
GENERAL FUND REQUEST FOR CHECK
This form should only be used when paying consultants or non-employees (athletic officials, in-service speakers, etc.) for their services.  Supporting documentation of the cost should be attached to this form.  Please note:  no sales tax will be reimbursed.

If you had a purchase order processed, please do not submit one of these forms.

Always give the complete address even if it is for a student.  We need this information in case we need to process a 1099 for this person.  If you do not wish the check to be mailed, attach a note to the check request.

These forms are due in the bookkeeping office, with complete approval (all signatures), by 4:00 p.m. on Wednesdays.  Checks are processed on Friday each week.

PLEASE ALLOW ENOUGH TIME FOR PROCESSING; AT LEAST ONE WEEK.  

INSTRUCTIONS:
1.
Complete name and address.

2.
Explanation (date, event, etc.)

3.
Complete account number.

4.
Attach supporting documentation; original receipts - not copies.

5.
Sign and date the form.  

6.
Give to your principal for a signature.


It then goes to the business manager for approval.

7.
Checks are processed and mailed by the bookkeeping office.

ACTIVITY FUND REQUEST FOR CHECK
This form is very similar to the General Fund Request For Check form but the costs are being charged to a student activity fund account.  It should only be used when paying consultants, non-employees such as officials, DJ's, etc. for their services.  Supporting documentation should be attached to the form such as a receipt, invoice, contract, etc.
If a purchase order was processed, do not submit one of these forms.

Always give the complete address even if it is for an employee or a student.  We may need to process a 1099 form.  If you do not wish the check to be mailed attach a note to the request for check form.

INSTRUCTIONS:

1.
Complete name and address.

2.
Explanation (date, event, etc.)

3.
Complete account number.

4.
Attach supporting documentation; original receipts - not copies.

5.
Sign and date the form.  

6.
Give to your principal for a signature.


It then goes to the business manager for approval.

7.
Checks are processed and mailed by the bookkeeping office.

These forms are due in the bookkeeping office, with complete approval (all signatures), by 4:00 p.m. on Wednesdays.  Checks are processed on Friday of each week.

PLEASE ALLOW ENOUGH TIME FOR PROCESSING; AT LEAST ONE WEEK.
**The best way to expedite and help a situation is to communicate the information.

PARKVIEW SCHOOL DISTRICT MILEAGE AND EXPENSE REPORT
If expenses are incurred from the attendance at a conference or seminar, this form should be completed immediately after the expenses are incurred.  In order to receive reimbursement from anything other than mileage, ALL RECEIPTS MUST BE ATTACHED.  No reimbursement will be made without a corresponding itemized receipt.

Traveling teachers should submit this form at the end of each month.

This form is NOT for registration fees or lodging expenses.  Those expenses should be processed through the purchase order procedure.

These forms are due in the bookkeeping office by 4:00 p.m. on Wednesdays with complete approval.

INSTRUCTIONS:
1.
Complete name and address, "home" school location, month.

2.
Date of travel or expense.

3.
Number of miles traveled in "mileage" column.  Actual miles traveled; not an estimate.  
Also include the to/from locations.  Ex.  Janesville - Madison - Janesville. 

4.
Other expense such as meals, parking fees, etc. in the "other expense" column.


Attach original receipts; no receipt - no reimbursement.

5.
Total number of miles in the total box of the "mileage" column.  NOTE:  Mileage is not an 
"other expense".
6.
Total expenses in the total box of the "other expenses" column.  Meals, parking fees, etc.  

7.
Sign and date the form.

8.
Submit to your supervisor for their signature; it then goes to the business manager for 
approval.

All calculations are completed by the bookkeeping office for audit purposes.
PLEASE ALLOW ENOUGH TIME FOR PROCESSING; AT LEAST ONE WEEK.
REQUEST TO ATTEND A PROFESSIONAL MEETING

Attendance at conferences, workshops, seminars, meetings, etc. which are held outside of the district require prior approval.  In order to get prior approval, one must complete a "Request to Attend a Professional Meeting" form.  This form allows supervisors to see what the conference is, any expenses that will be incurred, and if a substitute will be needed.  Estimating expenses is very important as well as putting in the budget account number that will be charged.  The supervisor must determine whether or not there is enough funds to cover the expenses.

