PUTNAM | NORTHERN WESTCHESTER } N

This employee guide was developed by the BOCES Business Office to provide employees with important
information in one convenient location.

Description Documentation/Links/Email

Child Nutrition Program
All funds for student meal accounts must be sent to the kitchen cashier.

Parents can make payments and review transactions for student meal
accounts online via myschoolbucks.com.

Students with negative meal balances will receive letters weekly.

www.myschoolbucks.com
foodservice@pnwboces.org

Student meal status from June 2017 will remain in effect until
October 19, 2017.

Free & Reduced Meal applications are processed in each building.

Classroom & Office Supplies i

All requests for classroom or office supplies should be directed to the

administrative support staff in your building or department. Prerequisition

Form.pdf
Conferences www.mylearningplan.com
Approval for conferences can be submitted via My Learning Plan or the P/NW m Lt IEI
BOCES Conference Form.
. Conference Conference  Tax Exempt.pdf
New York State hotel reservations must be made tax exempt Request Pocesspd!  Formpdf
Purchase orders should be used for all hotel stays
Disposal of Worthless Equipment etz

The Disposal Form must be completed for all equipment that is no longer

useful Disposal Form.pdf

Do not remove equipment until the disposal form is processed and approved
by the BOCES Board.

Fundraising i i

All fundraisers must be pre-approved before any activities begin. : -
PNW Fundraiser ~ PNW Fundraiser

Forward all completed forms to the business office no less than seven (7) days Request.pdf  Donation Form.pdf
prior to the requested start date.

Mail
The mailroom is located on the Fox Meadow Campus. krochet@pnwboces.org

All deliveries and orders must be mailed to: IE] IEI

845 Fox Meadow Road

o Mail Processing School Delivery
Building 7 Procedures.pdf Schedule 2017-2018
Yorktown Heights, NY 10598
Multi-Function Printers _—
All buildings have multi-function printers that can print, scan, fax and copy. Call RICOH Training.pdf
(888) 456-6357 for Ricoh Technical Support.
Payroll

The annual payroll audit will be conducted on Friday, September 15, 2017. = m
Photo identification is required. All employees must sign for their paychecks. 20172018 payroll  2017-2018 Payol
Direct deposit is not available for the September 15, 2017 payroll. Calendar.pdf Booklet.pdf
Flexible Spending benefits are available. All forms are due to the payroll office

by no later than Monday, September 18, 2017.

Travel & Expense Reimbursement www.certify.com
All travel and expense reimbursement requests must be submitted within 60 IE] IE]
Days of incurring the expense. - -
. . . . . 2017-2018 Certify Travel
Certify.com is used for submitting mileage and receipts. Contact your Calendar.pdf Guidelines.pdf

department administrative support if you do not have a certify.com User ID.






SCHOOL DELIVERY SCHEDULE

2017-2018

MAIL SERVICE

MONDAY TUESDAY WEDNESDAY | THURSDAY FRIDAY
Mail Mail Mail Mail Mail
*Chappaqua *Hen Hud *Briarcliff *Brewster
Tilly Foster
Lakeland Putnam Valley Croton Carmel Haldane
Yorktown Lakeland Lakeland Katonah Lakeland
(comes 1 day a Lakeland North Salem
week of their Ossining Somers **
choosing) Somers **

*DISTRICTS ENROLLED IN THE BOCES MAIL SERVICE.

** Somers will pick up either Thursday OR Friday each week

DISTRICTS NOT ENROLLED WILL PICK UP AND DROP OFF MAIL AT
SCHOOL SERVICES BUILDING ON DAYS NOTED.

LAMINATING AND COPY SERVICE

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
Bedford Garrison Briarcliff Brewster Somers
Chappaqua Haldane Croton Carmel Yorktown

Hen Hud Ossining Katonah
Lakeland North Salem
Peekskill

Putnam Valley

PLEASE NOTE THIS SERVICE WILL ONLY BE PROVIDED AS NEEDED AND
WILL BE DELIVERED AND PICKED UP TO THE BUILDING OF REQUEST.

BASED ON THE ABOVE SCHEDULE, BOCES COURIER SERVICE RUNS DAILY
FROM SEPTEMBER THROUGH JUNE EACH YEAR.

School Delivery Schedule

9/1/17











Travel Reimbursement Guidelines

Reports:

e Must be submitted by the employee within 60 days of travel.
e Budget codes are entered

Mileage:

e (Category- the correct category is used

e Full address only (No site names)

e Trips to Malls and Shopping Center must have the store’s address, not the
Mall/Shopping Center address.

e Must use MAP IT to calculate mileage. (all mileage entries must include
receipt image)

e If the category is changed after the mileage is calculated (MAP IT), the
mileage needs to be recalculated by using MAP IT again.

e Trips must always START or END from home or assigned work location.

e Trips must be in sequence.

Meals:

e Max $60.00 total for Breakfast, Lunch, & Dinner inclusive of tax.

e Tip- 20% or less of pre-tax amount.

e Itemized receipt required. No receipt, no reimbursement

e No Alcohol.

e If multiple meals are purchased, circle meal submitted for reimbursement.

Other Expenses:

e Receipts required for parking, tolls, etc.

® EZ pass statements (appropriate charges must be calculated, highlighted or
circled to show the reimbursement amount).











