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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 pro-

viding support to our most precious commodity  —  Our Students!        

 
At the beginning of the school year, the District went 
live on the new fiscal, human resources and payroll 
software – BusinessPlus!  The conversion was an abso-
lute success!  We have received very positive feed-
back from schools and departments regarding the 
new system. 
The Accounting and Purchasing departments would 

like to extend a big THANK YOU to everyone for your flexibility,  train-
ing efforts  and, most of all, your patience as the new system was im-
plemented.  Your contributions were invaluable in making the conver-
sion a success! 
 
While we went live with the basic system, we still have a lot of en-
hanced functionality to add over the next several months.  Most re-
cently, we began paying employee reimbursements via EFT.  We are 
proud to offer this more secure way of reimbursing employees, as well 
as the cost savings to the District.   
 
Here are some other benefits you can look forward to seeing: 
 

• CDD reports will have the capability to drill down to the image of 
an invoice! 

• Purchasing backup documentation will be scanned and attached 
to the purchase order. Scanned images will be available in CDD 
reports. 

• Streamlined submission and approval of various forms. 
• Real time information on print shop expenditures. 

We look forward to offering you these improved services over the next 
several months. 
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     Purchasing News 

The Purchasing Department is pleased to welcome our new Assistant Purchasing Specialist - Paige Brain.  
Paige comes to us from the Transportation department, where she was the Office Manager.   Paige replaces Gail 
Akridge, who was promoted to Purchasing Specialist in November.  Due to the BusinessPlus conversion and per-
sonnel changes, it afforded us the opportunity to re-evaluate the purchasing location assignments to ensure the 
most efficient processing of your purchase orders.  Please review the list below for your main purchasing contact.  
However, Paige and Gail are each other’s backup, so please feel free to call the other person for help when your 
main contact is not available. 

Gail Akridge (435-6502) 
 
Executive Administration 
 Nancy French 
 Gale Baker 
 Denette Neville 
 Francine Rouse 
Human Resources 
 Laurie Plumb 
Business Services 
 Tami Kistenmacher 

 Lynn Guyton 
Special Services & Programs 
 Alissa McCoy 
 Karin Catey 
 Gary Lizama 
 Jan Stewart 
Information Technology Center 
 Chris Tillman 
 Jodi Conzatti 
Facilities & Capital Projects 
 Debbi Haworth 
 Sandy Tripple 
 Melissa Brassard 
 Connie Thompson 
Transportation 
 TBD 
Food & Nutrition 
 Terry Heitz 
Logistic Support Center 
 Kathy Raring 
Print Shop 
 Jan Hayter 
 
Consent Agenda Items for School Board Approval 

Paige Brain  (841-8620) 
 
All School Locations 
 Elementary, Junior High, High School 
Student Achievement/Education Support 
 Chris Boiter,  
 Kathleen Heckman,  
 Nancy Reynolds,  
 Anne Hogenson,  
 Karen Higgins 
Textbook & Media Center 
 Lynn Wilson 
Student Programs/Curriculum/Assessment 
 Teresa Finley,  
 Beth Kerrick,  
 Shirley Beauchamp 
Career & Technical Education 
 Cathy Repp,  
 Tracey Mehrer 
Athletics/Sparks Stadium 
 Rita Ferguson 

 

PAPERWORK, PAPERWORK, PAPERWORK… 
 

Here are some tips to facilitate the prompt processing of your purchase order: 
 

• For purchase request documentation requiring signatures from a 
vendor, an administrator, or both, please wait until you have re-
ceived all signatures and attachments before sending to Purchas-
ing.  This includes Prior Approval forms, consultant contracts, and 
other pertinent documentation. 

 

• If you are requesting a purchase order for a conference for which 
there is  more than one person attending , please submit all 
prior approvals together as a package. 

 

• If you have a representative from an organization outside 
of the district coming to your school to make a presenta-
tion to students or teachers, a consultant contract is required. 
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Resale accounts are commonly known as “in and out” or “flow through” accounts.  You may also hear them 

refered to as “1700” accounts, as that is the start of the account code.  Common uses of the resale accounts 

include: field trip admissions, PE uniforms, science boards, art class fees, PSAT exams and book clubs.  At year

-end, resale accounts should net to zero (Revenues - Expenditures = 0).  Meaning, the money deposited into a 

resale account must have a corresponding expenditure.  Likewise, an expenditure coded to a resale account 

must have a matching revenue deposit.  At year-end, building budgets are charged for any expenditures with-

out corresponding revenues. 

 

Here are a few tips to keep the resale accounts clean: 

• Resale money collection should only be for the amount of the anticipated expenditure. 

• When items are purchased that will be sold over a longer period than the current school year (e.g. PE uni-

forms), an inventory of the items must be done at year-end and costed out to confirm that revenue 

(resale account deposits) plus the value of the remaining inventory equals the original expenditure for 

the items.  Alternatively, items of this nature could be sold out of the student store. 

