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GENERAL 

Finding Fiscal Forms 

        The District Homepage allows you to access Forms and Documents. 

Click on “Staff” in the navigation bar. Select Accounts Payable, Fiscal or Purchasing – then select 
the Form you are looking for.  

 

              Search for your document by using the search function using keywords or dates. 

 

http://www.fcusd.org/site/default.aspx?DomainID=868
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INSURANCE  
a. Vendor on campus - As required by SIA, a vendor may need to provide a Certificate of General 

Liability Insurance naming the District as additional insured. Please contact the Risk Management 
Specialist to confirm requirements. 

b. Off-campus function, field trips, etc. - The contract/agreement will state whether the District 
needs to supply Liability Insurance.  If required, please complete a Certificate of Insurance 
Request Form and submit it along with the contract/agreement to Risk Management. 

****IMPORTANT** - All contracts/agreements/MOUs must be:  

1.) Signed by the Site Administrator; 
2.) Reviewed by the Risk Management Specialist in the Compliance Department; 
3.) Signed by Assistant Superintendent of Business Services; 
4.) Attach fully executed copy with your requisition if a Purchase Order is required.  
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DONATION FORM  
 
 This form is used for ALL donations, regardless of where the money is being deposited. 
 (i.e., trustee, ASB, or District donation account). 
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TRAVEL/CONFERENCE FORM  
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PURCHASING DEPARTMENT 

Requisitions/Purchase Orders 

The Folsom Cordova Unified School District allows specific staff members to submit Purchase Order Requisitions, 
by initiating the process in QSS/QCC, to be approved by budget, and any other necessary departments. Only 
Purchase Orders signed by the Fiscal Department are authorized and bind us to the vendor. This policy is in 
accordance with California Education Code section 42632. Vendors should familiarize themselves with relevant 
state codes and regulations. 

Creating New Requisitions/Purchase Orders 

1. Purchase Order - A legally binding document created by the District and given to a vendor to place 
an order.   
When creating Purchase Orders please include the following information: 
 Include a clear description of the items to be purchased, along with item numbers. 

Anything listed on the requisition will need to match the supporting documents/quote 
attached as backup. 

 If you are ordering more than 15 different items you may combine items into one line item 
and attach matching supporting documents as backup, such as PE supplies, books, etc. 
State in Line Item 1 a short description of the requested items and include “See attached 
list for order details.” 

 Use the correct budget code for the items being ordered. (Contact your budget tech for 
questions) 

 All Purchase Orders are processed to the vendor by the Purchasing Department. No 
orders are to be placed without an approved Purchase Order. 

 If there are any special instructions for processing, make a note in the description section 
at the bottom of your last line item.  Purchasing and/or Accounts Payable will need to 
know of any specific payment dates requested by the vendor, such as deposits and due 
dates. If there are no special instructions, the purchase order will be processed in the 
order it was received. 

 Attach all necessary backup to requisitions in QSS/QCC. This includes quotes, approval 
forms, etc. If not attached, your Requisition will be returned.     

 Make sure you are using the correct tax rate. Rancho Sites: 8.75%. Folsom, Mather, and 
ESC building: 7.75%. Confirm you have the correct rate before submitting your 
requisition.  

 

2. Open Purchase Orders – Used for purchases made throughout the fiscal year from the same 
vendor, i.e., Supplies, Annual events, Ongoing Services, and Field Trips.  
Your Requisition must include:  
 Description: Enter a brief description of what is being requested. 
 Effective Dates: Include the range of effective dates e.g., 07/01/xx – 06/30/xx. 
 Authorized Users: Enter any authorized users allowed to make purchases. 
 Tax: Change the tax from Y to N, so tax is not included. Tax will be paid via invoices.  
 Services: Attach any Personal Service Contract or Insurance as needed.  
 Note: Back-ordered items are not allowed on Open Purchase Orders. If you need to order 

and wait for them to come in stock, then you will need to put in a separate requisition. It 
is encouraged to look for the item in stock with a different vendor.  

 As soon as you know an Open Purchase Order is no longer needed, notify Accounts 
Payable to close the open purchase order. 
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3. Copying a Previously Used Purchase Order 
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Vendors 

District Vendors 
• Purchasing has special pricing/accounts with Preferred Vendors – please check these first 

for best pricing. FCUSD.org/Purchasing under District Vendors and Pricing.  
Adding new vendors 
First, try using one of the existing vendors in the QSS/QCC system before requesting a new vendor.  
Be sure to check thoroughly to avoid duplicate vendors. *New* Vendor categories have been 
added for easy searching for your purchasing needs. To access the categories, please access the 
Purchasing Google Shared Drive - Vendor Categories and search the Active sheet. 
  

o If you still need to set up a new vendor, please do the following:  
 Confirm vendor accepts Purchase Orders and verify form of payment (i.e., check or online 

order). 
 For a NEW Vendor please have the vendor complete OUR NEW VENDOR APPLICATION.  (See 

below for a sample letter and link) You can alter the letter to your request.  
 If the NEW Vendor is a Parent, Student or Employee needing Reimbursement, PLEASE, ask for 

their middle initial. This will eliminate duplicates.  Email purchasing the Full Name, Mailing 
Address, Phone Number, Email and Reason (ex: reimbursement for …, etc.). 

 For New out-of-state vendors that do not have a California street address (PO Boxes do 
not count as residency) and will be performing SERVICES (not goods) for the District, they 
will need to submit a completed 590 Tax Exemption Certificate form along with their 
W9.  (The info will be requested in the VENDOR APPLICATION) 

 After the new vendor has been added to the QSS/QCC System, the Purchasing 
Department will contact you with the vendor number so you can create your requisition. 
Note: Not all companies qualify to do business with the District. 

 

*SAMPLE VENDOR REQUEST LETTER* 
To Vendor: 

The Folsom Cordova Unified School District is interested in doing business with you, or if we are currently working with 
you, we are requesting information to update our records.  

Please complete the short VENDOR APPLICATION to apply to become an approved vendor with us / update your 
company information. 

 We will need a current, signed, and dated copy of your company W-9 emailed to Purchasing@FCUSD.org or if you 
would prefer to fax the completed W-9 form, please send the completed form to fax number 916-294-2472. 
Please make sure the W-9 is completed, signed, and dated. 

• If you are an Individual/Sole Proprietor, the Social Security Number section must be completed. 
• If you are an LLC (Limited Liability Company), make sure you indicate your tax classification. 