The form should be submitted in enough time to have the event approved and all expenses arranged.  DO NOT ATTACH REGISTRATION FORMS TO THIS FORM.  Once the employee receives a copy of the approved request, the employee should then generate the necessary requisition forms to cover registration fees and/or lodging.

By following the Procedural Checklist attached to this form you should have everything under control.  It is very helpful so as not to forget any particular "step" of the process.

Registration fees and/or lodging should be processed through the Purchase Order procedure.  The original registration form should be sent with the purchase order; not sent in by the employee.

Any incidental hotel expenses such as personal phone calls, video rental, etc. are the responsibility of the employee and are not reimbursable.

PLEASE ALLOW ENOUGH TIME FOR PROCESSING; AT LEAST TWO WEEKS.

REQUISITION FORM
All purchases including supplies, repairs, registrations, lodging, etc. should be requested through the use of a "Requisition Form".  The form should be written legibly and contain the following information.

 1.
Full vendor name, address and zip code.  Registration vendors are who the check is made 
payable to; not the organization or location.

 2.
Originator's name and delivery location.

 3.
Correct quantity and unit of measure; carton, package, doz., box, case, etc.

 4.
Vendor catalog number.  (Please print legibly).

 5.
Description.  Use catalog bold description; not a lengthy depiction.  The catalog number 
will identify all details to the vendor.

 6.
Unit cost; by unit of measure.

 7.
Total cost of line item.

 8.
Reference number that corresponds to the account number in the lower left corner.  
Combine line items that have the same account number.
GENERAL FUND AND ACTIVITY FUND ACCOUNTS CAN NOT BE COMBINED ON THE SAME ORDER.  Activity Fund check processing is a separate procedure from all other check processing.
 9.
Include a shipping cost for all orders as a line item.

10.
Compute costs for each account number and give a grand total in the "total" box.

11.
Submit to your supervisor for approval.

When the science department is ordering preserved animals, the requisition form should indicate a shipping date.  We would prefer that these shipments do not come when school is not in session.

In some cases, such as registering for a conference, organizations require the money up front.  In cases such as these, write the words "PRE-PAYMENT REQUIRED" in the description area.  After the purchase order has been printed and signed, the white copy is sent to the bookkeeper  to process a check.  Registration forms should be attached to your requisition.  The employee should never mail them or call them in.

"Open purchase orders" may be used when you are not sure of exact items to be purchased.  These are for vendors such as Shopko, Nasco, etc.  Target and Wal-Mart now require us to purchase debit/gift cards to use when purchasing at their stores.
If you wish to PREVIEW items or order them ON APPROVAL, you should follow requisition form procedures as if you were actually purchasing items.  When completing the description area of the requisition form, write the words "FOR PREVIEW ONLY" or "ON APPROVAL".  After you have received the items and you decide to return them, the purchase order can be canceled.

REQUISITION FORMS SHOULD NOT BE FAXED.

PLEASE ALLOW ENOUGH TIME FOR PROCESSING; AT LEAST ONE WEEK.

Copies of the requisition form are distributed as follows:  


Original - bookkeeping office


Pink copy - building office



Yellow copy – employee

TYPES OF ORDERS GENERATED FROM A REQUISITION
CONFIRMING PURCHASE ORDER

When an order is an emergency and it needs to be called in, a confirming purchase order should be processed.  THE REQUISITION FORM SHOULD BE PROCESSED AND APPROVED BY YOUR SUPERVISOR AND/OR BUSINESS MANAGER BEFORE CALLING IN ORDERS.  After your supervisor has approved the order, give the requisition to a secretary to enter into the computer so she can write the purchase order number on the requisition.  You need to give the vendor this number when placing the order. The description area of the requisition form should include the words "Confirming Purchase Order"; otherwise the vendor will send a duplicate shipment.  All detail information of the items should be entered on the requisition.

Our billing address is different than the "ship to".  All bills (invoices) should be sent to the following:  


Parkview School District





Attn  Accounts Payable





P O Box 250





Orfordville WI  53576-0250


The shipping address should never be given as the billing address.  The bills go directly to the Business Office not to the employee.

