Denver Public Schools

Disbursing



These are some of the functional areas of the Disbursing Office.  
· Responsibilities of the Disbursing Office

· Bank Accounts Information

· Invoicing Process

· Receipting Process

· Payroll Check Information

· Direct deposit of payroll required after august 1, 2003

· Payroll Schedule


  

DISBURSING OFFICE
Office hours:  8:00 A.M. to 4:30 P.M.

Phone:  (720) 423-3715

Responsibilities of the Disbursing Office

In an effort to strive for greater efficiencies in terms of time, energy, and money, the following procedures will be implemented as they apply to the Disbursing Office.

Also, if the District is to maximize interest income on investments, Principals and Department Heads must do the following:

1. All money (this does not apply to Student Activity Funds) should be sent directly to the Disbursing Office;




2. When money is sent to the Disbursing Office, you must indicate what accounts are to be credited;

3. Grantors and other paying agents or individuals should be asked to make checks payable to Denver Public Schools and forward money directly to:

Disbursing Office

Denver Public Schools

900 Grant Street Room 403





Denver, CO  80203

4. Payment(s) to the District may be made using VISA/MasterCard. 

BANK ACCOUNTS INFORMATION
Bank accounts can be opened only at Board of Education approved depositories (Please see EXHIBIT C).

The Internal Audit Department must be notified in writing whenever school activity fund money is invested.  Notification must include amount, date of investment, maturity of investment, where investment was made and type of investment.

Public Deposit Protection Numbers

Every school has been assigned two Public Deposit Protection Numbers (PDPA). One number is for interest bearing accounts and the other number is for non-interest bearing accounts.

The numbers must be provided to the bank whenever an account is opened.

If you have misplaced your PDPA numbers, the Disbursing Office will provide them to you when requested.

Petty Cash Accounts

Principals/Department Heads do not have the authority to do the following as it relates to the Petty Cash Accounts:

-
Move the respective Petty Cash Account to a different bank; or

-
Close respective Petty Cash Account.

Whenever changes/modifications must be made to the Petty Cash Accounts due to personnel changes, please call or email the Disbursing Office for a new Petty Cash Signature card.  

School Activity Accounts

All schools with Student Activity Accounts or Incidental Accounts are to forward a copy of the bank signature card to the Disbursing Office.  In addition, whenever changes/modifications must be made to the Student Activity Account due to personnel changes, Schools are to contact the bank where the account is located, upon completion, Schools are to email the name of the signers on the account(s) to the Disbursing Office.
INVOICING PROCESS

Invoices generated by the different schools and/or departments for goods or services provided must include the following information:


-
Reason why the individual or entity is being billed;


-
Amount that is due;


-
Account to be credited when money is received;


-
Indicate that the check should be made payable to: Denver Public Schools

-
Indicate that checks should be mailed to:

Disbursing Office

Denver Public Schools

900 Grant Street Room 403

Denver, CO  80203


-
Request that the invoice number be referenced on the check or check stub, or ask that a copy of the invoice accompany the check; and


-
Send a copy of the invoice to the General Accounting Department and Disbursing Office.  Indicate the individual to be contacted if there is a question, to include the individual’s name department/school and phone number.

RECEIPTING PROCESS

Whenever monies are to be sent to the Disbursing Office, the following procedures apply:

1. NEVER send cash via School Mail or U.S. Mail;

2. If cash is to be receipted in the General Accounting Department, you must hand deliver it to the Disbursing Office located at 900 Grant Street, Room 403 on the fourth floor; then do the following:

 






-
A copy of the attached DEPOSIT SHEET must be completed by you and   verified by a staff member in the Disbursing Office in your presence prior to the issuance of a receipt;


-
You must wait until the receipt has been written;

No money will be accepted if the accounts to be credited are not provided on the Deposit Sheet at the time that money is presented.  Schools should modify the MONTHLY REPORT OF RECEIPTS so that they have current Account numbers which need to be credited.


PAYROLL CHECK INFORMATION

All employees may have their payroll earnings go to their financial institution of choice via the automated clearing house system (ACH) or pick up their checks at their place of employment.