(C=Corporation, S=S Corporation, or a P=Partnership. Enter a C, S or P on the line provided.) 
• You may also go to http://www.irs.gov/pub/irs-pdf/fw9.pdf , for the W-9 Form and Instructions. 
• If you are an out-of-state service provider, please send confirmation that you have registered with the 

State of CA to do business in California. 
 Thank you,  
FCUSD Purchasing Team 
Purchasing@fcusd.org  

https://www.fcusd.org/fs/pages/23210
http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/Purchasing_ProceduresToAddNewVendor.pdf
https://www.fcusd.org/cms/module/selectsurvey/TakeSurvey.aspx?SurveyID=486
http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Purchasing Procedure Reminders 
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Amazon Guidelines 
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Purchasing Guidelines  
  
Purchasing works with Instruction, Facilities, ETIS, Risk Management, Compliance, and other departments to ensure that 
purchases align with District policies and ensure the safety of students and staff.  
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Field Trips 

Procedures for processing field trip requests:  
 
Field Trip Purchase Orders: 

 
 All field trips require the appropriate field trip approval form for your event. The options are the 

'Day Field Trip Request Form' or the 'Extended Field Trip Form - overnight in/out of state.' You can 
find both forms on fcusd.org/purchasing. 
  Fill out the form completely and make sure it is signed for approval by the relevant 

administrator.  
 Once you have completed the form, enter your requisition in QSS/QCC. Your requisition 

must include the total cost of your trip, regardless of the school year. This applies even 
when a deposit is required for a field trip scheduled for the following school year. (If the 
vendor is not in our system, please refer to Page 9 before proceeding.)  

 Attach all necessary supporting documents to your requisition before releasing it to 
Purchasing for review. 

 
Include the following details on your Purchase Order:  

 
 What: Provide the name of your event. 
 Who: Specify who will be attending the event. 
 Where: Indicate the location where the event will take place. 
 When: Provide the date of the event.  
 Payment: Include details on when the deposit and final payment are due. 
 Additionally, provide any information necessary to finalize your trip. For example, specify where 

to send a copy of the Purchase Order, where to send payment, if the payment needs to be hand- 
carried on the day of trip, or if the check is needed to be sent to the vendor prior to the event 
date. 

 If you are unsure of the exact number of students at the time of creating the requisition, you may 
estimate the count. However, a final count must be completed before the check can be processed. 
Once the count is finalized, a change order must be completed and emailed to Purchasing@fcusd.org 
if the total is over your estimated amount. 

 Purchasing runs the last weekly PO batch on Friday afternoons to support Accounts Payable’s 
Monday check run. Any rushes needed after this time frame, please email the Purchasing 
Department at Purchasing@fcusd.org for processing approval. 

 
 
 
 
 

NOTE:  A field trip approval form is required for any student activity coded to a 5860 
object code. This requirement applies to all activities, including but not limited to 
virtual, off-campus, after school, weekend, and summer events.  

 
All field trips must be submitted for approval with complete documentation in 
QSS at least two weeks prior to the check needing to be sent to the vendor. 

mailto:Purchasing@fcusd.org
mailto:Purchasing@fcusd.org
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Conference and Travel 
 
When entering a Requisition for a conference or a hotel for a conference, you will need to include a PRE-
APPROVED (signed) FCUSD conference approval form, cabinet approval email, conference flyer/agenda, and 
registration info or confirmation and/or hotel reservation.  
 
 
Include the following details on your Purchase Order:  

 
 What: Provide the name of the Conference.  
 Who: Include all Attendee names  
 Where: Indicate the location where the conference is being held or virtual if it is online. 
 When: Provide the date of the event; if it is for a hotel, please include the check-in and check-out 

dates.  
 Conference-  

o If attendees are already registered, make a note on Requisition and attach confirmation.  
o If attendees need to be registered, include the steps for the registration, i.e., registration 

form to send, register online (provide link).  
 Hotel- Include check-in and check-out date on requisition.  

o If attendees have already booked their rooms using their personal cards, please include 
the confirmation number, attach the reservation as backup, and make a note on the 
requisition to swap payment to the District Credit card. 

o If the attendees have not booked rooms, please make a note on the requisition for 
Purchasing to book rooms. If there is a special conference hotel and rate, please provide 
a link or information on how to book rooms.  

o Closer to check-in, Purchasing will send the requestor and attendees a detailed email with 
hotel information and instructions.  

 Additionally, provide any necessary helpful information needed to process registration or hotel, 
such as the deadline for registration for discounts or other information to help expedite the 
process.  

 
 
 
For Conferences that require Flights - Concur is our District flight program. Flights are booked by site 
admin assistants. For new accounts, email Fiscal-Travel@fcusd.org to request access.  
 
Once you have access, book all flights using https://www.concursolutions.com/ 
Send all conference approval back up to Fiscal-Travel@fcusd.org prior to booking. Flights are held 24 hours 
for approval, so make sure you have all the documents ready, and you are not booking on a Friday night 
or holiday when no one is available to approve.  
 
 
 
 
 
 
 
 

mailto:Fiscal-Travel@fcusd.org
https://www.concursolutions.com/
mailto:Fiscal-Travel@fcusd.org
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Personal Services Contracts 
 
 
 
Personal Service Contract: 
 A Personal Service Contract is required whenever a vendor is going to perform service at a District 

location, such as an assembly, repairs, work as a D.J., or security services as well as virtual 
services.  

 You can find an interactive PSC form on https://www.fcusd.org/staff/forms-documents. Please 
completely fill out the District portion before sending to the vendor for completion and signatures 
of their portion and initial exhibits. There are multiple versions please make sure you are using 
the correct one for your service type. Any time a vendor comes on-site, they are required to 
provide a Certificate of Insurance. Please contact Risk Management for requirements, questions 
or help obtaining this information.

http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/Purchasing_IntPersonalServicesContract.pdf
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 Change Orders 
 

Processing Change Orders: 
 You can find an interactive change order form on fcusd.org/purchasing. 
 When is a change order required? 

 The amount of an invoice is 10% or $100 more than the  
original purchase order. 

 There is a change in the budget code. 
 Adding/removing authorized users 
 Requesting an increase/decrease in funds or transferring funds.  

  All change orders must be completed and signed by your Principal/Department Head before 
emailing to Purchasing@fcusd.org for processing. Fiscal/Purchasing signatures are completed by 
Purchasing.  Accounts Payable cannot process payments until the change order is processed by 
Purchasing. 

 

mailto:Purchasing@fcusd.org
mailto:Purchasing@fcusd.org
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Cancellation Form 
 
Processing Cancellation Forms: 
 You can find an interactive Cancellation form on fcusd.org/purchasing. 
 When is a Cancellation Form required? 