An order should never be phoned in without a purchase order number.  The district will not be liable for these orders.


Do not purchase items and do the confirming purchase order after the fact. 

PRE-PAYMENT REQUIRED


Sometimes, such as registering for a conference, organizations require the money ahead of time.  (Also some companies will not accept an order under a certain dollar amount without pre-payment.)  When this happens, complete a requisition form as usual but add the statement "Pre-payment Required" to the description area.  When the purchase order is signed, the original is passed on to the bookkeeping office to process a check; along with the registration form(s).


If the pre-payment is to a local store and your purchases do not meet the amount of the check, all "change" should be returned to the bookkeeping office; you have not been authorized to make other purchases with this money.

OPEN PURCHASE ORDER


If any employee would like to "shop around" at a store or company and aren't sure of the exact items or costs, they may do an "open purchase order" and indicate an amount to spend.


Complete your requisition with the description "Open Purchase Order not to exceed" and put the total dollar amount in the total column.


When you make these purchases, please turn in all store receipts to your building secretary so she can "check it in" on your receiving copy of your purchase order.  Please let the secretary know when the order is complete.


If the amount of your purchase goes over the purchase order amount, use your discretion as to whether or not the total should be charged.  Example:  If the amount goes over by 33¢ go ahead and charge it; if it goes over by $5.78 then hold back some items to get it consistent with the purchase order amount.  DO NOT PAY THE OVERAGE WITH YOUR OWN MONEY.

ON APPROVAL / FOR PREVIEW ONLY


When an employee wishes to preview items before actually purchasing them, they should follow the same requisition procedure as if they were ordering items.  The words "On Approval for XX Days" or "For Preview Only" should be written in the description area of the requisition form.  If after previewing the items, the employee may keep them or return them.  Whatever the case may be, let your building secretary know if the receiving copy of the purchase order should be marked "complete" or "canceled".


If you receive any notices from companies to "preview" their materials, to ship items "on approval" or to "renew" your order, DO NOT RETURN THE NOTICE.
PURCHASE ORDERS

Once you have submitted your requisition and it has been approved, your building secretary will enter it into the computer as a purchase order.

Purchase orders are printed twice a week on Monday and Thursday at the end of the day.
Once the purchase order has been printed it goes through the following process:


1.
It goes to the principal and/or supervisor for signature.


2..
The building secretary makes the copies.



a.
Original copy gets:
- 
mailed to the vendor.







-
faxed to the vendor.






-
is taken by the employee to a store.



b.
The pink copy is kept by the secretary to check in the items.


c.
The blue copy is kept by the building secretary.


d.
The yellow copy goes to the bookkeeping office.

If you have attachments for a purchase order, submit them with your requisition form and the secretary will see that they get mailed with the original copy.  It is a good idea to keep a copy for your records.

PACKAGES WILL BE CHECKED IN BY THE BUILDING SECRETARY.  Packages should not leave the office area before being checked in.

Packing slips may be kept by the employee or the building secretary.  The bookkeeping office does not need them.

The Business Office is required by the DPI to keep three (3) prior years of purchase order yellow copies and the current year yellow copies.
If additions or corrections need to be made to a purchase, add or correct to your original order instead of doing an additional purchase order unless the company wants a different purchase order.  Let your building secretary know so she can update your receiving copy with the correct quantities or items. 


EMPLOYER'S FIRST REPORT OF INJURY OR DISEASE
This form should be completed when an employee is hurt during work hours.  Each building secretary and/or supervisor has these forms.  The employee should only complete the "EMPLOYEE" and "INJURY INFORMATION" sections of the form; sign and date.

It is very important that this form is completed in a timely manner and submitted to the Business Office.  The business office then submits the report to our Worker's Compensation insurance carrier.

If you go to the doctor regarding an injury while at work, the doctor's office can send the bills should be sent directly to our Workers Compensation carrier or to the  Bookkeeping Office at Parkview - P O Box 250, Orfordville, WI  53576-0250.  The bills should not go to your health insurance carrier..

DO NOT GIVE THE EMPLOYER'S FIRST REPORT OF INJURY OR DISEASE TO THE DOCTOR'S OFFICE.