• Resale accounts are not intended for fundraising of any kind.  All revenues and expenditures related to 

fundraising must run through the ASB fund. 

• Periodically run a resale report and review your revenues and expenditures.   
 

Resale Account Code Structure:  (LL is your location number and CC is the department code) 

Revenue Account Code:  1700LLCC . 42200 

Expenditure Account Code:  170027LLCC . 5599 or .5799 
 

A great report to run periodically throughout the year is the GL9003 (resale report) in Business Plus. 

Go to the ALL tab, click on REPORTS, then CDD REPORTS, then go to the SCHOOLS folder.  Click on the 

GL9003 report and input your school’s 2-digit location code in the selection criteria, then click submit to gen-

erate the report.   

PENNY DRIVE ALERT 
Due to the high volume of coins generated by Penny Drives and the cost of coin counters at banks, we have received notice 
from the State Auditor’s office that “Coin-Star” type counters are now approved to use.  Most often penny drives are related to 
charitable fundraisers.  Some coin counters like Coin-Star associate with specific charities, and by dropping the change in the 
coin counter, you automatically donate to the charity you select. However, oftentimes the fundraising is for a charity that is not 
associated with Coin-Star.   Either way, there are certain guidelines specific to penny drive fundraisers that must followed. 
 

Here are the guidelines for proper cash handling related to penny drives and the use of coin counters: 
 

• A district employee who has received cash handling training must have direct supervision of the “money jar” at all timesA district employee who has received cash handling training must have direct supervision of the “money jar” at all timesA district employee who has received cash handling training must have direct supervision of the “money jar” at all timesA district employee who has received cash handling training must have direct supervision of the “money jar” at all times    

• Cash must be secured in the school safe during nonCash must be secured in the school safe during nonCash must be secured in the school safe during nonCash must be secured in the school safe during non----collection times.collection times.collection times.collection times.    

• It is highly recommended that TWO employees take the money to the coin counter (“CoinIt is highly recommended that TWO employees take the money to the coin counter (“CoinIt is highly recommended that TWO employees take the money to the coin counter (“CoinIt is highly recommended that TWO employees take the money to the coin counter (“Coin----Star”), one of which should Star”), one of which should Star”), one of which should Star”), one of which should 
be the person who was supervising the money collection.be the person who was supervising the money collection.be the person who was supervising the money collection.be the person who was supervising the money collection.    

• If donating to a charity not sponsored by Coin Star, then the residual funds (after Coin Star fees) must be deposited to If donating to a charity not sponsored by Coin Star, then the residual funds (after Coin Star fees) must be deposited to If donating to a charity not sponsored by Coin Star, then the residual funds (after Coin Star fees) must be deposited to If donating to a charity not sponsored by Coin Star, then the residual funds (after Coin Star fees) must be deposited to 
the ASB 6000 charitable fundraising account.  A check request must be submitted to Accounts Payable to forward the the ASB 6000 charitable fundraising account.  A check request must be submitted to Accounts Payable to forward the the ASB 6000 charitable fundraising account.  A check request must be submitted to Accounts Payable to forward the the ASB 6000 charitable fundraising account.  A check request must be submitted to Accounts Payable to forward the 
money to the charitable organization.money to the charitable organization.money to the charitable organization.money to the charitable organization.    

• Coin counter receipts must be retained with all other pertinent fundraiser documentation.Coin counter receipts must be retained with all other pertinent fundraiser documentation.Coin counter receipts must be retained with all other pertinent fundraiser documentation.Coin counter receipts must be retained with all other pertinent fundraiser documentation. 

• Coin counter fees can be expensiveCoin counter fees can be expensiveCoin counter fees can be expensiveCoin counter fees can be expensive————please review all applicable fees prior to depositing the money.please review all applicable fees prior to depositing the money.please review all applicable fees prior to depositing the money.please review all applicable fees prior to depositing the money. 
 

If you have any questions about charitable fundraising and/or coin counters, please contact Heather Larson (841-8683).    

RESALE ACCOUNTS 
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Photography Contracts 

The current 5-year photography contract ends in the 2015/16 school year, at which 
time the District will go out for bid again.  Until that time, schools are authorized to en-

gage in photography contracts with the following vendors ONLY: 
 

    Magic School PhotographyMagic School PhotographyMagic School PhotographyMagic School Photography            
    Herff JonesHerff JonesHerff JonesHerff Jones                        

    O’Connor PhotographyO’Connor PhotographyO’Connor PhotographyO’Connor Photography    
    Dorian StudioDorian StudioDorian StudioDorian Studio    

    LifetouchLifetouchLifetouchLifetouch    
 

Each vendor contract is to be established in one-year intervals.  Annually, each princi-
pal is required to sign a new contract with the selected vendor (the same vendor or a 

new vendor from the list above).  No vendor contract shall cover multiple years.  A con-
tract must be executed at the start of each contract period (July 1—June 30) for the 

next school year. 

