
We have been made aware PTSA has been paying for school activities 
instead of providing the schools with a monetary donation for the 
schools to process the orders and/or contracts.  Please be aware and 
communicate with your staff, if your PTSA is providing a grant/donation 
to your school make sure the PTSA is completing the Monetary Donation 
Form for the principal’s approval.  Once the principal approves the 
donation, please submit to the Superintendent’s office for board review 
and approval. If the donation requires other department approvals, 
i.e., Technology Dept., Maintenance Dept., forward to the department 
first prior to sending to the Superintendent’s office. Once the board has 
approved the donation your school can place the orders.  

The same applies to Boosters.  All Boosters donations to an ASB need 
to complete the Monetary Donation form for approvals prior to making 
ASB purchases.  ASB activities, i.e., team uniforms, field trips, etc. 
should be making the purchases rather than the Boosters paying for 
the items/activity directly.
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Focusing on budget preparation 
and budgeting timeline.

ASB 23/24
BUDGETING WORKSHOP

Our Payroll Department has 
added a new email for staff to 
use when they need to ask a 
question or need assistance, 

Payroll@svsd410.org  
This will help the department 
work more efficiently to 
answer any employee’s payroll 
questions in a timely manor, if 
someone is out of the office.  
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APRIL
The Business Office will be 
attending WASWUG 

March 6th – 7th
The Business Team will have 
modified support on these dates.  
Please plan accordingly and 
anticipate that non-urgent calls/
emails might not be returned 
until after these sessions.
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The Business Office is now 
allowing ASB P-Card requests, 
https://www.svsd410.org/Page/7878 
The requests are for vendors 
who do not accept purchase 
orders and require a credit card 
for payment (e.g., Field Trips).  
Your ASB must approve the 
expenditure/activity prior to 
submitting the request to the 
Business Office.  Please provide 
all necessary information for 
the orders, when submitting 
requests to help avoid delays.  
Once the Business Office has 
reviewed and approves of the 
purchase, we will place the 
order for the school.

P-CARD REQUESTS FOR ASB

9TH BOARD MEETING
P-CARD SUMMARY DUE
(IF APPLICABLE)13TH

2nd

16TH

AP CUTOFF ALL FUNDS
(POSTMARK 3/10/2023)

AP CUTOFF ALL FUNDS
(POSTMARK 3/24/2023)

EMPLOYEE REIMB. ACH 
CUTOFF (POSTS 3/10/2023)

EMPLOYEE REIMB. ACH 
CUTOFF (POSTS 3/24/2023)

TIMESHEETS DUE6TH

17TH ASB BUDGETING WORKSHOP
2:00-3:30PM DO BOARD ROOM

WASWUG
MODIFIED BUSINESS OFFICE HELP6-7TH

30TH AP CUTOFF ALL FUNDS
(POSTMARK 4/7/2023)
EMPLOYEE REIMB. ACH 
CUTOFF (POSTS 4/7/2023)

23RD BOARD MEETING

6TH BOARD MEETING

P-CARD SUMMARY DUE
(IF APPLICABLE)

18TH

17TH AP CUTOFF ALL FUNDS
(POSTMARK 4/21/2023)

EMPLOYEE REIMB. ACH 
CUTOFF (POSTS 4/21/2023)

20TH BOARD MEETING

TIMESHEETS DUE4TH

SPRING BREAK - MAKE SURE 
YOU BRING YOUR DEPOSITS TO THE 
BUSINESS OFFICE BY END OF DAY 
4/7/2023

10-14TH
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