Pick up locations for checks are:



All Schools

DoTS



Service Building
Educational Resource Center



Northeast Terminal
Hilltop



Yuma Street

900 Grant Street



Fox Street

The Disbursing Office will be the pick up location for employees at 900 Grant Street. The administrator in charge of a department located at 900 Grant Street may designate a staff member to pick up all checks for the respective department.
NOTE: Whenever a change is to be made regarding the distribution of your payroll check or earnings statement (if signed up for ACH), a written request must be received in the Disbursing Office as soon as possible. In addition, all District employees currently not affected (exempted) by the mandatory direct deposit of pay or who currently do not have direct deposit should be aware of the following.

NOT SIGNED UP FOR DIRECT DEPOSIT

Those affected by the mandatory direct deposit must complete a form in the Disbursing Office stating their reason for not having direct deposit.  This will be followed up with appropriate personnel to determine whether the reason is permissible.
PICK UP OF PAYCHECK

Photo identification will be required each time a paycheck is picked up.  Beginning September 1, 2003, employees will no longer be able to have other individuals pick up their checks.  Starting September 15, 2003, all paychecks will be available for pick up at the Disbursing Office between 3:30 and 4:30 p.m.

MAIL OF PAYCHECK AND REPLACEMENT

If you choose the U.S. Postal Service as your chosen agent of check disbursement, lost and undelivered paychecks will not be replaced until six business days after payday.  In addition, a $10.00 stop payment fee will be charged for the replacement of mutilated checks and paychecks mailed to incorrect addresses.

Employees with incorrect addresses are encouraged to contact the Department of Human Resources.  

  .

Checks that have wage assignments, garnishments, levies, or liens against them will be delivered with the regular payroll at the assigned locations.
Note: A $10.00 fee will be charged when a Stop payment is initiated if mailed to the wrong address.  Employees must report any change of address to Human Resources.
The dates that checks and earning statements (if signed up for ACH) are to be picked at schools or departments are indicated on the Payroll Check Schedule.

If schools are closed on payday because of bad weather, you must wait until the schools are reopened to pick up your checks and earnings statements.

DIRECT DEPOSIT OF PAYROLL REQUIRED AFTER AUGUST 1, 2003

Direct deposit of pay has been steadily increasing in the District and now almost three-quarters of the District payroll is being deposited electronically.  In order to reduce the administrative burden caused by the exception processing of the remaining checks, direct deposit of pay will be required of all employees after August 1, 2003 unless the employee is not eligible to have a bank account.  In cases of extreme hardship, an exception may be requested in writing from the Denver Public Schools Disbursing Manager.  

The DPS direct deposit program has been very successful in large part to the support it has received from local banks and savings institutions.  Wells Fargo, UMB Bank and the DPS Credit Union all offer free checking and waiver of maintenance fees for DPS employees signed up for direct deposit of pay.   Of course, employees may have their pay deposited to any bank they choose.

DPS employees currently enrolled in direct deposit enjoy peace of mind knowing their pay will be in their account on payday and avoid worries about mail delays, address changes and paydays falling on school holidays or the very day you happen to be out of town.

Please click on the link “Want Direct Deposit?” and fill out the AUTHORIZATION 
FOR AUTOMATED DEPOSIT OF SALARY CHECKS (Exhibit A), and send it to the Disbursing Office.

On the other hand if you want your payroll earnings to go to the Denver Public School Employees Credit Union, complete the form AUTHORIZATION FOR NET DEPOSIT AND/OR PAYROLL DEDUCTION (Exhibit B).  Fill out the form and send it to the Disbursing Office

THINGS TO REMEMBER
The ACH system allows you to deposit your entire payroll earnings in your checking or savings account.

If you close your bank account, change accounts or change banks, you MUST NOTIFY the Disbursing Office immediately in writing by filling out a new direct deposit form.
Failure to notify the Disbursing Office will result in a delay in your receiving your payroll earnings.  The delay depends on how soon the financial institution, where your payroll earnings went, returns the money to the District's payroll account so that payroll check can be reissued.

If you change banks or bank accounts, notify the Disbursing Office immediately to avoid any interruption.

Special payroll checks will not be processed via the ACH System.

Mileage checks will not be processed via the ACH System.

