late p
a

ym
ent issues

9
Establish period

s for requisition review
s/approvals

9
Establish a

 culture of tim
ely paym

ent of invoices (w
ithin 45 d

ays)



Purcha
sing V

iolations

A
ccounting Supervisor

Review
s requisitions thoroughly 

b
efore authoriza

tion to a
void

 
possible violations (item

s alread
y 

ord
ered

, contra
ct issues, b

oa
rd

 
ap

p
roval issues, im

prop
er 

q
uotes, etc.)

A
ccounts Payable C

lerk

N
otifies school/d

ep
artm

ent if 
invoice d

ated
 b

efore p
urcha

se 
ord

er
N

otifies C
FO

 of any p
urcha

se 
ord

er exceptions

C
FO

N
otifies Sup

erintend
ent of 

p
urcha

sing viola
tion

9
D

ocum
ent and

 invite Superintend
ent support in ad

d
ressing purchasing violations

9
O

nce the culture to follow
 policies/law

 is established
, instances w

ill d
ecrease



Fina
l Take-a-w

a
ys

C
ollect all d

ocum
entation 

possible before issuing a 
purchase ord

er

D
on’t let the pressure of “I 

need
 it now

” cause you to 
be out of com

pliance 

D
on’t be intim

id
a

ted
 by 

“W
e’ve alw

ays d
one it this 

w
a

y!”

Ensure sea
m

less 
com

m
unication of all 

pa
rties involved

 in the 
purchasing/accounts 
pa

yab
le process

The Business O
ffice should

 
have custod

y of a
ll 

purchasing record
s

A
 second

 review
 a

ll pa
id

 
bills is suggested

Be consistent in your 
processes and

 practices



Q
uestions???


