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“Good Cents” is intended to be a central resource for the most current accounting 

information available.  Our goal is to help you succeed in providing support to our 

most precious commodity  —  Our Students!        

 

Contributed by:   Laura Marcoe 

 

How Do I Handle Donation Checks? 
Buildings are oftentimes recipients of donation checks from various sources.  
The best way to handle these checks are to forward them to Linda Grandorff 
@ 109 with a copy of any documentation that came with the check.  Linda 
will make sure these checks are deposited with Barb Rehn, and will make an 
adjustment to the building budget to reflect the amount of the donation. 
 
How Do Donations Affect My Budget? 
Total donations to your school for the year appear under account code: 
180027LL.5598 on your building budget reports.  This is so that you can see 
the donation money separated from the basic allocation given to your school.  
When your school actually spends the donation money, the expenditures are 
coded to whatever code is appropriate for the purchase (e.g. 180027LL.5599 
for supplies).  At the end of the school year, any unspent donations are rolled 
up into the building carryover. 
 
Should I Keep Track of How The Money Is Spent? 
Sometimes donations are given with “strings” attached.  The donor may 
want the school to buy something specific with the money.  If we accept the 
donation, then we must also accept and abide by the terms that come with it.  
It is up to each school to keep track of the donations that come with strings 
attached, and how the money is spent.  It is a good idea to keep an Excel 
spreadsheet or notebook listing the donor name, amount, date, and purpose 
of the donation.  As the money is spent, you can make a note of the PO num-
ber and/or keep a copy of the invoice for future reference.  Keeping a file with 
any pertinent documentation that came with the check is also helpful. 
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 CONTACTS 
 
 
 
   Accounting Department 
 
 
 
Administrator 
   Laura Marcoe         840-8953 
 
 
Accountant 
   Heather Larson       841-8683 
 
 
Accounts Receivable 
   Barb Rehn                841-8622 
 
 
 
Accounting Services 
Specialists 
 
Area “A” 
   Mary Nix                  841-8767 
 
 
Area “B” 
   Barbara Shipman    841-8766 
 
 
Area “C” 
   Mary Neideffer         841-8708 
 
 
Area “D” 
   Wendy Preston         841-8623 
 
 
 
Student Helper 
   Christa Valadez        841-2771 
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Contributed by:  Heather Larson 

As spring is just around the corner so is Sixth Grade Camp.  Listed be-
low are a few reminders to help you with the preparation and reconcilia-
tion for the current year. 
 
 Parents making payments directly to the school for their student’s 
tuition need to be deposited into account 1642LL.42100.  PTA dona-
tions should also be deposited into this account. 
 All fundraising must be conducted through your ASB or PTA and 
all proceeds from these fundraisers need to be deposited into their proper 
bank accounts. 
 Any refunds for camp need to be paid through the General Fund Re-

volving account and coded to 164227LL84.5799. 
The “LL” in the account codes stands for your location code. 
 

Once your schools’ camp is completed be sure to complete your recon-
ciliation form as soon as possible.  Please be sure to use the reconcilia-
tion form that was previously emailed to you.  Here are some helpful 
hints for completing the form: 
 
 Provide the actual number of students who attended. 
 Student contributions need to equal the balance of your Outdoor Ed 
Account.  You can find this balance by running the IFAS report, 
GL_501_PSD for account 1642LL.42100. 
 PTA scholarships/contributions field should only include donations 
that are not already deposited into your Outdoor Ed account.  We will 
bill your PTA for this amount. 
 Enter the amount that your ASB will be contributing to the camp.  
Be sure to run the ASB Club Activity report on 4LL1710 to make sure 
that your balance will cover this transfer. 
 Include any other scholarships or funds that will be used to cover 
camp fees.  Please include who is providing these funds and any back up 
documentation that you may have. 
 Make sure that all of your contributions and scholarships equal the 
total camp fees ($225.00 multiplied by the number of students at-
tended). 
 The reconciliation form needs to be signed by your principal.  This 

will allow us to complete any transfer that may need to be done. 
 
Please don’t hesitate to contact me if you should have any questions.  I 
can be reached 841.8683 or larsonha@puyallup.k12.wa.us 
 

  G O O D  C E N T S  

 Sixth Grade Camp Reminders 
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Contributed by:  Heather Larson 

When entering in your requisitions into IFAS please remember to put the ap-
propriate Accounts Payable Specialist Code in the requisition code area.  This would be 0A, 
0B, 0C, or 0D depending on who your Accounts Payable Specialist is.  This is very helpful 
for all of  us as it is used during the process of  assigning the PO number and it also speeds 
up the process of  matching up the invoices when they are received.  This helps the entire 
PR /PO process to be more efficient.  If  you are not sure which code you would use; please 
contact your AP specialist. 