Athletic Officials' checks will not be processed via the ACH System.

Employees signed up for ACH who have wage assignments, garnishments, levies, or liens against them will still have stubs delivered to the assigned locations.

Stop Payment Process
If a check has to be reissued because an employee neglects to notify Human Resources (Personnel Department) of a change of address prior to the issuance of a payroll check, the employee has two options:


-
An employee can wait six working days thus allowing U. S. Postal Service employees ample time to deliver the check and/or to return it to the District.  If check is not received within six working days, employee must come to the Disbursing Office and fill out a "Stop Payment" form.  Once this is done, it takes two more days for the 
bank to send the District a written confirmation of Stop Payment.  There is a $10.00 charge to the employee.

      -
If an employee mutilates or destroys the check and it must be reissued, there will be a $10.00 charge.  Also, the mutilated check must be returned to the Disbursing Office before another check can be issued immediately.

Questions
Call Payroll at  (720) 423 - 3450
For questions related to:



Earnings



Deductions



Leave Balance



W-4 Status



W-2 Information



Pay Rate



Hours Paid



Deduction Forms

            Garnishments



Wage Assignments



Levies



Liens
Call Disbursing Office at (720) 423 -3715
For questions related to:



Checks/Check stubs



Forms - Pick up or ACH



Petty Cash Signature Cards



Petty Cash Checks



Pay check Pick up 



Accounts Payable Check Pick up

2005-2006 PAYROLL CHECK AND DIRECT DEPOSIT STATEMENTS DISTRIBUTION SCHEDULE

Payroll checks and direct deposit statements, which are not designated to be mailed, are distributed to schools and departments on the following payroll dates (some employee classifications are paid twice a month; most are paid only at month end). See the explanation for “*MAILED” at the bottom:      







09-15-05        







09-30-05          






    
10-14-05          







10-31-05          







11-15-05          







11-30-05  *MAILED       







12-15-05          







12-30-05  *MAILED






01-13-06          







01-31-06          







02-15-06          







02-28-06          







03-15-06        







03-31-06   *MAILED






04-14-06          







04-28-06          







05-15-06          







05-31-06   *MAILED      







06-15-06   *MAILED






06-30-06   *MAILED






07-14-06   *MAILED






07-31-06   *MAILED






08-15-06   *MAILED






08-31-06   *MAILED  







09-15-06          







09-29-06          







10-13-06          

private * Checks and/or stubs will be mailed to the employee’s address of record on the HR system for these payroll dates.  It is the employee's responsibility to inform the Department of Human Resources (720-423-3900) whenever a home address needs to be changed.  If a stop payment has to be processed due to an incorrect address, the $10.00 charge from the district’s bank will be assessed against the employee.
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10-31-06          







11-15-06          







11-30-06   *MAILED     

private * Checks and/or stubs will be mailed to the employee’s address of record on the HR system for these payroll dates.  It is the employee's responsibility to inform the Department of Human Resources (720-423-3900) whenever a home address needs to be changed.  If a stop payment has to be processed due to an incorrect address, the $10.00 charge from the district’s bank will be assessed against the employee.
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 EXHIBIT A  
Please Do Not Use This Form for DPSCU.

DENVER PUBLIC SCHOOLS

                                                      Disbursing Office  

                                               900 Grant St., Room 403
                                                     Denver, CO   80203
              AUTHORIZATION FOR AUTOMATED DEPOSIT OF SALARY CHECKS

Date: _______________________         Social Security #: ________________________

Employee Name: _________________________________________________________

School or Department:____________________________     Work Phone #:___________________


                                                       

                                             Staple a Voided Check(s)

If you decide to have a primary and secondary bank account setup, please attach the appropriate documentation for both accounts. 

Send the Original of this Form to the Disbursing Office and Keep a copy for your records. 

  *For savings accounts, please attach proof of account ownership

Until written notice is given, I hereby authorize and request Denver Public Schools to process
automated deposit of my net payroll checks to the Bank(s) or Financial Institution(s) identified 
above.