 Any time you need to cancel a requisition/purchase order. 

All Cancellations must be completed and signed by your Principal/Department Head before emailing to 
Purchasing@fcusd.org for processing.  

mailto:Purchasing@fcusd.org
mailto:Purchasing@fcusd.org
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Inventory Transfer/Disposal Form/Surplus and New Furniture Requests  

All surplus equipment/furniture requests, disposals, transfers, and removal, including electronic recycling, can be 
requested by your custodian by entering a new ticket in HappyFox https://fcusd.happyfox.com under Equipment Moves, 
Adds & Recycling category. Please have your custodian provide as much information as possible, include asset tag 
numbers and picture if possible.  
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ACCOUNTS PAYABLE DEPARTMENT 
Ashling Gaffney: Vendors A – L & Mileage Reimbursements 
Cher Smith: Vendors M – Z & Conference/Employee Reimbursements 

RECEIVING MATERIALS - Step 1 
If you think emphasis on the importance of receiving is exaggerated, consider this: data from 
your site determines what and when the Accounts Payable Department pays vendors.  Success 
or failure in receiving determines what your site pays for your materials, and errors can be 
very costly!  If receiving doesn’t note when shipments are missing a few cartons, you will 
overpay for the actual goods received as well as incur backorders. If the received items differ 
from what was expected, you’ll unnecessarily expend time and money to correct the problem.  

It is the responsibility of the receiving site to: 
1. unpack incoming materials 
2. check quantities received against the shipper’s packing list 
3. identify goods received with descriptions on the purchase order 
4. notify vendor of missing or damaged materials 

 

INVOICE APPROVAL - Step 2 
Invoice approval is an important step in the receiving procedure, since it certifies that the 
materials have been received as ordered and the payment can be made. By the time materials 
reach your site, the Accounts Payable Department usually will have received the invoice from 
the vendor.  The invoice and a copy of the purchase order are held in the Accounts Payable 
Department.   

It is the responsibility of the receiving site to notify Accounts Payable that 
materials have been received in good order via approved: 

(one of the following)  
1. receipt 
2. packing list/slip 
3. invoice 
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Getting Invoices and Reimbursements Paid 
o Do not hold paperwork – sign/approve and send in right away. 

 Invoices, packing slips, receipts, reimbursement forms  
o Signature stamps will NOT be accepted for approvals. 
o An invoice must be received in Accounts Payable for payment to be issued.  

 exceptions addressed case by case 
o All invoices must reference PO number. If not on invoice write it in.  
o If PO has multiple codes, note on invoice what amount for what code.  
o Items coded to object code 4325 must include a copy of the meeting agenda.  
o Amazon orders – site MUST print invoice, sign, and send in. 
o ODP open PO invoices auto paid (no approval required) notify AP about budget code splits. 

 Send copy of order with breakdown 
o Check open PO balance before ordering. 

 AP can only overpay a PO by 10% (maximum $100.00) 
 Send change order to purchasing@fcusd.org and cc Accounts Payable clerk 

o Made your last purchase on an OPEN PO?  Let Accounts Payable clerk know to close. 
 You can simply write “final” on the last bill 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
o Employee Reimbursements are limited to $300. Please remind all staff no matter what 

department the funding is from: 
 NOT for field trips or services 
 Plan and use a Purchase Order for purchases with vendors who accept POs. 

Employees take a risk of not being reimbursed when purchasing from a District- 
approved vendor. 

o Mileage claims to be turned in monthly. 
o Be sure to use the most current forms from Staff Forms & Documents. 
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Payments (Check & EFT) 
o Accounts Payable print and mail checks once a week. 

• Exceptions during holiday closures and fiscal year end process 
o Accounts Payable process EFT payments once a week. 

• Exceptions during holiday closures and fiscal year end process 
• FCUSD has partnered with Fidelity Information Services (FIS) to provide EFT 

options for vendor payments.  This is optional for our vendors, and it is the 
vendor’s responsibility to sign up and manage their account through FIS 

 

 

 

 

 

 

 

 

Rush Items, Need By or Special Handling 
o  Plan Ahead - “rush” payments can be difficult and not guaranteed. 

• Contact Purchasing directly when inputting a rush requisition 
• Please try to allow a two-week minimum process time 

o If there is an urgent need, special arrangements for a one-time check pickup at the District 
Office can be arranged. Contact information of the person picking up the check is required 
so they can be notified and given instruction when the check is ready. 

o If you need a check by a specific date, state that in requisition/PO.   
o If you need the check sent somewhere OTHER than directly to the vendor, state that in 

requisition/PO. 
o When the vendor requires that back-up documents be sent with the check, be sure to 

send the back-up to Accounts Payable and state those facts regarding back-up in the 
requisition/PO.
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How to view Payments in QSS 

1 QSS main menu select Accounts Payable 

 

2 Select PO Payments (PO)  

 

3 In the Quick Search area type either of the following: 
A PO number in the first box of the Purchase Order # range. 
A requisition in the first box of the Requisition # range. 

Click Search 
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4 Window shows all payments made on the PO, if multiple account lines, select by clicking line number 

 

Columns you will need to know 

• [line number]: The line number for the payment 
• Payment Type: 

P - Partial payment to make a payment to the vendor and liquidate part of the encumbrance 
F - Final payment to pay the vendor and liquidate all remaining encumbrances 
M - Credit memo to claim a credit against an account 
C - Close to liquidate remaining encumbrances and block future payments 
O - Reopen to re-encumber a closed account 
R - Carry forward to next FY rollover the amount to the next fiscal year as a PO 
L - Create a liability to roll the amount into the next fiscal year as a Payables Payment (CL) 

Example, you receive goods two days before the end of a fiscal year, so the vendor will not be paid until 
the next fiscal year. This action posts an expense in the current fiscal year and sets up a liability to be paid 
next fiscal year. 

 
• Date: the invoice date 
• Invoice Description: invoice number or memo 
• $ Payment: the dollar amount of the payment 
• $ Liquidate: the dollar amount of the encumbrance to liquidate 
• $ Net: net payment 
• $ Balance: the balance of the PO 
• Use Tax: N for no use tax or Y/1 for use tax rate Folsom/Rancho 
• UT Rate %: the use tax rate 
• $ UT Amount: the dollar amount of use tax 
• UT Obj: The expense object for use tax 
• Vendor Address: the address used for payment 
• Date Paid: blank for an unpaid transaction or the date paid 
• Warrant: (check number) blank for an unpaid transaction or a warrant number 
• Wr Status: the status of the paid warrant – ‘outstanding’ is a place holder contact AP for status 
• Additional Columns not listed above do not pertain to PO Payment Status 
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Employee Reimbursements 

Employee Reimbursement forms must be submitted to Accounts Payable as soon as possible after 
expenses are incurred. Original receipts must be sent with the form. 
Forms are online: Staff Forms & Documents. 
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Employee Reimbursement Procedures 
 
An employee making a purchase from his/her own personal funds takes the risk that he/she 
will not be reimbursed.  
  
