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Dear Staff, 

Happy New Year!!  I hope the school year is going well and that 2020 is the best year 

ever for you!  Once again, we welcome many new staff members to the district.  At last 

count, we had 90 new employees this year!  I understand the “business side” of our 

school district is secondary to the education of our students, as well it should be, but 

there are plenty of things that do need the attention of our staff.  We are here to help, so 

please don’t shy away from asking us questions that you may have. 

As a reminder, “The General Ledger” is a publication that will consist of a variety of 

items that pertain to rules and regulations 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 

again this year, it never hurts to give everyone a few updates and reminders.  As a pub-

lic 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 

Back in February 2019, our Payroll Accountant, Lisa Putnam resigned.  Christy 

Cronquist joined the A-Team and is doing an admirable job.  I know it’s almost been a 

year already that Christy has been with us, but it is new news since my last General 

Ledger so thought I’d give her some publicity. 

DATE OF 2020 

It is highly recommended, both professionally and personally, that any time you are 

writing down a date, you should write out “2020”, instead of just “20”.  If you put just 

“20”, anyone could add “18” or “22” (or any number) at the end and completely change 

the date on something.  I’ve heard about this being a big deal, so thought I would share. 

PAYROLL TAXES 

As is the case every year, January marks the beginning of new federal and state tax 

rates.  Therefore, all employees can expect to see a slight change in there net pay.  The 

exact change is different for everyone and based on a number of factors.  Please look 

over your paychecks and talk to your tax accountant should you have questions about 

your tax withholdings. 
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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 LEGIBLY and in their ENTIRI-

TY, including addresses and proper signatures.  Any forms that are not 

fully completed will be returned to the requestor.  The addresses are im-

portant to ensure the checks get delivered properly and needed for 1099 

tax purposes. 

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

2018-19 ANNUAL AUDIT FINALIZED 

PROCEDURES FOR EXPENDITURE REIMBURSEMENT 

At the regular school board meeting 

held on Monday, October 21st,  the 

board approved the 2018-19 annual 

audit as presented by Courtney Rich-

man, a representative from our audi-

tors, Eide Bailly LLP. 

The District received a clean, unmodi-

fied audit opinion.  This means that the 

financial statements have been pre-

pared using accounting principles gen-

erally accepted in the U.S., do not con-

tain material misstatements, and are 

fairly presented. 

The general fund recorded revenues of 

$50,789,645 and expenditures of 

$51,520,899, resulting in a total fund 

balance decrease of $731,254. 

The unassigned fund balance as of 

6/30/19 now stands at $5,189,835 or 

10.1% of annual expenditures, which 

falls slightly below the guidelines of the 

board-approved fund balance policy 

that states an unassigned fund balance 

goal between 11% & 16% of annual ex-

penditures. 

INTERNAL REVENUE 
SERVICE MILEAGE RATE 

Effective January 1st, 2020, 

the IRS mileage reimburse-

ment rate was changed from 

$0.58 per mile to $0.575 per 

mile.  Per board policy, our 

district follows the IRS guide-

lines for reimbursable busi-

ness mileage for employees.  

Updated reimbursement 

forms have been sent to all 

buildings and can also be 

found on the district website.  

Please make sure you are us-

ing the updated form when 

submitting for mileage reim-

bursement.  If you'd like a 

copy sent directly to you, 

please contact Lori Donovan 

in our office. 
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COMING SOON: ONLINE EXPENSE                  
REIMBURSEMENTS 

In the summer of 2018, we implemented the online purchase requisition system 

through SMART ER.  That system has streamlined the requisition process, pro-

vide many efficiencies, and eliminated a lot of paper.  Over the remaining 

months in 2019-20, we will be implementing another system within SMART ER 

that will streamline the process of reimbursing employees for business related 

expenditures.   

The process will be very similar to online requisitions, in that an employee 

would login and enter the reimbursable expenditures in the system and elec-

tronically attach all the proper receipts.  Once submitted, that request will auto-

matically flow to the employee’s supervisor for approval.  Once approved, it will 

be routed to the Business Office for final approval.  From there, it would be pro-

cessed and automatically added to the employee’s paycheck. 

This change will be great for the district, but it will probably require some added 

attention from the employee.  For example, the reimbursement will be directly 

deposited to the same account(s) that you have set up for your paycheck, and 

won’t be a separate check.  The detail associated with the reimbursement will 

always be available through SMART ER and described as an addition to your 

paycheck.  However, should the employee not check their paycheck, they might 

think they got a raise or something if they just see the deposit into their bank 

account, and then would be disappointed the next payroll when that deposit is 

lower again.  Therefore, we do anticipate we will field more calls as paychecks 

will fluctuate more, but just so you are warned, our first suggestion will be to 

login to SMART ER and see for yourself! 

Anyway, there will certainly be more to come once this system is up and run-

ning. 

SMART ESS—A USEFUL 
TOOL 

When is the last time you have 

logged into your account via the 

SMART ESS website?  ESS stands 

for Employee Self Service and is 

commonly referred to as SMART 

ER as well.  For those who don’t 

know, this is the website where 

you can view all your payroll in-

formation as it pertains to 

paychecks, leave balances, and 

tax information.  We keep getting 

requests to print the same infor-

mation for you, when all district 

employees have access to this at 

their fingertips.  The website is 

here.  If you need assistance log-

ging on, please contact Christy in 

Payroll and she will help you.  

Here are some of the other things 

you can do on SMART ER: 

 Edit your direct deposit info 

 Edit your tax withholdings 

 View/print your W-2, Wage 

Statement, & ACA Form 1095 

 Verify/change your address 

and other contact infor-

mation 
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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 Maggie 

Timm 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. 

STUDENT ACTIVITY FUNDS 

GRANT WRITING 

A few months ago, the law surrounding Student Activity Funds (SAF) changed, 

and it’s now a requirement that these funds be under board control.  While the 

use of the funds remains the same, there are new check request forms that help 

identify the code that needs to be used.  Communication has been sent to all the 

advisors about these changes, but we continue to receive outdated check re-

quest forms.  Please make sure you are using the most current forms when sub-

mitting check requests. 

For questions about SAFs, you can contact Lori if it’s a question about pay-

ments going out, or Doreen if it’s a question about deposits coming in. 
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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—District Accountant / Employee Benefits 

Christy Cronquist—Payroll 

Doreen Wyffels—Accounts Receivable & Buildings/Grounds 

Lori Donovan—Accounts Payable & Purchasing 


