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WHAT IS NEW IN 2023-24 SCHOOL YEAR

New account numbers — please reference the list provided to you by Carrie Rouse.
THE HUB — new way to access Munis and run reports.
New Mileage rate 65.5/mile. Mileage reimbursements should be turned in monthly.

Conference mileage forms will need to have a mapquest or google map attached to show how you came up
with the miles being paid. Reminder that this type of mileage is requested on a Payment Request Form.

New Per Diem Forms. You will need to attach a copy of the IRS Per Diem guide to document how the per
diem was calculated.

Both administrator signature AND printed name and date will be needed on all forms.
Student Activity accounts now only have 2 account numbers.
REVENUE ACCOUNT NUMBER 8xxxR-5114

EXPENSE ACCOUNT NUMBER 8xxx-7920

A new Deposit Count Sheet will need to be attached to all deposits. (detailed information in the Cash
Handling section of this booklet.)
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IMPORTANT REMINDERS FOR 2024-2025 SCHOOL
YEAR

Cash Handling:

M Chromebook Repairs go to account 560R-5114 and go on a GENERAL
FUND ticket

M Include Deposit count sheet, 2 people signed
M No rubber bands, paperclips, baggies, notes sealed in with the cash

M Sales & Expenses of Yearbooks, Fieldtrips or Fundraisers should go into a
Student Activity Fund

Miscellaneous:

M Blue Transportation Forms (that come back with the amounts on them) are
for YOUR records

| Expense Transfer Forms:
o Use Correct Account number
o Include Munis Report for back up
o Principal/Administrator Signature & Dated

M Title | Invoices (purchases) need to be sent Title | first for approval

M PerDiem
¢ Include the Print out from the web Site
e https://www.gsa.gov/travel
e Include a copy of the conference schedule






Vendor Information:

M Al Invoices need to include:
Bill to:
o Kalamazoo Public Schools
o The name of the school
Bill From:
o Company Name/individual Name
o address
o phone number
o email address

| Verify Vendor in system prior to sending invoice
o Not in System?
o W-9 needed
o Vendor Information Form needed
o Contact AP if you have questions

M Remind Vendors, KPS policy is net30 which means we have 30 days from
receipt of invoice to pay

M KPS is Tax Exempt, except items being resold

M Catering:
o Consider Using KPS Catering First

o Non-corporate caterer? Follow Catering Contract from
Website

M Contracted Vendors such as DJ’s, Catering, etc should not be paid by Credit
Card (personal or district p-card) due to 1099 reporting requirements.

M Invoices via Email should go to:
A-K accountspayable-a-k@kalamazoopublicschools.net or
L-Z accountspayable-l-z@kalamazoopublicschools.net
Pass along to vendors







Who to go to when you have questions

Accounts Payable: A-K Rosa De La Garza 337-0138
L-Z Melinda VanMeter 337-0137

Invoice Payments
Reimbursements — Teacher/Staff/Parent
Mileage Reimbursements

Purchasing/Purchase Orders - Terri Aman
Veronika Alexander 337-0124
Accounting:
Deposits - Brenda Ingraham 337-0126
Becki Loedeman 337-0111
Account Reports - Brenda Ingraham 337-0126
Becki Loedeman 337-0111
Budget - Laura Kayser 337-0115
Brenda Ingraham 337-0126
Allie Brong 337-0116
Payroll: Beth Jasiak 337-0130
Bailey Russell 337-0130
Angela Merritt 337-0130
Timesheets
Withholding
Direct Deposit

Sick days, personal time available

Munis: Carrie Rouse 337-0112
Munis Access
Errors/Issues






Please make sure you are using the complete account number. All purchases should be classified
correctly as to what is being purchased. i.e., consumable items that are being used in the classroom or
office (pens, paper, markers etc.) should always go to the object code 6204 for classroom use or 6226
for office use. Please see the “Commonly used account number” section of your booklet.

General Fund Accounts school number ORG(XXX) OBJ (6204)
Student Activity Accounts ORG (8XXX) OBJ (7920) use this number no matter the type of expense

Preference is to have one month at a time on the mileage sheet. Be sure to not include sick days, non-
school days, or act of God days in your totals. We know that this is sometimes not cost prohibitive, so
please do not span over calendar years. (2022-23) August to December would be ok if only a few miles a
month are driven. IRS mileage rate changes January 1 of every year, submit January to June separate
from August to December. DO NOT SEND A WHOLE SCHOOL YEAR at the end of the school year.

Be sure to use the correct account number for between building mileage. (6300)

If attending a conference, use the Payment Request Form and attach a mapquest or google map of your
route and notate the name of the conference as well as the location. Use account number 6302 with
the extension of 221 after your building org code for this, as it is an expense related to the staff
development.

This form is to be completed after the staff member receives approval from their supervisor.
Preplanning is required as this needs to be to the Accounts Payable department at least two weeks prior
to the conference. Payment is for meals and incidentals (not lodging). Incidentals do not include
parking, mileage, rideshare fares or baggage fees (these can be reimbursed separately through a
payment request form with original itemized receipts attached).

Please refer to the Purchasing and Travel Procedure document or the Purchasing Card Cardholder Guide
(section A6) for detailed instructions.

This form is also used when students/coaches/teachers are attending an overnight out of town
competition. In this case, a list of students and staff members attending is required to be attached to
the form sent to Accounts Payable department.






Always make sure invoices are addressed to the administration building at 1220 Howard Street. We
cannot pay for something we do not know about. If vendors want an email address for invoicing
purposes, please have them email according to where their company falls in the alpha category below.