In consideration of your compliance with this request and authorization, I hereby expressly absolve
you from any liability of any kind incident to any delay; or any loss or inconvenience caused me if 
any payment so forwarded is lost or delayed in transit, or is lost or erroneously or improperly dealt
with by said depository after receipt thereof.
Employee Signature:
_______________________________________________________


EXHIBIT B
Denver Public School
      AUTHORIZATION FOR NET DEPOSIT AND /OR PAYROLL DEDUCTION

Employee’s Credit Union

_____________________________

_______________________
__________________

Name(Please Print)


School/Department/Retired
Position

__________________________
______________
____________
____________

Address


City


State


Zip

_________/_______/_________
_______________________
________________________

Social Security Number
Work Phone Number

Home phone Number

Until further notice is given in writing, I hereby authorize and request Denver Public Schools or DPSEPBA to forward my payroll funds, per the instructions below, to the Denver Public School Employee’s Credit Union.


3020   7531    9

______________________________

____________________________________

Routing and Transit Number


DPSECU Account Number

                                                                                                                        
    START NET PAY DEPOSIT TO:     STOP NET PAY DEPOSIT     CHANGE ACCOUNT NUMBER



Share Savings Account (S1)        


 Money Market Account  (S10)



          Old Acct. No.________________



 Share Draft Checking Account (S9)                                                   New Acct. No._______________





START/ALTER PAYROLL DEDUCTION        STOP PAYROLL DEDUCTION

Total Monthly Savings Deduction…………………$_________________________________


Total Monthly Loan Deduction……………………$_________________________________


TOTAL MONTHLY DEDUCTIONS……………. $============================                                                                    


Payroll Frequency:






End of Month

Semi-Monthly


Mid-Month Only

This authorization shall be effective on the date hereof,  but you shall to be required to send my salary/retirement check for the current month unless this authorization is received by you on or prior to the tenth of the month for active employees and the 15th for retired employees. In consideration of your compliance with this request and authorization, I hereby expressly absolve you from any liability to any delay, loss or inconvenience caused me if any payment so forwarded is lost or delay in transit or lost erroneously or improperly dealt with by said depository after receipt thereof.  This authorization supersedes any previous authorization for direct deposit executed by me
x

________________________________________


________________________

Signature






Date

First payroll Effective Date__________________
DPSECU Rep:_________ Date:__________

                              PAYROLL MAINTENANCE (DPSECU Internal Use Only)
Deposit to:

Account Number

Account Type

Name Key

Amount
EXHIBIT C
Bank accounts can be opened only at Board of Education approved depositories:
ELIGIBLE PUBLIC DEPOSITORIES

BANKS

1. Bank of Denver

2. Bank One, Colorado N.A.

3. Bankers’ Bank of the West

4. Citywide Bank of Denver

5. Colonial Bank

6. Colorado Business Bank, N.A.

7. Colorado State Bank and Trust

8. Compass Bank

9. FirstBank of Cherry Creek

10. FirstBank of Denver

11. First United Bank

12. Guaranty Bank and Trust Co.

13. Heritage Bank

14. Key Bank, N.A.

15. Mountain States Bank

16. Premier Bank

17. UMB Bank of Colorado

18. U.S.Bank National Association.

19. Vectra Bank Colorado N.A.

20. Valley Bank & Trust

21. Wells Fargo Bank, N.A.

22. Western National Bank

Savings and Loan Association and Savings Banks

1. Commercial Federal Bank, FSB

2. Liberty Savings Bank

3. World Savings and Loan Association

Colorado Government Liquid Investment Pools

1. COLOTRUST

2. C-SAFE
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                                   PRIMARY BANK ACCOUNT INFORMATION


                                                                                                                                                         


 Bank Name:		___________________________________________________________


 Bank Address:	___________________________________________________________


 Bank Routing#:        ___________________________________________________________


 Bank Account #	___________________________________________________________


 Type of Account (Check one) [  ] Checking [ ]*Savings				





                                   SECONDARY BANK ACCOUNT INFORMATION


                                                                                                                                                         


 Bank Name:		___________________________________________________________


 Bank Address:	___________________________________________________________


 Bank Routing#:        ___________________________________________________________


 Bank Account #	___________________________________________________________


 Type of Account (Check one) [  ] Checking [ ]*Savings				


                                                       Flat Amount $


                                                                                =============
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