
Welcome to the 
2016-2017 Spring

Bookkeepers’ Meeting

Thursday,      
April 27, 2017



Introductions

 Joanne Millovitsch
 ext 42268 e-mail: jmillovi@pasco.k12.fl.us

 Jim Class 
 ext 42176 e-mail: jclass@pasco.k12.fl.us 

 Dominick Cristofaro
 ext 42086 e-mail: dcristof@pasco.k12.fl.us

mailto:jmillovi@pasco.k12.fl.us
mailto:jclass@pasco.k12.fl.us
mailto:dcristof@pasco.k12.fl.us


Introductions

 Michelle Mills – Senior Finance Manager
 ext 42286 e-mail: mmills@pasco.k12.fl.us

 Josh Stringfellow – Senior Finance Manager 
 ext 42090 e-mail: jstringf@pasco.k12.fl.us

 Jayne Haire – Accounting Manager
 ext 42279 e-mail: jhaire@pasco.k12.fl.us

mailto:mmills@pasco.k12.fl.us
mailto:dcristof@pasco.k12.fl.us
mailto:jhaire@pasco.k12.fl.us


Bookkeeping Coordinators 
 DeEtte Parrish

 ext 42264      
 e-mail: dparrish@pasco.k12.fl.us 

 Carol Jugan
 ext 42445      
 e-mail: cjugan@pasco.k12.fl.us 

 Sharon Trese
 ext 42261      
 e-mail: strese@pasco.k12.fl.us 

 Michael Gonzalez
 Ext 42073
 e-mail: mmgonzal@pasco.k12.fl.us 

 Contact one of the Bookkeeping Coordinators with any 
questions

 E-mail for team is bookkeeperresource@pasco.k12.fl.us

mailto:dparrish@pasco.k12.fl.us
mailto:cjugan@pasco.k12.fl.us
mailto:strese@pasco.k12.fl.us
mailto:mmgonzal@pasco.k12.fl.us
mailto:bookkeeperresource@pasco.k12.fl.us


 Agenda

 Welcome and Introductions

 Budget Updates

 Property Control

 P-Card Flowchart Management

 Contracts

 Accounts Payable 

 Hot Topics



Budget

Jayne Haire



2017-2018 Budget Information Chart of 
Accounts Book

Book is available on the website @ 
http://www.pasco.k12.fl.us/finance/

at the bottom of the page labeled 2018 

http://www.pasco.k12.fl.us/finance/


Chart of Account changes

Charter buses are now coded to 536000 Rentals 
with function 7800 Student Transportation 
Services function effective July 1, 2017



Budget Entry Information

Departments should have received the tentative budget worksheets 
yesterday April 26, 2017 

 QSGs for Budget Entry and Pre Capital Requests are available on the 
Munis website

 May 3-5 - Budget entry is scheduled in Building 3, Training Room F

 Option to enter at desk or in the lab, please sign up

 For any increase in budget you need a reason for the increase 

 July 1 - Access to budget amendments



Running Budget Reports

Instructions are in the Budget Input Quick Start Guide on Page 2

Next Year Budget Reports– This report allows you to 
see 2015 actual, 2016 actual, 2017 actual, 2017 revised 
and 2017 original budget by project.

 If you need assistance running your reports, please 
contact myself at ext 42279 or Christine Higgins @ ext 
42567 and we will walk you through it.



Special Budget Requests

Pre-Budget Capital Requests
 Entry due date: June 9, 2017

 Step-by-step MUNIS directions on QSG 

 Prioritize using levels 1-3 

o Include detailed description and justification

 Notifications will be sent out before end of June

Post-Budget Capital Requests
 Requests submitted to Chief Finance Officer and                           

Assistant Superintendent.

o Must be both emergency-related and necessary



Property Control

 Casey Cannoot - Financial Accounting Analyst

 ext 42093     e-mail: ccannoot@pasco.k12.fl.us

 Dominick Cristofaro – Senior Finance Manager 

 ext 42086 e-mail: dcristof@pasco.k12.fl.us

mailto:ccannoot@pasco.k12.fl.us
mailto:dcristof@pasco.k12.fl.us


Property Control

 Why do we tag items under $1,000?
 
 Why do we have to send taggable items that we 

purchase to the Central Receiving?
 
 Why has the Finance Department taken on the 

task of inventories?
 
 Why do we have to do inventories?
 



P-Card Flowchart Management

 Sharon Trese



P-Card 
Management

 The Road from 
Buying to 
Converted 



Charge

Yes, I’m only a charge…
I’m imported by the 2nd business day (after the 
merchant closes out)

Card Manager has 3 business days from the 
Import Date to:

 Code the purchase
Attach the signed receipt or Missing Affidavit

Receipt
Release to begin approval process

Charge

Manage 

Me



Charge



Charge

Well, it’s a long, long journey to Converted Hill!

1st - Purchasing reviews for:
Attached and signed receipts
Documentation supporting approval(s) to purchase

2nd - Project Manager reviews if the charge is allowed
 in specified project
    District
    Grants    
    Internal

3rd - Finance verifies that items are correctly coded 

4th – Administration reviews/approves purchase



Charge

Now that an approver has rejected the charge, 
the process begins again!

Oh no…something’s missing or it’s not the right 
project or code!



Charge

Once all the approvals are completed, I’m in the 
Approved Status!!