A-K (Sherah) accountspayable-a-k@kalamazoopublicschools.net
L-Z (Melinda) accountspayable-l-z@kalamazoopublicschools.net

Packings slips should be sent to Accounts Payable as soon as the items have been verified as received.
Do not wait for us to send invoices to you, Accounts Payable’s directive is to hold the invoices until the
proof of delivery and packing slips are received, indicating the invoice is okay to pay.

At AR E
est ro 1
i L TONT]S

Please fill the form out COMPLETELY, noting what the reimbursement is for (i.e., do not just put
“SUPPLIES” in this section. A brief description is fine, not necessarily a list of all items purchased.). If
items are being charged to different account numbers, please indicate which items to go which account
number for auditing purposes.

Encourage your staff to follow the district’s purchasing process This ensures that their purchases are tax
exempt as well as getting the district’s contracted special pricing with our vendors. i.e., Amazon, Staples,
Office Depot, School Specialty. We will not reimburse sales tax on personal purchases, so it will save the
staff out of pocket costs by following proper procedures.

In the event of reimbursements, it is preferred that school items be purchased separate from personal
items to help determine the reimbursement total verification. If they are on the same receipt, please do
not highlight these items as the highlighter causes the total to fade quicker, just circle with a pen. Be
sure that the teacher fills out their complete name AND address under the “Check Payable to” section.
Have teachers/staff request their reimbursements in a timely manner to be sure payments are
processed quickly and it helps with budgeting balances.

REMINDERS: Prior to sending to A/P office

1. Allreceipts must be ITEMIZED and be the original receipts. Also proof of payment if not
indicated on the receipt. We must have proof of delivery as well.
2. All requests MUST have a supervisor’s original signature and printing of their name. NOT A
STAMPED SIGNATURE.
3. All requests must have the correct account number on them.
4. Principals must have their supervisor approve their payment requests with a signature,
printed name and date.
K-5 Mycole Dyson
6-12 Craig McCane

***ANY REQUESTS THAT ARE NOT COMPLETE WITH ALL REMINDERS ABOVE, WILL BE RETURNED TO THE
BUILDING SECRETARY FOR CORRECTION.

Please place all receipts in a neat pile and attach to the payment request with only one staple.

All Title | reimbursements must go to the Title | Office prior to Accounts Payable.






Kalamazoo Public Schools 85657
Payment Request Form

INV NUMBER REASON FOR REQUEST (IF OTHER THAN LISTED BELOW) AMOUNT CHECK PAYABLE TO
Receipts Reimburse classroom supplies, crayons, science proj $125.00 Rebekah Loedeman
Supplies (foil, baking soda, vinegar) XXXX Blakeslee St.
Kalamazoo, MI 49006
Student Incent (popsicle party for class achievement) Admin Bldg.

Please put an X by the appropriate statement

XX REIM SUPPLIES PURCHASED

___ADVCONFEXP __/_J - __ 1/ (please supply dates of conference)
___REIMCONFEXP __/ _J __-__[f__J __ (please supply dates of conference)
___REIMMILEAGE _/__ [~ __ 1[I (please supply dates of mileage)

___PER ATTACHED INVOICE COPY
PER ATTACHED FORM

___REPLENISH PETTY CASH

~+Please STAPLE original receipts or invoice to the back of request form******

e ———————____= — s
Summary by Account Number List alf account numbers with amount next to it
Account Number Amount
000-6204 Please make sure there are notes on the
00 0' €230 ~-$95.00 . receipts regarding items being reimbursed.
Reminder, sales tax will not be reimbursed
this year.
If at all possible please separate personal
shopping items from school purchases.
Total Payment $ 125.00
b TS
Administrator Signature Date Administrators printed name
Cabtenet Signature (i appropriaie) Date
White Copy - Business and Finance Yellow Copy- SchoolDept

Please Note: If there is any missing or incorrect information, it will be returned for corrections
|Y.10



Sl T




COMMONLY USED OBIJECT CODES

6108 - Contracted Services (any service type activity or invoice)
DJ services (unless paid with Student Activity funds, then
use 7920), rentals, presenters or presentations

Such as assemblies.

6204 — Teaching Supplies (consumables used in the classroom)
Pencils, paper, tissue, crayons etc.

6226 - Office Supplies (consumables used in your office.
Extension of 241 of 41 after Org code)
Sticky notes, pens, highlighters, folders etc.

6230 — Student Incentive (to benefit students)
Awards for students or for building achievements

6248 — Meals for staff meetings (extension of 221 or 21 after
Org code)

6340 — Student Transportation (extension of 271 or 71 after
Org code)

6516 — Equipment UNDER $5,000 per item

6518 — Equipment OVER $5,000 per item

7920 — All Student Activity expenses (regardless of classification)






OBJECT CODES

Suffix | Code General Description
after
Org
Code
XXX271 | 6340 | EXAMPLE OF HOW THE ACCOUNT WOULD LOOK WITH
EXTENDED NUMBER
6108 Contracted Services
266 | 6112 Contracted Services-Security
6202 Textbook Replacement
6204 Instructional Supplies
241 6226 Office Supplies
6230 Student Incentives
6232 Printing
6236 School Improvement
261 6238 Custodial
6246 Uniforms
221 6248 Food/Coffee
6300 On The Job Travel
(Mileage between KPS buildings)
221 6302 Staff Development
(This includes mileage to and from a conference)
6306 Tuition
6322 Fees/Memberships
6334 Equipment Repair
271 6340 Student Transportation
6380 Books
261 6406 Telephone
6507 Classroom Furniture (non-capitalized)
6508 Classroom Furniture
6509 Other Furniture (non-capitalized)
6510 Other Furniture
6512 Computers/Printers/Scanners
6516 Equipment < $5,000
6518 Equipment > $5,000
7920 All Student Activity Expenses