Employees should plan and use Purchase Orders for purchases with vendors who accept POs 
rather than the reimbursement process, regardless of the amount. Discount/warehouse stores 
can offer lower prices, but once employee’s gas and time are factored in, rarely is it cost- 
effective. 
 
The Purchasing Department can quickly verify if a vendor works with the District. 
 
Office Depot is an approved vendor used to provide most school and department needs with 
overnight deliveries. 
 
Amazon is an approved vendor, and every school has an account. Staff can place wish list items 
in cart to be ordered. Personal Amazon account orders should no longer be processed.  
 
Employees making a purchase which requires delivery should have items shipped to school site 
or department, not their personal address.  
 
In compliance with Board Policy (BP) 3310 and Administrative Regulations (AR) 3310, 
employee reimbursements must follow the guidelines below: 
 
• Furniture and equipment purchases are not allowed and will not be reimbursed.  
 
• Reimbursements over $300 are not allowed. NOTE:  Receipt splitting is considered one 

 purchase and will not be reimbursed.  
 
• All expenditures must be supported by original itemized receipts. Proof of payment 

should include one of the following: (A) original receipt, (B) front & back copy of cashed 
check,  (C) copy of bank/credit card/PayPal statement showing charge (blackout account 
numbers) 
 

• Receipts for reimbursement should not be comingled with items purchased for personal 
use.  

 
• Multiple purchases made by an employee will be monitored for compliance with Board  

 policy. 
 
The only document that legally commits the District to pay for a purchase is a properly 
approved Purchase Order issued by the purchasing department. 
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Mileage Claims should be submitted to Accounts Payable monthly. Mileage rate can vary year 
to year – be sure to use the most current form from Staff Forms & Documents (online).

Are you using the 
most current form 
with correct rate? 
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Request Petty Cash 
o Petty Cash is established once per school/fiscal year and is given to aid in quick small 

purchases as a convenience for your site. 
o School Sites must request to establish their petty cash funds via: 

• Request to Establish Petty Cash form (online – Staff Forms & Documents) 
• School Letterhead (must include same information as form) 
• Amount Limit ($150.00 Elementary/$300.00 Secondary) 

Guidelines for Petty Cash 
Responsibility 

• The petty cash is to be safeguarded as the personal responsibility of the Petty Cash Custodian.  This 
person must be able to produce the fund, either in cash or in receipts or vouchers upon demand of the 
District’s auditor.  

Use of Fund 
• Supply items may be purchased (object codes in the 4000 series). 

Plan and use Purchase Orders for purchases with vendors who accept POs 
• Postage may be purchased (object code 5920) 

Unallowable Uses 
• Do NOT combine petty cash funds with any other funds, particularly a student body account. 
• Paying for a service of any kind/non-supply items is NOT allowed. 

Examples: contracted services, consultants, sports officials, travel claims, entertainment. 
Receipts & Coding 

• Each purchase must be supported by an original receipt in order to receive reimbursement. 
• Attach all receipts to an 8 ½ x 11 piece of paper.  DO NOT fold, tear, cut or alter receipts.  Dates, vendor 

names, prices, etc. must be seen. 
• Receipts for reimbursement through petty cash should NOT be comingled with personal items.  

Separate purchases should be made.  DO NOT use markers to highlight amounts. 
• Indicate the budget code on each receipt according to FCUSD Chart of Accounts. 

Items coded to object code 4325 MUST HAVE a copy of meeting agenda included with receipt. 
Reimbursement of Fund 

• To receive reimbursement, complete a Request for Reimbursement of Petty Cash Form (online) 
• Attach all receipts to this form, signature of school principal is required, and send to Accounts Payable. 
• Petty cash reimbursement requests will be reimbursed by the Accounts Payable Dept.  

Closing of Fund 
• All petty cash funds must be closed by the cutoff date provided by Fiscal Services Dept. 
• Closing form and money envelope will be sent from Accounts Payable Dept. 
• All cash and/or receipts MUST total original established petty cash fund. 
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GENERAL FISCAL PROCEDURES 

Deposits 
• Checks for deposit into your site or department budgets (and Trustee/ASB checks in excess of $500) are 

sent to the District office with a Transmittal of Checks or Cash form (found online, Staff >> Forms & 
Documents >> Fiscal Services). 

• Before sending the check to Fiscal Services, make a copy of the check for deposit; attach the original check 
and the copy to the top of the Transmittal form with a paperclip (no staples, please.)  Attach necessary 
back-up documentation to the back of the Transmittal form. 

• Deposits for your Trustee/ASB accounts can be picked up using the bank courier from Community West 
Bank if the deposit contains no more than $1,000.00 cash. Send an email to both Gloria Benjamin 
(gloria.benjamin@cvcb.com) and Michele Brand (michelebrand@cvcb.com) to coordinate your deposit 
pickup.  A 24-hour advance notice is required. 

• If your Trustee/ASB deposit contains more than $1,000.00 cash, a pickup will need to be coordinated 
with the District delivery driver, Marco Bricio. Send an email to Marco (mbricio@fcusd.org), and cc: Geri 
Wickham (gwickham@fcusd.org), Katrina Glover (kglover@fcusd.org), Norma Trujillo 
(ntrujillo@fcusd.org), and Jeff Leslie (jleslie@fcusd.org)  

http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/Budget_TransmittalCks-CashForm.pdf
mailto:gloria.benjamin@cvcb.com
mailto:michelebrand@cvcb.com
mailto:mbricio@fcusd.org
mailto:gwickham@fcusd.org
mailto:kglover@fcusd.org
mailto:ntrujillo@fcusd.org
mailto:jleslie@fcusd.org
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Budget Reports 

You now have several report-running options. The presets have been updated to help make things 
easier for you. Once submitted, all reports can be viewed and/or printed from the Print Manager screen 
on the QSS tree.  