Photography Rebate Checks 

Schools often receive rebate checks from their school photography com-

pany.  These checks should be sent to the Business Office for deposit to 
your building budget (or ASB, if you prefer).   

 

Picture rebate checks may not be transferred or endorsed over to the PTA.  

The district holds the contract with the photography companies, and the 

terms for picture rebates are part of the contract language.  Therefore, any 
rebate that is paid to the school must be deposited to a school district ac-

count.  PTAs are separate entities from the Puyallup School District, and 

are not entitled to any portion of the rebate check.  You should ensure that 

the photography company you choose is aware that all rebate checks 
should be sent directly to the school. 

 



Audit-Proof Deposit Procedures 

 
 

Fines Invoicing—Lost Books 
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The Business Office is happy to invoice parents/guardians for textbooks that students do not return (if cumu-

lative total of fines/fees exceeds $100). In some cases, the books are subsequently returned to the school—

which is great!  However, it’s extremely important the school notify the Business Office immediately when 

books are returned, so the invoices can be adjusted or canceled accordingly.  In some cases, invoices have 

been sent to collection relating to lost books that had been returned to the school weeks (or even months) 

prior.   

 

In the cases where parents are contacted by the collection company but have already returned the books, 

they are understandably very upset.  Collections information is reported to the credit bureaus, and could 

negatively affect someone’s credit.   

 

Additionally, when invoices are sent to collections, the collection company as-

sesses additional collection fees to the invoice.  If we mistakenly send an in-

voice to collections when the textbooks really have been returned, the District 

is then responsible for paying the extra collection fees. 

 

Please help us to ensure accurate, timely invoice information is sent to our Dis-

trict families.  If books are returned to the school for which a fines invoice has 

been issued, please relay that information immediately to Accounts Receivable. 

 

Please contact Barb Rehn (840-8833)with any questions. 

 

 

Here are some reminders regarding preparing an audit-proof deposit, while ensuring faster processing and 
posting of your cash receipt set: 

• Count the money and reconcile the cash/check composition of the deposit to the BusinessPlus set proof.   

• The cash count, BusinessPlus set proof and deposit slip must all match. 

• Someone (other than yourself) must count the money and verify the cash/check composition of your de-
posit.  Both of you need to initial the deposit slip.  Auditors will look for this second verification. 

• Principals should initial the set proof when corrections need to be made. 

• If corrections are required, Email or fax your set proof to Wendy Preston (Fax: 840-8660).  Please do not 
send the corrections in the courier. 

• Approve your cash receipt set from your workflow tasklist as soon as your deposit is prepared.  If your set 
requires corrections, please note “Corrections Required” in the comment box before submitting your set. 



Please visit the Accounting & Purchasing intranet website! 

 

 

 

 

Or to access it from the District’s Home Page, go to Quick Links and choose Staff Resources 

Click on Staff Intranet Website.  From the Education Support Menu, choose Accounting & Purchasing 

 

This site is a great resource for the current mileage rate, accounting & purchasing forms, procurement card infor-

mation, ASB manuals and fundraising guides.    
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The Prior Approval, Employee Expense Claim and Travel Claim Forms have all been updated to reflect the new mileage 

rate.  For travel and expenses occurring on or after January 1, 2011, please use the 2011 version of the appropriate form.   
 

The updated PDF fillable forms are on the accounting department’s intranet website: 

 

 

 

 

 

Employee Expense Claim Form: http://intranet.puyallup.k12.wa.us/geninfo/forms/Accounting/AcctExpenseClaimForm2011.pdf 

Travel Claim Form:                     http://intranet.puyallup.k12.wa.us/geninfo/forms/Accounting/AcctTravelClaimForm2011.pdf 

Prior Approval Form:                   http://intranet.puyallup.k12.wa.us/geninfo/forms/Accounting/AcctPriorApprovalForm2011.pdf 

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

Effective January 1, 2011 the mileage rate if $.51  per mile 

Travel & Expense Claims Forms (Which Form Do I Use?) 

TRAVEL CLAIM FORM = Use this form to claim reimbursement for out-of-pocket expenditures related to prior approved 
travel transactions; these include conference, seminar, and workshop expenses which may or may not involve an over-
night stay.  Claim forms must be submitted within 30 days of the employee’s return date and must include a copy of the 
prior approval form and meeting/conference agenda. The amounts being claimed should reasonably match the esti-
mated amounts approved on the Prior Approval Form. 

 
 
EXPENSE CLAIM FORM = Use this form to claim reimbursement for non-prior approved travel transactions and other out-
of-pocket expenses; these include itinerant mileage between work locations or for routine daily business, supplies, and 
meeting refreshments. Claims should be submitted monthly except when the total claim is under $5.00. In these cases, 
employees should hold expenses until their claim totals $5.00 or more.  Requests for reimbursement for meeting re-
freshments or meals must include meeting agenda, sign-in sheet or number of employees attending. 

 


