Guide for Reimbursement

The Cleveland Heights-University Heights City School District (CH-UH) has a well-defined,
transparent and accountable process for releasing funds. Following are reminders of the CH-UH
process for smooth reimbursement of approved purchases.

INITIAL STEPS

1.

A requisition must be entered to create a purchase order (PO). The purchase order is
necessary for reimbursement or payment for all service and materials/supplies.

The purchase order MUST be in place prior to the placement of ANY order or delivery of
ANY service per the Ohio Revised Code (Sections 5705.41 and 5705.44). Work with the
Project Director/Budget Manager to ensure a purchase order is opened.

Through this process, a vendor number will be assigned to each organization seeking
payment and/or reimbursement.

The purchase order should detail all elements of the purchase based on the best available
knowledge.

a. Materials/supplies: if materials or supplies are ordered, be sure fo use the most
recent catalog or internet pricing. Be sure to include all additional costs and a
percentage for delivery. If there is no delivery estimate, add 15% of the cost of the
order for delivery.

b. Service: for service (such as professional development sessions) include the cost
per session (or hourly rate), the number of anticipated sessions, number of hours
and anticipated dates.

CH-UH does not pay for items purchased or services rendered PRIOR to the
creation of a purchase order. Reimbursements are paid for approved POs after
evidence of purchase and payment has been provided.

PAYMENT/REIMBURSEMENT

1.

Payment to the supplier: if the PO is set up to the supplier, forward the packing slip to the
Project Director/Budget Manager with your approval. For example, on the packing slip
write “All items received. OK to pay,” sign and date. Make a copy for your records and
send the packing slip to the Project Director/Budget Manager.

Reimbursement for materials/supplies: if the PO is to a third party, the third party should
create an invoice that includes the CH-UH PO number and attach store receipts or copies
of the invoice for materials/supplies from the vendor and the check that paid the invoice
as evidence of payment. Forward to the Project Director/Budget Manager for approval
and payment.

Reimbursement for services: the invoice for service reimbursement should include

information such as the dates the service was provided, hourly rate, number of hours and
a copy of the check showing payment for the service.

All information should be clearly documented and include evidence of payment for
reimbursement. Be sure to keep copies of all documents. Work with the Project Director or
Budget Manager if there are any questions. Contact the CH-UH Finance Department for
clarification or examples.

Cleveland Heights-University Heights City School District
Finance Department
216-397-3869



Following are three examples from the CH-UH district files that were approved for payment. All
personal information was marked out but these examples indicate the kind of information needed
for approval and payment of three types of PO:

1. Payment by invoice (and the type of information for the invoice) for consulting services
provided.

2. Payment for a third-party service.

3. Reimbursement for rent payments.

Cleveland Heights-University Heighis City School District
Finance Department
216-397-3869
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Every child deserves the best {eachers.

Bill To:

Cleveland Heights- University Heights
Board of Education

21565 Miramar Boulevard

University Heighfs, OH 44118

Atin: Kelly Stukus

#. Professional Education Consultant

For:

Leadership Coaching
Instructional Coaching
Professional Development
Design Work

INVOICE # 181
DATE: May 4, 2011

DESCRIPTION

AMOUNT
$800.00
April 2011 Coaching Invoice -1 day @ $800
Apri! 6 at Fairfax Elemehtary
Work included the following:
Follow-up PLC training with all grade-level teams at Fairfax
« One-hour sessions
Tuning a Plan protecol
« FEach grade level had one person prepared to share
a lessonfunit plan that had not been taught yet.
Presenters developed the framing question based on their needs
Members provided affirmation and suggestions for the work
Teams report successfully using the protocols learned in session 1
No follow-up training sessions have been scheduled with Mr, Wasser at this time.
L
sgaghure
TOTAL $800.00

Make all checks payable toJiee SR
Invoices payable monthly. Thank you.
If you have any questions concerning this invoice,




invoice No 314
Date 8472011
Due Date 8/19/2011

Phonef
E-rrresi-steim

Bill To

Cleveland Heights-University Heights City
2155 Miramar Boulevard

Atin Accounts Payable

University Heights, OH 44118-3397

P.O. Number

Quantity ltem Code Description : . Price Each Amount

Hebrew Academy Summer Title I;

15| TUTORINGS03 Title I Targeted Intervention Services
07/11/11-07/25/11 Reseutiugign

13 | TOTORINGS03 Tifle | Targeted Intervention Services
0T/11/11-07129/1 | e

15 | TUTORINGS03 Title I Targeted Intervention Services
QF/L/1L-07/27/1 | «Sasemodagg

14 | TUTORINGSEG3 - Title I Targeted Infervention Services
07/11/11-07/29/1 e

15 | TUTORINGSO3 Title I Targeted Intervention Services
07/11711-G7/25/1 | dedecanily

15 | TUTORING803 Title I Targeted Intervention Services

07/11/11-07/25/11 Sendmag.

Thark you for your business. Total w
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Townsend Rebecca

From: Adrienne Polacek [Adrienne@birchservices.com]
Sent:  Thursday, August 04, 2011 1.48 PM

To: Pardee Sue

Ce: drimeyers@orenmeyers.com

Subject: FW: Hebrew Academy Title | inve 314

Forwarding the attached approval.

Thank you, g
Adrienne

Fyfm: Michele Weiss [mailto:WeissM@hacl.org]
Jgent: Thursday, August 04, 2011 1:41 PM

# To: Adrienne Polacek

Subject: RE: Hebrew Academy Title T Inve 314

Ok to pay

Michele Weiss
“\ Confrolfer
ghrew Acaderny of Cleveland
(279 1-5838 ext. 143

From: MaiitoﬂdrienmﬁW&.wm]
Sent: Thursday, August 04, 201 T T30
To: Michele Weiss

Cer 5_pardee@chuh.ory; drmeyers@brenmeyers,com
Subject: Hebrew Academy Title I Invc 314

Please find attached an invoice to Hebrew Academy for Title I instruction as well as the relevant
timesheet(s). Please indicate if you approve of this invoice.

Regards,
Adrienne

Sent for Oren Meyers, Ph.D.
WWW,Orenmevers.com
216-570-1597

8/10/2011
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NOBLE ROAD
PRESBYTERIAN CHURCH

2780 NQBLE ROATY AT KIRKWOOD
CLEVELAND HEIGHTS, OHi0 44131
TELEPHONE: {216) 382-0660

October 6, 2010

Cleveland Hts.-University Hts. Board of Education
Adult Basic Education and Literacy Program
14780 Superior Road

Cleveland Hts., OH 44118

Reimbursement of Custodial Services
$8.50 per room used per day
40 rooms used in month of September

Total: $340.00

for ESOL Classes at Noble Road Presbyterian Church

Please remit to:
Noble Road Presbyterian Church
2780 Noble Road
Cleveland Heights, OH 44121




