
January 2017 Alexandria Public Schools—ISD #206 
Business Office Update 

The General Ledger 
FIRST EVER EDITION! 

Dear Staff, 

Happy New Year! 2017 has arrived, and with it comes the excitement of the first 

ever edition of “The General Ledger”.  Now, I know what everyone is thinking; 

“boy, that sure sounds exciting”, and not in a serious tone either.  While you may 

be right, there are plenty of things that come along  on the business side of our 

school district that do need the attention of our staff.  In an attempt to limit the 

number of district-wide emails that are sent out every now and then, I thought it 

would be appropriate to try a different means of communication. 

The General Ledger will consist of a variety of items that pertain to rules and reg-

ulations of school finance along with some topics that may be of importance to 

you, as an employee.  With a LOT of new staff across the district, the timing 

seemed right to give everyone a few updates and reminders.  As a public school 

district, the mandates and expectations are continually changing, and despite 

being tedious and annoying, we are required to abide whether we like it or not 

and those mandates are all an important factor in some form or fashion in the 

educating of our learners of all ages. 

If you feel this document is worthy enough of printing and posting either for 

yourself personally or in a central location within your department/building, 

please do so.  If you don’t, there will be no hurt feelings. 

STAFF CHANGES 

After more than 31 years working in our school district, Dottie Rajdl will be retir-

ing this March.  Congratulations Dottie!  Dottie wears many hats in our office, 

and she will be missed.  Over the next couple months, Krista Gundberg will be 

transitioning from Payroll into Dottie’s position.  We have hired Lisa Putnam to 

our Payroll position, and she has been stopping in a few days here and there for 

training, and will start full time on February 1st. 

We appreciate your understanding and patience as this transition takes place for 

both of those positions.  Although we’ll want you to eventually send any questions 

to the proper person, feel free to contact anyone in our department and we’ll be 

sure to forward to the proper person. 

Please help me in congratulating Dottie for her many years of service and also in 

welcoming Lisa to our district! 
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“An investment in knowledge pays the best interest.” - Benjamin Franklin 

We continue to see an uptick in the number of employee expense reimburse-

ment claims.  While it’s acknowledged that we will never be able to eliminate all 

these scenarios, employees must remember that state statute requires that all 

district expenditures have prior approval and we should try to limit the number 

of reimbursement requests that are submitted.  This is an item that continually 

catches the eyes of our auditors.  When there are legitimate employee reim-

bursement requests, please remember these following important requirements: 

 Sales tax from personal purchases are NOT reimbursable because the 

school district is tax exempt.  Please do not request to be reimbursed for 

sales tax.  Certain taxes (restaurants & hotels most notably) are reimbursa-

ble, but any consumable items (such as Walmart, Target, etc) should not 

have tax included. 

 Any time purchases are made with a personal credit card, the itemized re-

ceipt must accompany the request.  We can not accept those credit card 

slips that only show the total, as it can not be proven that the items pur-

chased are eligible for reimbursement.  We have been a little lax on this, 

but will no longer be reimbursing without the itemized receipt. 

 Individuals who are not district employees should not be purchasing on 

behalf of the district.  No students should be purchasing either. 

 Please make sure all forms are completed in their entirety, including ad-

dresses and proper signatures.  Any forms that are not fully completed will 

be returned to the requestor.  The addresses are important to ensure the 

checks get delivered properly and needed for 1099 tax purposes. 

 Please refer to District Policies #709 & 710 for more information. 

2016 PAYABLE 2017 LEVY CERTIFICATION 

PROCEDURES FOR EXPENDITURE REIMBURSEMENT 

At its regular December board meet-

ing, the Alexandria School Board ap-

proved the 2016 Payable 2017 Levy 

Certification.  The levy was approved at 

$11,386,258.33, which represents a 

12.7% decrease from the previous year.  

This significant decrease is mostly due 

to the district’s Debt Service Fund hav-

ing too large of a fund balance and 

needing a reduction to “right-size” the 

fund balance.  The Debt Service Fund 

is utilized to record principal and inter-

est payments for our outstanding 

building bonds and has no effect on the 

General Fund or daily operations. 

During the Truth-in-Taxation portion 

of the board meeting, there were many 

comparisons made between our dis-

trict and those districts with similar 

demographics.  Generally speaking, the 

property wealth of our  district is great-

ly higher than other comparable dis-

tricts as well as the state average, and 

our levy ratio is also significantly less 

than comparable districts and state 

averages.  While they are MANY fac-

tors that go into property taxes, the 

decrease in the district portion will be 

reflected on the majority of property 

owners in our district. 

INTERNAL REVENUE 
SERVICE ADJUSTS 
MILEAGE RATE 

 

Effective January 1st, 2017, 

the IRS mileage reimburse-

ment rate is decreasing from 

$0.54 cents per mile to 

$0.535 per mile.  Per board 

policy, our district follows 

the IRS guidelines for reim-

bursable business mileage 

for employees.  Please make 

sure you are using the up-

dated form when submitting 

for mileage reimbursement.  

These forms can be found at 

each building or by contract-

ing Arlene Lorenz in our 

office. 
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COMING SOON: ONLINE PURCHASE ORDER 
REQUESTS 

In the coming months, we will be rolling out online purchase order requests 

and venturing away from the 5-page carbon copy paper forms.  Currently we 

are piloting this program in a couple departments to work out any bugs before 

we go live district-wide.  This will be a major change from a process that hasn’t 

changed in many years.  Some of the highlights/steps include: 

 To place a purchase order request, district employees will log into their 

SMART ESS account.  There you will select the vendor and provide a de-

scription of the item(s) you wish to order and submit. 