 

 

COMPARATIVE BUDGET REPORTS (BDR 110) 

You now have access to a Comparative Budget Report which will allow you to see the balance in your 
accounts in between Budget Model updates. This is the report we recommend you get in the habit of 
running. Here is where it will be located on your QSS Menu.  (You may need to double-click on the 
Comparative Budge Report to open it.) 
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When the Comparative Budget Report Writer opens, click on the little folder icon with the green arrow 
on the top left corner. 

 

You can now enter a preset to retrieve your information: 

 

Type in School Budgets in the Search bar at the top of the page, and it will auto-populate the preset 
as shown: 
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Double-click on the line, then choose OK: 

 

Under the Accounts tab, type in your school location and run the report by clicking the lightning bolt. 

 

 

These are the columns that appear on the Comparative Report: 
 

* Column 1 * * Column 2 * * Column 3 * * Column 4 * * Column 5 * * Column 6 * * Column 7 * 
24-25 24-25 BD 24-25 BD Encumbran Actuals Enc/Act Balance 
Non-PC M1 Pos M2 M1M2 Combo         
2025 2025 2025 2025 2025 2025 2025 
    BUDGET     ENC+ACTUALS BALANCE 

Your new “budget” is in column 3; column 5 shows the total of both your encumbrances and 
expenditures; column 7 shows the balance remaining in each line item. (If you love Excel, we can 
show you how to download the report into Excel for even easier reading.) 
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Budget Report Writer (BDX 110) 

When the Budget Model has been updated, you can accurately run a BDX. This is one that many of 
you are familiar with, so it may be your preferred report to run. Just remember that certain times of the 
year, it may not have the most up-to-date budget balance information.  

 

 

You will select the file to retrieve the preset “SCHOOL BUDGETS”, same instructions as before. 

Under the Accounts tab, type in your school location and run the report by clicking the lightning bolt. 

 

 

 

These are the columns that appear on the Budget Report Writer: 

                               
Budget                Spent    Encumbered  Balance 
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Financial Activity Report (FAR 110) 

This report is great for showing you details about what has been spent and encumbered. Like the BDX 
at certain times of the year the balance data may not be accurate.  However, the amounts listed in the 
Spent and Encumbered columns should be reflective of your actual costs and encumbrances. 

 

You will select the file to retrieve the preset “SCHOOL BUDGETS” using the process described above. 

Under the Accounts tab, type in your school location and run the report by clicking the lightning bolt. 

 

 

 

These are the columns that appear on the Financial Activity Report: 

 

          Budget            Spent        Encumbered Balance 
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Purchase Order Report Writer (POR 110-Open PO Report) 

This report is a great way to see what Purchase Orders have been opened, balances left on open 
Purchase Orders, and to see if any invoices have been paid against the PO. Just remember the 
balance will only reflect the invoices Accounts Payable has paid, not ones waiting to be paid. Be sure 
to keep a running total every time you enter a purchase using an Open PO. 

 

 

You will select the file to retrieve the preset “SCHOOL BUDGETS” 
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Then choose OK: 

 

Under the Accounts tab, type in your school location and run the report by clicking the lightning bolt. 

 

Here’s what the report will look like: 

 

(PO #) (Vendor Info) (Budget Code) (Descrip)       (Amount)    (Paid thus far)   (Balance)  (Date)
  

Remember to complete a Cancellation Form if there is still a balance on a purchase order that will not 
have more payments made against it and a Change Order Form if you need to increase, decrease, or 
change authorized users. These completed forms should be emailed to purchasing@fcusd.org. 

mailto:purchasing@fcusd.org
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Budget Revisions  

 

The Budget Revision Worksheet has been developed to serve two main purposes: 
1) To realign the budget to reflect projected expenditure plans for the whole school year. 
2) To transfer funds to cover negative expenditure object code balances. 

The main tool used to fill out a Budget Revision Worksheet is the Comparative Budget Report (BDR). 
A BDR Report includes a summary of the budget, encumbrances, and expenditure amounts. The 
balance for each object code will help you determine what amount, if any, you wish to transfer. Enter 
the budget string and the amount that you want to transfer from in the decrease column. The budget 
string and the amount you wish to transfer to should be placed in the increase column.  You may 
also provide a spreadsheet with this information to your Budget Technician. 

 

GENERAL GUIDELINES 
1) Please round to whole numbers. 
2) Subject to the restrictions listed below. Transfers may only occur between programs with the same 

resource code. 
3) Remember that the total of all increases must equal the total of all decreases within each resource 

code. 
4) Estimate projected expenditure plans through June 30, 2025. 

 

RESTRICTIONS 

Refer to your Budget Allocation Sheet to determine if your funds are discretionary or non-discretionary.  
Discretionary Funds can be moved to any category, as long as it is the same Resource.  Non-discretionary 
Funds must stay within the same category, i.e. Custodial Funds must stay within Custodial. 

 

BUDGET REVISION DIRECTIONS 
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Page | 42  

 

 

Transferring Expenditures  
This form is to be used when you need to move actual expenses.  
(Not used to move budget or encumbrances.) 

 

 
 

Debit means the account you want expenditures to go into.  
Credit means the account you want to take expenditures out of. 

http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/Budget_ExpenditureTransfer_Form.pdf
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Transferring Payroll 
This form is to be used when you need to move payroll expenses.  

 

 
Debit means the account you want expenditures to go into.  

Credit means the account you want to take expenditures out of. 
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Budget Codes 

Fiscal Services 

 
                   
    Elementary Schools       CODES 

Instructional 
Supplies 01-0009-0-4300-XXX-1130-1000-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1130-1000-009-000 Food 
for In District Meetings (Staff Development) 01-0009-0-4325-XXX-1110-1040-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1130-1000-009-000 
Computer Equipment (between $500 and $5,000) 01-0009-0-4415-XXX-1130-1000-009-000 
Conference 01-0009-0-5200-XXX-1110-XXXX-009-000 
Mileage 01-0009-0-5210-XXX-1110-XXXX-009-000 
Maintenance Agreements (Riso, Copiers) 01-0009-0-5660-XXX-1130-1000-009-000 Field 
Trips - Transportation Dept. Fees 01-0009-0-5730-XXX-1130-1000-009-000 Other 
Services and Operating Expenses 01-0009-0-5800-XXX-1130-1000-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1130-1000-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1130-1000-009-000 

Staff Development - Conferences 01-0009-0-5200-XXX-1110-XXXX-009-000 Library 
Books 01-0009-0-4200-XXX-1440-2420-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1440-2420-009-000 
Supplies 01-0009-0-4300-XXX-1440-2420-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1440-2420-009-000 
Other Services and Operating Expenses  01-0009-0-5800-XXX-1440-2420-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1440-2420-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1440-2420-009-000 