Charge

Friendly Reminder:
     Check the GL Effective date, not the Import Date, to ensure your 
end of the month P-Card charges  are managed in a timely manner. 



Every Friday Purchasing converts approved charges which creates those API (DTD) invoices
and GL journals.

Final Step: All converted charges are posted to the General Ledger (GL) to finalize the 
transactions for the month. This is when you see your charges in Account Inquiry.
        All P-Card transactions are submitted to the Board in a Monthly Financial Report

 YEAR  PER  EFF DATE  SRC  AMOUNT  VDR NAME/ITEM DESC  COMMENTS
2017 10 4/3/2017 API 2.63 WAL-MART/SAMS CLUB DTD 922106.5510 Science       
2017 10 4/3/2017 API 356.17 Oriental Trading Company DTD 922103.5510               
2017 10 4/3/2017 API 300.00 Russos Transportation Solutions DTD 946501.5398 Steam Club FT 
2017 10 4/3/2017 API 300.00 Russos Transportation Solutions DTD 946501.5398 Steam Club FT 
2017 10 4/3/2017 API 18.98 DD/BR #345017        Q35 DTD 900100.5393 Teacher Apprec
2017 10 4/3/2017 API -17.91 Office Depot Inc DTD 922103.5510 Music         
2017 10 4/5/2017 API 1,050.00 Nemo Express Tours LLC DTD 920037.5398 5th Gr FT Unit
2017 10 4/7/2017 API 25.04 WAL-MART/SAMS CLUB DTD 940000.5510 ABC           
2017 10 4/11/2017 API 69.30 WAL-MART/SAMS CLUB                               
2017 10 4/12/2017 API 69.00 Office Depot Inc        
2017 10 4/14/2017 API 140.90 THE MASTER TEACHER                               
2017 10 4/14/2017 API 193.38 WAL-MART/SAMS CLUB                               

Not converted by Purchasing

Converted









Purchasing

Contracts
 Ann Altman
          ext 42226



Why do we do contracts?
 Statutes, Board policy requirements when 

transacting business with an outside vendor.
 Protects the District (costs, fingerprinting, 

expectations, liability).
 Protects the vendor (costs, expectations, 

liability).
 Eliminates misunderstandings which can lead 

to additional expense, litigation, bad press, 
etc.  (Don’t make Cinderella cry).  

 Would you transact business without a 
contract (mortgage, sale or purchase of home,
car, etc.)?



Terminology (What)

 Contract – a written contract with an outside vendor which contains 
terms and conditions of service, payments, etc. 

 Munis Contract – a record in the Munis system recording the written
contract with the vendor.  

 Entertainment agreement – When a person or agency comes in to 
provide entertainment for students/staff.  E.g. Animals, D.J.’s, 
ventriloquist/puppets, magic shows, etc.  

 Professional Services – Training, consultants, clinicians, 
professional speakers.  

 Fundraiser – Events designed specifically to raise money for a 
certain purpose, e.g. sales of items (food, flowers, t-shirts, discount 
cards, etc.), golf tournaments, car washes, yard sales, candy sales.  



How do we process a contract?

 Determine the terms of the contract with a vendor.

 Review the vendor’s contract -OR- download and complete a copy of 
the standard agreements from the Purchasing Services website and 
complete.

 Obtain signatures required.

 If Purchasing Services’ approval is needed you must enter the 
contract in Munis for processing. 

 All internal paperwork must be completed as well as a contract.



When does all this happen?

 Contracts MUST be completed prior to beginning of contracted 
service.

 Purchasing’s approval is needed for all entertainment and consultant 
agreements. Fundraiser contracts with an outside vendor where 
deposits are required up front require Purchasing’s approval as well. 

 Contracts must be entered with ample time to make it through the 
approval process. If board approval is required (over $50,000) more 
time is needed. Please see Board Meeting schedule.



Who is involved?

 Vendor

 Principal/Director

 Purchasing Services

 Board (for contracts that require Board approval)



Where can I find assistance?

 Purchasing Services website – Contracts 

 Debbie Reaves  ext 42219

 Stephanie Swinson ext 42234

 Human Resources (Fingerprinting)



Account Payable

 Karin Smith
          ext 42292



Travel 

Mileage Tracker 
has been updated! 
 Only Employees who have

File Maker Pro 14 or higher 

can access



Per Diem Meals

Out of County Travel

 $  5.00 Breakfast 
o (travel begins before 6am – lasts after 8am)

 $11.00 Lunch 
o (travel begins before Noon – lasts after 2pm)

 $23.00 Dinner
o (travel begins before 6pm – lasts after 8pm)



Hot Topics

BACKUPS

MICHAEL GONZALEZ



BACKUPS

 Back Up Form were e-mailed March 27, 2017

 Please submit to Michael Gonzalez at 
mmgonzal@pasco.k12.fl.us

mailto:mmgonzal@pasco.k12.fl.us


District Year End Close Out

 May 26 - Cut-off for requisitions 

 June 22 - Requisitions not completed will be deleted

 June 26 - Budget available for 2017-2018 requisition entry

 June 30 - Any purchases posted at the bank on or before       
June 30, 2017 will be charged to the 2016-2017 Budget

 July 7 -
 P-Cards transactions are managed for the month of June 2017 

 All receiving documents entered for June 30

 Travel reimbursement requests due



Have a wonderful afternoon!

Please complete a
Meeting Feedback