Contributed by:  Heather Larson 

 At the beginning of  the school year we updated the guidelines as to what 
qualifies for use of  the object code 5999 (equipment).  To qualify for the 5999 object code 
the equipment needs to have cost at least $5,000.00.  It is important to remember that this 
is a per unit cost.  Meaning, if  you purchased a security system at a cost of  $4,800, the tax 
was $422.40 and shipping was $150.00 then this purchase would qualify as the grand total 
is $5,372.40.  However, if  you purchased 10 tables at $500.00 per table this would not qual-
ify as each table was only $500.00, even though the invoice total would be over $5,000.00 
once you included shipping and taxes. 

                     MILEAGE RATE CHANGES! MILEAGE RATE CHANGES! MILEAGE RATE CHANGES!    
 
        Effective January 1, 2008 the rate has  
              increased to  50.5 cents  per mile.  Yahoo!! 

   Sharing helps everyone ! 

Contributed by:  Heather Larson 

It is very important to remember that you can not pay for any contracted service through 
your revolving fund (ASB or General Fund).  This would include payments to performers 
at assemblies, storytellers, musical accompanists, and personal service contracts.  All of  
these types of  payments need to come through as a PO or a check request (if  an emer-
gency) and require a Board Approved Contract.  We need to have this information in the 
Accounting Department for year end reporting to the IRS.  Thank you for your help. 

Revolving Fund Reminders 

Requisition Reminders - OA,OB,OC,OD 

  Using Object Code—5599 vs 5999 
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Contributed by:  Barb Rehn 

 

To OPEN OR INCREASE a revolving fund account: 
 
1. Ask Barb Rehn for a form to establish or increase an account 
(ASB or general fund).  Discuss an amount for your fund with your 
administrator. 
2. Send the completed form to Barb @ 109.  A check will be pre-
pared. 
3. Contact your bank regarding their procedures for opening an ac-
count.  Valley Bank requires a signed letter from the Business Of-
fice stating that our Tax ID number can be used for the account 
and a listing of  each person who will be a signer.  Let us know when 
you are ready and we will send the letter. 
4. The fund custodian (typically the office manager) should not be 
a signer on the account since they will be writing the checks and 
reconciling the account. 
5. Let Barb Rehn know the account number when it is set up.  If  
it is ASB let Mary Neideffer know also. 
Keep the names of  the signers on the account readily accessible in 
case a substitute is in the building and would need a check to be 
signed. 
 
To CLOSE a revolving fund account: 
 
1. Contact the bank for any procedures they may have.  Request a 
check made out to Puyallup School District to close the account. 
2. If  there are checks that have not been reimbursed (so that the 
balance in the bank is not equal to the fund amount) send your fi-
nal reimbursement request with the backup for these checks to 
Barb Rehn along with the check from the bank.  Make sure the to-
tal of  the bank-issued check and this backup equals your fund to-
tal.  We will do a journal entry for the unreimbursed amount. 
3. Do a final bank reconciliation and send to Barb Rehn @ 109 
along with the last bank statement. 

 

Opening & Closing Bank Accounts 



 
 

Good Cents created and designed by Mary Neideffer  
With contributions from the Accounting Department 
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Contributed by:   Laura Marcoe 

Our students are very generous and often want to raise money for a charitable organiza-
tion/individual.  These fundraisers are considered ASB activities (unless a school’s PTA is 
willing to operate it) and should be run through the ASB 6000 series of  accounts.  Whether 
it’s a coin drive or a candy bar sale, ASB fundraisers for charitable purposes must be oper-
ated like any other ASB fundraiser. 
 
One important consideration is ASB budget capacity.  ASBs must build in budget capacity 
for both revenues and expenditures in order to carry out charitable fundraising activities.  
As you know, an ASB may NOT exceed the amount of  expenditures it has budgeted for.  
Checks written for fundraising supplies as well as fundraising proceeds to the charitable or-
ganization/individual are considered expenditures.  Each expenditure made out of  the ASB 
decreases a school’s spending capacity for the remainder of  the year.  If  a school is operat-
ing several charitable fundraisers, there may be a risk of  exceeding budgeted expenditures. 
 
Another important consideration is following ASB fundraising policies and procedures.  Re-
gardless of  the type of  charitable fundraiser, it is essential for an ASB to operate in accor-
dance with district policy and other regulations governing ASB.  See the “Fundraising Sur-
vival Guide” for all necessary steps and forms to ensure a successful fundraiser. 
 
The last consideration is to guarantee everyone contributing understands the intended pur-
pose of  the fundraiser.  This is accomplished by clearly advertising the intended use of  the 
donation proceeds, and that money collected is non-associated student body funds. 
 

Business Department 

Accounting Services 

109 E Pioneer 

Puyallup, Wa  98371 

Phone: 253-840-8953 

Fax: 253-841-8692 

If you have any inquiries regarding this publication or its 

content you may contact Laura Marcoe,   Administrator of 

Accounting at 840-8953 

Puyallup School District #3 

http://intranet.puyallup.k12.wa.us/
edsupport/accounting/ 

ASB TIPS—Charitable Fundraising     

This site is a great resource for the current mileage rate, accounting information and commonly used forms.            