Administration 
Supplies 01-0009-0-4300-XXX-1110-2700-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1110-2700-009-000 
Food for In District Meetings 01-0009-0-4325-XXX-1110-2700-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1110-2700-009-000 
Computer Equipment (between $500 and $5,000) 01-0009-0-4415-XXX-1110-2700-009-000 
Mileage 01-0009-0-5210-XXX-1110-2700-009-000 
Maintenance Agreements 01-0009-0-5660-XXX-1110-2700-009-000 Other 
Services and Operating Expenses 01-0009-0-5800-XXX-1110-2700-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1110-2700-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1110-2700-009-000 

Operations 
Supplies 01-0009-0-4300-XXX-0000-8200-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-0000-8200-009-000 
Mileage 01-0009-0-5210-XXX-0000-8200-009-000 
Repair/Labor 01-0009-0-5610-XXX-0000-8200-009-000 
Rental & Leases - Equipment 01-0009-0-5640-XXX-0000-8200-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-0000-8200-009-000 

COMMONLY USED BUDGET CODES 
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Fiscal Services 

 
 

Secondary Schools CODES 

Instructional 
Supplies 01-0009-0-4300-XXX-1170-1000-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1170-1000-009-000 Food 
for In District Meetings (Staff Development) 01-0009-0-4325-XXX-1110-1040-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1170-1000-009-000 
Computer Equipment (between $500 and $5,000) 01-0009-0-4415-XXX-1170-1000-009-000 
Conference 01-0009-0-5200-XXX-1110-XXXX-009-000 
Mileage 01-0009-0-5210-XXX-1110-XXXX-009-000 
Maintenance Agreements (Riso, Copiers) 01-0009-0-5660-XXX-1170-1000-009-000 Field 
Trips -Transportation Dept. Fees 01-0009-0-5730-XXX-1170-1000-009-000 Other 
Services and Operating Expenses 01-0009-0-5800-XXX-1170-1000-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1170-1000-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1170-1000-009-000 

Staff Development - Conferences 01-0009-0-5200-XXX-1110-XXXX-009-000 Library 
Books 01-0009-0-4200-XXX-1440-2420-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1440-2420-009-000 
Supplies 01-0009-0-4300-XXX-1440-2420-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1440-2420-009-000 
Other Services and Operating Expenses  01-0009-0-5800-XXX-1440-2420-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1440-2420-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1440-2420-009-000 

Administration 
Supplies 01-0009-0-4300-XXX-1110-2700-009-000 
Computer Software & Supplies 01-0009-0-4315-XXX-1110-2700-009-000 
Food for In District Meetings 01-0009-0-4325-XXX-1110-2700-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-1110-2700-009-000 
Computer Equipment (between $500 and $5,000) 01-0009-0-4415-XXX-1110-2700-009-000 
Mileage 01-0009-0-5210-XXX-1110-2700-009-000 
Maintenance Agreements 01-0009-0-5660-XXX-1110-2700-009-000 Other 
Services and Operating Expenses 01-0009-0-5800-XXX-1110-2700-009-000 
Software Lic & Online Svcs 01-0009-0-5815-XXX-1110-2700-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-1110-2700-009-000 

Operations 
Supplies 01-0009-0-4300-XXX-0000-8200-009-000 
Equipment (between $500 and $5,000) 01-0009-0-4400-XXX-0000-8200-009-000 
Mileage 01-0009-0-5210-XXX-0000-8200-009-000 
Repair/Labor 01-0009-0-5610-XXX-0000-8200-009-000 
Rental & Leases - Equipment 01-0009-0-5640-XXX-0000-8200-009-000 
Equipment (over $5,000) 01-0009-0-6400-XXX-0000-8200-009-000 

 
 

COMMONLY USED BUDGET CODES 
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 Reimbursable/Donation Programs 
a. GOAL 1670 - Site Clearing/Reimbursable – Trustee - Elementary 

 
Goal “1670” is the “Site Clearing/Reimbursable” account for Trustee reimbursements. It is 
only for Trustee Account expenditures that are to be reimbursed by the Trustee Account. 
This includes Field Trip charges, purchases that need to be made through the District 
via Purchase Orders (such as payments to any non-employee outside contractors), etc. 
 
The account string is as follows: 
 
01-9911-0-XXXX-XXX-1670-XXXX.009-000 (Expenditures) 
01-9911-0-8699-XXX-1670-0000.009-000 (Revenue) 
 
The “X” components of the account string can vary based on what the item(s) or service(s) 
being provided is and the school site. 
 
This account must balance to “0” at the end of the school year. 
 

b. GOAL 1671 - Site Clearing/Reimbursable – General - Secondary 
 
Goal “1671” is for “Site Clearing/Reimbursable – General.” This i s to be used for any 
expenditure that will be reimbursed by someone other than “Trustee,” “Student Body,” 
or another entity.  Do not use Goal 1671 for reimbursements by PTA/PTO – please use 
Resource 9915 for those programs. 
 
The account string is as follows: 

01-9911-0-XXXX-XXX-1671-XXXX.009-000 (Expenditures) 
01-9911-0-8699-XXX-1671-0000.009-000 (Revenue) 

This account must balance to “0” at the end of the school year. 
 

c. GOAL 1673 - Site Student Body/Trustee Reimbursable 
 
Goal “1673” is to be used for any expenditures run through the District that will be 
reimbursed by Student Body/Trustee Accounts at the Secondary level, including Field Trips 
and payments to outside vendors for student use, such as athletics and clubs. 
 
The account string is as follows: 
 
01-9911-0-XXXX-XXX-1673-XXXX.009-000 (Expenditures) 
01-9911-0-8699-XXX-1673-0000.009-000 (Revenue) 
 
This account must balance to “0” at the end of the school year. 
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d. GOAL 1674 - Sly Park 
 
Goal “1674” is to be used only for the Sly Park payment to SCOE. All income received to go 
towards Sly Park gets credited to this account. 
 
The account string is as follows: 
 
01-9911-0-5860-XXX-1674-XXXX.009-000 (Expenditures) 
01-9911-0-8699-XXX-1674-0000.009-000 (Revenue) 
 
This account must balance to “0” at the end of the school year. 
 

e. RESOURCE 9913 - Donations/Fundraisers 
 
This Resource is to be used for donations and expenditures that you want or need to track 
separately.  It is not for reimbursable income or revenue.  Unused funds will carry over to the 
next school year. 
 