 Submitted requests will automatically and electronically be uploaded into 

our accounting system, which will be processed into a Purchase Order. 

 Currently, the majority of our Purchase Orders are faxed to the vendors.  

The new process provides us the capability to turn around and submit the 

Purchase Order directly to the vendor via email without ever printing one 

page of paper. 

 Despite the obvious conveniences and efficiencies, there are a few things 

we are still working with to determine what the best practices are.  Some of 

those hurdles include: 

 - How do we get the proper approval signatures applied to the PO? 

 - How will we know when all items have arrived and it’s OK to pay the 

 invoice?  (Currently this is done by forwarding on one copy of  

 the paper PO) 

 Once we have the answers to those questions, and are comfortable with the 

process put forth, these changes will be forwarded to all staff. 

SMART ESS—A USEFUL 
TOOL 

When is the last time you 

have logged into your ac-

count via the SMART ESS 

website?  ESS stands for 

Employee Self Service by the 

way.  For those who don’t 

know, this is the website 

where you can view all your 

payroll information as it 

pertains to paychecks, leave 

balances, and tax infor-

mation.  We keep getting 

requests to print the same 

information for you, when 

all district employees have 

access to this at their finger-

tips.  The website is here.  If 

you need assistance logging 

on, please contact Krista or 

Lisa in Payroll and they will 

help you.  They should only 

have to help you once 

though!!!   This will become 

an even more important 

website in the near future, as 

you will read in the article to 

the left. 
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PLEASE PLAN AHEAD 
TO ELIMINATE THE 
“EMERGENCIES” 

Despite popular belief, run-

ning checks and processing 

purchase orders are tedious 

tasks with multiple steps 

involved.  Nothing is hand-

processed and it all takes 

time in our accounting sys-

tem.  While we try our best 

to accommodate, please un-

derstand that proper plan-

ning on the front end is 

much appreciated so they 

don’t turn out to be emer-

gencies.  

CLARIFYING PROCEDURES FOR FUNDRAISING AND 
DONATIONS REQUESTS & ACKNOWLEDGEMENTS 

Similar to fundraising, any staff member who has aspirations to write a grant to 

benefit a district program must have the approval of the School Board PRIOR 

to submitting the grant and meet certain criteria.  Please refer to District Policy 

#708 for more information. 

One of the more confusing require-

ments revolves around the processes 

for fundraising & donation requests.  

The majority of fundraising is for our 

student activity funds, and the rules 

are simple; ANY TIME you have a 

deposit that is made into your stu-

dent activity fund, that deposit must 

be directly tied to a fundraiser that 

has been approved by the School 

Board.  Most activity funds have 

adopted the practice of submitting a 

list each school year to be approved 

by the board that encompasses all of 

the potential fundraisers for that ac-

tivity during the year, which is ideal.  

If you do not have a fundraiser ap-

proved, it is important that you get 

the fundraiser approved BEFORE the 

fundraiser takes place.  Again, ALL 

fundraisers need board approval.  

Please contact Doreen Wyffels in the 

Business Office or refer to District 

Policy #707 for any guidance. 

For donations, this is relatively sim-

ple as well; any time the district re-

ceives a donation that is $1,000 or 

more from one source (for both dis-

trict and activity funds), that dona-

tion must be acknowledged by the 

School Board.  Please contact Cindy 

Hughes in the District Office for the 

proper forms to be included in a 

board packet and refer to District 

Policy #706 for more information.   

It is very possible to have a fundraiser 

approved and a donation acknowl-

edged for the same event. 

HEALTH INSURANCE UPDATE 

GRANT WRITING 

Just before the Thanksgiving break, I sent out an email to all employees regard-

ing enrollment rights for those individuals who are being affected by a loss of 

health insurance coverage due to the cancelation of their existing policy.  If your 

plan was discontinued at the end of 2016, you have until January 30th, 2017 to 

enroll in a district-sponsored health plan effecting January 1st IF you are eligi-

ble to receive such benefits based on your district work agreement.  

This does not affect or change the “regular” open enrollment period that is 

available to all eligible employees the spring of each year. 
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ALEXANDRIA 
PUBLIC 

SCHOOLS 

 

MISSION STATEMENT: 

Our mission is to achieve 

educational excellence and 

to inspire a life-long passion 

for learning. 

 

VISION STATEMENT: 

Our vision is to be an ex-

traordinary school district 

that tailors learning for each 

child, by working together. 

WE ARE HERE TO HELP! 

In the Business Office, we understand our impact on student learning is far 

more indirect than other staff members throughout the district.  We don’t al-

ways like to be the “rule enforcers”, but we are here to help everyone through 

the “behind-the-scenes” work to ensure all of our energy is directed where it 

matters most—to the students.  Please contact us if there is anything you need 

our help with. 

 

Trevor Peterson 

Krista Gundberg—Payroll (transitioning into District Accountant / Benefits) 

Dottie Rajdl—District Accountant / Employee Benefits 

Lisa Putnam—Payroll (begins full time February 1st) 

Doreen Wyffels—Accounts Receivable & Buildings/Grounds 

Arlene Lorenz—Accounts Payable & Purchasing 