RETURNED CHECKS
The School Board has adopted a policy (#655) regarding returned checks.  When a check is returned due to non-sufficient funds, account closed, etc. the school district writes a check to the bank to cover the "bad" check.

The funds for a returned check are taken from the account in which it was deposited.  If this is an Activity Fund account, the advisor will receive a copy of the Check Summary report.  When the business office retrieves the funds from the offender, the money will be put back into the proper account.

It is imperative to always deposit checks on a daily basis to avoid this problem.


FIELD TRIP REQUEST

Each building has a budget amount for field trips for the year.  There also is a combined elementary budget.  All field trip requests should have the corresponding account number listed on the form.


If an outside organization is paying for the field trip i.e. P.E.P., P.T.O., etc. they will be sent a bill from the business office.


Field trips charged to Activity Fund accounts will have the expense processed through the business office.  Activity Fund accounts should not be used for "Curricular" trips.


School busses are not available before 8:00 a.m. and between 2:45 p.m. and 4:00 p.m.


The budget account number must be completed or the form will be returned to the originator/supervisor.

PLEASE ALLOW ENOUGH TIME FOR SCHEDULING; AT LEAST ONE WEEK.

PETTY CASH

Ultimately, all district purchases should be processed through a purchase order, but there are times when an employee will "pick something up" at the store and want reimbursement; this should be discouraged.  Petty Cash may be used to reimburse employees for job-related expenses less than $5.00.  Anything over $5.00 should be done through the check request procedure.  


As with all district purchasing, no tax will be reimbursed.


DEPOSITS
All district monies, general fund, food service, student activity fund accounts, etc. should be deposited on a daily basis.

Activity Fund deposits should be identified with the account to be deposited, the total amount and what the deposit is for.  If there are any discrepancies to the amount, the deposit will be held until the advisor and office staff personnel can reconcile the difference.

General Fund deposits are usually collected by the office secretaries.  They write receipts for the family/individual and complete a deposit which is sent to the district office.

Food Service monies are collected and deposited each school day.  At each elementary, the secretary collects monies and sends it to the cashier at Parkview.  It is very important that these funds are deposited for each month on the last school day of the month.  Also, that all monies for the end of the school year are sent to the cashier on the last day of school or the following day.  The cashier does not work after this day and needs to be able to reconcile all deposits, lunch counts, ala carte information, etc. on her last day of work.  This information is then given to the bookkeeper to process the report to the DPI. 


FUNDRAISERS

Fundraisers should be handled just like any other order you process through the purchase order procedure.


All monies should be turned in daily.  


When setting up the fundraiser of your choice, it is imperative that you indicate to them that all invoices are sent to the business office at the following address:




Parkview School District




Attn  Accounts Payable




P O Box 250




Orfordville WI  53576-0250


As has happened in the past, when invoices are not sent to this address, they get lost and a check request is usually accompanied by a statement.  Our auditors require payment from invoices, statements are not acceptable.  This is why the invoices should be sent to the business office.


When you follow this procedure, all you have to do is approve the pink purchase order copy and the bill will be paid.


RECORD OF LONG DISTANCE PHONE CALLS

You should be keeping one of these forms, available from the office, by your telephone.  Personal and school related telephone calls should be recorded.  It is very important to record the date and telephone number and the time of day. The city is not as important.

The new phone system installed at Parkview in August 1998 has the capability of keeping track of phone calls, but we do not have a printer installed to do this.  Also with the number of phone calls being made it is not feasible to use that much paper!


These forms should be turned in to the building secretary at the beginning of each month.  Employees who make personal calls will need to pay for them when the building secretary gives them the amount.

INSURANCE CHANGES
When you need to make any changes for your health, dental, LTD or Life insurance policies it is your responsibility to notify the Business Office and/or the insurance company.
These changes would include:



1.
Marriage



2.
Divorce



3.
Death of a family member



4.
Birth of a child



5.
Change of address



6.
Addition/Deletion of a dependent



7.
Name change



8.
Change of beneficiary

Please contact the Business Office for any forms and/or telephone numbers to make any of these changes.