The account string is as follows: 
 
01-9913-0-XXXX-XXX-XXXX-XXXX.009-000 (Expenditures) 
01-9913-0-8699- XXX-XXXX-0000.009-000 (Revenue) 
 

f. RESOURCE 9915 – PTA/PTO 
 
This Resource is to be used for purchases that are to be reimbursed by the PTA/PTO. 
 
The account string is as follows: 
 
01-9915-0-XXXX-XXX-1205-4100.009-000 (Expenditures) 
01-9915-0-8699-XXX-1205-0000.009-000 (Revenue) 
 
This account must balance to “0” at the end of the school year. 
 

g. RESOURCE 9917 – Intel 
 
This Resource is to be used for donations from Intel, commonly called PC Pals. 
 
The account string is as follows: 
 
01-9917-0-XXXX-XXX-1415-XXXX.009-000 (Expenditures) 
01-9917-0-8699-XXX-1415-0000.009-000 (Revenue) 
 
Unused funds will carry over to the next school year. 
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Object Codes with Descriptions 
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Fundraising – Trustee 

• If the fundraiser involves the sale of food on campus, site administrators must verify items meet nutritional 
guidelines, and Food Services must review and approve. 

• Send original form to Shannon Buck in Educational Services two weeks prior to the start of the fundraiser, and 
the appropriate Director or Educational Services will review the request and sign the form. 

• The Budget Technician for your site will send a copy of the signed form back to your site. 
• The approved/signed form must be received at the site before the date of the fundraiser. 
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Trustee Do’s and Don’ts (procedures found in Staff Forms) 

Share with ENTIRE staff annually.  Trustee and Associated Student Body Funds are considered, by law (Education Codes 
48930, 48933 & 48937) and Board policy, to be under the umbrella of the District. All Internal Revenue Service, generally 
accepted accounting procedures, and Board policy rules and regulations apply. 

DO’S – TRUSTEE 

• Make purchases that benefit the students currently enrolled.  “This year’s money on this year’s kids.” 
• Complete a Disbursement Form with written pre-approval from the principal (or their designee) PRIOR to making any 

purchases or obligating funds for purchases/services. 
• Disbursements (payments) require a pre-approved Disbursement Form, receipt of goods, and an original invoice/receipt.  
• All checks written require two authorized signers.  An authorized signers’ reimbursement check must be signed by two 

other authorized signers (site principal, or site designee, AND Executive Director of Administrative Services). 
• Use the District’s purchase order process for disbursements (payments) to ANY District vendor AND for all furniture, 

equipment, services, presenters, field trips, and science camps. 
• Contact your District office liaison if you are not sure how to process emergency payments. 
• Process disbursements (payments) for employees, coaches, choreographers, etc. through PAYROLL.   All MUST 

obtain fingerprint and TB clearance prior to providing services. 
• Apply the District’s Employee Reimbursement Procedures for any reimbursement request.  Use Disbursement Request 

form.  $300 limit per disbursement form request and MUST be pre-approved.  District purchase order process must be 
used for larger amounts and any District vendor. 

• Provide all staff/clubs with pre-numbered receipt books to provide parents/students with a receipt for all funds received 
and maintain a log of receipt books issued to staff/clubs. 

• Complete a fundraiser form and obtain approvals from the advisor, the principal, the Director of Educational Services, 
and the Executive Director of Administrative Services PRIOR to the start of the fundraiser.  Allow a minimum of two 
weeks for processing. 

• Any collection of funds must go through the reconciliation process (fundraiser form, cash reconciliation form, deposit 
journal report) and should be sent to the bank within a week of receipt by staff. 

• Keep cash collected from students in the school’s safe every night. DO NOT keep funds in a desk, classroom, file cabinet, 
etc. 

• Follow the District procedure for travel and conference for employees, including advance permission for overnight or 
out-of-state travel. 
 
DON’TS – TRUSTEE 

• Make disbursements (payments) on unapproved or inappropriate purchases (i.e. sunshine funds, staff appreciation, staff 
party funds, staff development supplies, membership fees). 

• Purchase equipment, entrance fees, field trips, services, or presenters (W-9 required). 
The District purchase order process MUST be used to make these purchases (1099 reporting required).  

• Accept donations on behalf of the students or school and then use the funds for any staff purpose.  
• Allow Booster Clubs/PTA/PTO groups to pay directly for employees, coaches, choreographers, etc.  Must use payroll for 

fingerprint and TB clearance prior to providing services. 
• Maintain a student store unless a fundraiser form has been submitted for approval (start-up only). Inventory will be done 

once a month by two students independently counting all merchandise in the store, and a monthly reconciliation to 
sales & receipts is to be completed. 

• Exceed the $300 limit per disbursement form request for employee reimbursements.  Receipt splitting is not allowed.  
District purchase order process MUST be used for all district vendors. 

• Process disbursements (payments) to vendors for furniture and equipment purchases.  Must use the district purchase 
order process and district vendors. 

• Deposit donation checks more than $500 directly into checking account. 
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Trustee Account Disbursement Form 
This form is used for approval of all disbursements from the Trustee Account 

  

http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/AC_DisbursementForm.pdf
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ASB/Trustee Bank Reconciliations 

Monthly bank reconciliations are due by the 10th of the following month.  Scan and email to Norma Trujillo (ntrujillo@fcusd.org).  
Keep originals in ASB/Trustee binder. 

1) Credit Card Fees Reconciliation (Account #2157 Pace Transaction Fee)-Only for Credit Card users 

a) Use the merchant statement from PACE Payment Systems for the month prior to the month being reconciled.  (Example:  In 
October, we reconcile September using the merchant statement for the August processing month.) 

b) On the merchant statement, the total amount deducted matches the CC discount debit on the bank statement. 

c) Use the Excel Credit Card Fees Worksheet to calculate the Journal Entry.  Contact the Central ASB Technician for guidance. 

d) Include with the bank reconciliation report:  Copy of the merchant statement and the Journal Entry tab of the credit card 
worksheet. 

