Helpful Hints when submitting checks to Financial Services:
1) Using an Expense Budget Transfer Request (EB) with check:
An EB is used to increase an agency’s budget when ‘additional revenue’ is received.  ‘Additional revenue’ is considered to be funds received that were not already included in the agency’s budget.
Examples:  Grants; donations (including PTO donations); box tops; e-script; recycling; parking fees; rebates; clearing of certain E-accounts to include:

5000 Boxtops
5015 E Scrip (Safeway, Giant, Target)

5030 Lost Library Books

5035 Lost Supplies Instruction

5040 Lost Weekly Folders

5045 Parking Permits

5080 Super Fresh

5090 Textbooks Lost/Damaged

2) Using an Expenditure Credit Deposit Form (EC) with check: 
An Expenditure Credit Deposit Form is used when funds are to reduce expenses (Expenditure Credits).  Expenditure Credits do not increase a budget.  
Examples:  Vendor refund for purchase order or credit card purchases (not to include SAFA credit card purchases); all SBM reimbursements such as payroll expenses, field trips; to include E-accounts:


5025 JNROTC Reimbursement

5055 Payroll Expenses


5065 Site Based Payments


5070 Sports Camp


5075 Summer School


5085 Telephone/Fax/Pager

5095 Transportation Bus Activity

5100 Transportation Field Trip

5105 Vandalism Restitution

3) SAFA Credit Card Payments
Provide a photo copy of the credit card statement (first page only) with the check.  No EB or EC is necessary.
Additional Information:  
· Clarification on use of Journal Voucher Adjustment (JV)

A JV is only used when transferring expenses from one expense account to another or one agency to another.  For example:  Payroll expense reimbursements for substitutes.  Checks should never accompany a JV.
· Questions may be directed to Jackie Rawlings, 703-791-8315 or rawlinje@pwcs.edu