2) Bank Reconciliation Report (Online ASBWorks > Tools > Bank Reconciliation) 

a) Enter Bank Account Name: Community West Bank 

b) Enter/Verify Date on BANK STATEMENT 

c)  Beginning Balance: verify it matches the statement beginning balance 

d) Ending balance: input Bank Statement ending balance 

e) check off all debits and credits from the statement (left side of columns) 

f) SAVE if you need to do any adjustments or are off balance 

g) once balanced (0.00 difference) you click Reconcile Now > Print > Get Signatures 

h) Unchecked items have not cleared the bank but are in ASBWorks.  Follow up on any deposits that are still pending and any checks 
that have not cleared.  Even though checks are valid for 6 months, try to keep items from hang out for too long. 

mailto:ntrujillo@fcusd.org
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3) All pages of the bank statement (Community West Bank Online account) 

4) Trial Balance (Online ASBWorks > Reports > Financial Reports > Trial Balance) 

a)  Report as of: Last Month or date of last day of the month being reconciled 

b) Create PDF Report > Print > Get Signatures 

c) Verify that the total Trial balance amount matches the Register Ending Balance on the Bank Reconciliation Report. 

d) Look for any accounts in the negative (amounts in parenthesis under the Debit or Credit columns).  Have a plan to clear the 
negative accounts. 

5) Journal Entry Report (Online ASBWorks > Reports > Account/Transaction Reports > Journal Entry Report) 

a)  DATE RANGE: Last Month OR enter START: 1st and END: last day of the month 

b) Create PDF Report > Print > Get Signatures 

c) This report will give a summary of all journal entries done for the month being reconciled.  Include even if there is no activity. 
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Cash Reconciliation Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Check the deposit BANK RECEIPT DATE and CASH RECONCILIATION DATE to make sure that the money has not been held for a 
long period of time. 

Cash Reconciliation form is used when you have collected money from/for anyone. 
• Person(s) collecting the cash completes the Cash Reconciliation form after counting and recording the money and 

signing the form. 
• Signatures of two people who counted the money must be on the form verifying that the cash count is correct before 

submitting to the Administrative Assistant. Receipts must be attached or attach a class roster showing how much money 
each person submitted noted on the roster. 

o Cash should be turned in promptly for deposit. Cash should not be held in classroom overnight, nor should it be 
held in classroom/safe over the weekend. 

o Checks less than $500 into the Trustee/ASB account - Confirm that forms are complete and have appropriate 
signatures, with receipts or class roster stapled to the form.  Confirm that amounts match. 
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Fund Raising – Associated Student Body (ASB) 

• If the fundraiser involves the sale of food on campus, site administrators must verify items meet the nutritional guidelines, 
and Food Services must review and approve. 

• Send form to Shannon Buck in Educational Services two weeks prior to the start of the fundraiser, and the appropriate 
Director of Educational Services will review the request and sign the form. 

• The appropriate Budget Technician for your site will send a copy of the signed form back to your site. 
• The approved/signed form must be received at the site before the date of the fundraiser. 

 

http://fcusd.schoolwires.net/cms/lib03/CA01001934/Centricity/domain/868/staff%20forms/ASB_FundraisingInteractiveRequestForm.pdf
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ASB Do’s and Don’ts (procedures found in Staff Forms) 
Share with ENTIRE staff annually 

Trustee and Associated Student Body Funds are considered, by law (Education Codes 48930, 48933 & 48937) and Board 
policy, to be under the umbrella of the District. All Internal Revenue Service, generally accepted accounting procedures 
and Board policy rules and regulations apply. 

 

DO'S - ASSOCIATED STUDENT BODY (Secondary) 
• Obtain Principal's approval for all purchases & fundraisers PRIOR to making any purchases or obligating funds for 

purchases/services. 
• Make purchases that benefit the students currently enrolled.  
• Complete a disbursement form and obtain written pre-approval from the ASB student governance, ASB Advisor 

and the Principal (or their designee) PRIOR to making any purchases.  
• Attach meeting minutes confirming the pre-approval of the ASB Student Governance for all 

purchases/disbursements.  
• Provide timely and complete ASB Student Governance minutes to the ASB bookkeeper. The ASB minutes must 

clearly provide total estimated cost and approval of all planned expenditures. 
• Disbursements (payments) require a pre-approved disbursement form, receipt of goods, and an original 

invoice/receipt. 
• Obtain two signatures for all checks written. An authorized signers' reimbursement check must be signed by two 

other authorized signers (site Principal, or site designee, AND Director of Fiscal Services). 
• Use the District's purchase order process for disbursements (payments) to ANY vendor for equipment, services, 

presenters, field trips, science camps. Equipment purchased with ASB funds are the property of the ASB. 
• Use the District's purchase order process for equipment purchases that will be donated back to the school. 
• Contact your District office liaison if you are not sure how to process emergency payments.  
• Process disbursements (payments) for employees, coaches, choreographers, etc. through payroll (all MUST 

obtain fingerprint and TB clearance prior to providing services). 
• Apply the District's Employee Reimbursement Procedures for both ASB and Trustee Accounts.  
• Provide all staff/clubs with pre-numbered receipt books to provide parents/students with a receipt for all funds 

received and maintain a log of receipt books issued to staff/clubs. 
• Complete a fundraiser form and obtain approvals from the ASB Director, Principal, Assistant Superintendent of 

Secondary Curriculum, and the Director of Fiscal Services PRIOR to the start of the fundraiser. 
• Import Tracks to School Books DAILY. Keep cash collected from students in the school's safe every night. DO NOT 

keep funds in a desk, classroom, file cabinet, etc. 
• Follow the District procedure for travel and conference for employees, including advance permission for  

out-of-state travel. 
 

DON'TS - ASSOCIATED STUDENT BODY (Secondary)  
• Make disbursements (payments) on unapproved or inappropriate purchases (i.e. sunshine funds, staff 

appreciation, staff party funds, staff development supplies, membership fees). 
• Purchase entrance fees, field trips, services and/or hire presenters (W-9 required) through ASB or Trustee 

Accounts. The District purchase order process must be used to make these purchases (1099 Report). 
• Accept donations on behalf of the students or school and then use the funds for any staff purpose. 
• Allow Booster Clubs/PTA groups to pay for employees, coaches, choreographers, etc. 
• Maintain a student store unless a fundraiser form has been submitted for approval (start-up only). Inventory will 

be co once a month by two students independently counting all merchandise in the store, and a monthly 
reconciliation to sales & receipts is to be completed. 

• Exceed the $300 limit for employee reimbursements. (Receipt splitting is not allowed.) 
• Process disbursements (payments) to vendors for furniture and equipment purchases.  
• Collect funds for donations and give the cash to the donor without using the fundraiser process. 
• Deposit donation checks in excess of $500 directly into ASB/Trustee checking account. 
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BUSINESS SERVICES 

Grant Application 
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Grant Submission Approval Form  
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PAYROLL DEPARTMENT 
 
 Payroll Forms please obtain and submit through TalentEd 
 
https://fcusd.tedk12.com/sso/Account/Login 

 

 

https://fcusd.tedk12.com/sso/Account/Login
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