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PURPOSE

The purpose of this procedure guide is to provide District field staff with a simple reference for
processing everyday accounting transactions they will encounter in the course of their business.
This guide is intended to be a reference tool only, and does not supersede any District or

County policies regarding the topics contained herein.

DISTRICT FINANCE DEPARTMENT

The District’s Finance Department is comprised of three areas:

v' Purchasing
v' Accounting

v' Budget and Reporting

In order to simplify all processes for field staff, the District Finance has created the following

methods for contacting Finance staff and submitting all Finance-related paperwork:

EMAIL: Parks-Finance@rivco.org

Email sent to this address is copied to the entire District Finance team. You can be
assured your inquiry will be addressed in a timely manner by the appropriate person — no

more worries about who does what task or if someone is on vacation.

PAPERWORK: Finance Inbox @ District Headquarters - Building B — Guest Services

All Finance paperwork should be turned in

here:

Daily/Monthly Cash Handling forms
Form 10’s

Bid Summary Sheets

Invoices/Receipts

Packing Slips/Receivers

Expense Reimbursement Forms

Paper Timesheets / Shift Diff & Overtime
Mileage Logs

ANANENENENENE NN

Paperwork submitted to this inbox is retrieved,

logged, and tracked daily by Finance staff.
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PURCHASING

Purchase Types

All purchases can be categorized as one of the following types:

COMMODITIES SERVICES PUBLIC WORKS
Tangible items Non-tangible service request ANY improvements to land
and buildings
Examples: Examples:
Examples:
v Plumbing parts v Pest Control services i ]
. . v’ Carpet replacement/installation
v Cleaning supplies v Window cleaning i
. v Window replacement
v Furniture v Tree trimming ) ;
) v Fence installation
v Vehicles v Veterinary services o
i ) v Sewer line improvements
v’ Office supplies v Musician performance )
) v" New shed construction
v Animal feed

v’ Event planning assistance

S\ COUNTY OF RIVERSIDE =TT TR TRER ERET T
¥ REGIOMAL PARK AND OPEN SPACE DISTRICT

Purchase Requisition (Form 10) = PURCHASE REGUISITION

Requestor: [PURPOSE:
Caontact Info:

You must prepare a Purchase Requisition e

Purchased By: Vendor

(Form 10) and obtain all required - sress
documentation and approvals before making | sucens o

Contact]

Activity: Emait

any purchases. This form is available on the

Amourt not to
Type Descriplion Gty | Unit Price Tax Account e

District’s Intranet.

The Form 10, when signed by your

supervisor/manager, gives you authorization

to purchase the items listed up to the

maximum dollar amount allowed for that

SHIFFING
LAEOR

purchase. You can use a single Form 10 to s
justify multiple purchases of the same oL Sten

. . WEnager Approval Sgnafue Daie

Item up to the aUthorlzed amount' FINANCE DEPARTMENT USE ONLY SPE CIAL INSTRUCTIONS

et
voKe:

Veried By:

Gt | =T | T T T T TR PRSI AP ROVIL
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COMPLETING A FORM 10:

_.""-_I COUNTY OF RIVERSIDE iV E] FURLHA SE ORDER BLANKE T B0
% ¥ REGIOMNALPARK AND OPEM SPACE DISTRICT
PURCHASE REQUISITION
Requestor PURPOSE:
Contact Info:
Date Prepared:
Date Needed:
Purchased By: Vendor:
Defivery- Address:
E;zﬂfﬂ": Main Phone: NewVendor?
’ Contact:
Grant/CIPM 5R Contact
Project: Phone:
Activity: C;::ﬁ

REQUESTOR: Your Name

e CONTACT INFO: Your phone number or email address

e DATE PREPARED: Current Date

o DATE NEEDED: The date you need the request fulfilled.

e DELIVERY: How will you receive the item:

(0]

Store Pick-up: You will go to the store and make the purchase

HQ Pick-up: Purchasing will order the item to be picked up at District Headquarters
To Location: Purchasing will order the item to be shipped to your work location
Not Applicable

¢ PROGRAM/LOCATION: Select your budget program/location from the list

e GRANT/CIP/MSR Project: If your purchase is related to a project, make sure to enter here.

e PURPOSE: Write a brief sentence stating why this purchase is being made.

e VENDOR: Type the vendor’s business name. Include address, phone number, and

name of contact person (if any).

e NEW VENDOR?: Select whether or not this is a new vendor:

a.

b.

New: Vendor has not done business with the County of Riverside.

NOTE: The vendor registration process is handled by the Auditor-Controller’s office, and it can
take up to 4 weeks before payment can be issued to a new vendor. Please be aware of this
timeline when selecting vendors who are “new” to the County.

Existing: Vendor is fully registered with the County of Riverside.
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When completing the line items, there is no need to write out every specific item you will be

purchasing. A single line for each category of item is preferable, with a total dollar amount not to

exceed.
Example:
Tre Descrpton Y [ [ Acsoun @wai| Field staff need to purchase
Sarvice: MCMSM 1 9.85| 0.0775 Maint-Boat E}‘uﬁ s 1061
pay ey : e o |§ ==| Several parts for boat
Servics C-Spline Gear Grease 05 8.20| 0.0775 Maint-Boat 521320 |§ 442 . .
P DRE ook | urrs| i = s _ms| Maintenance. All the parts will be
Barvice [NGK 4 1289 0.0775 Maint-Bost 521320 |§ 54.69 .
Sarvice Thermostst 73.53| 0.07 Maint-Goat 521320 |$ 79.23
e charged to the same expenditure
Servios Grommet For Anode 1 7}5/ 0.0775 Maint-Boat 521320 |§ 7.83 .
Soios_[pocce 2 Ti48| 00775 i 50t 521320 |5 =| account, 521320 Maint-Boat.
Servics  |Bushing Kt 1 3}00\ 0.0775 Msini-Bost 521320 |$ 35.56
Service il Blend / 3662| 0 Maint-Sost 521320 |$ 38.38
s |ritrclran 1 wer | ooris ot sz1s0 |8 sx| |nstead of typing in the details
Service Gaar Luba 25 0.55| 0.0775 \w&m 521320 | § 14.82
e 1 | o s | that will be included on the
Senica  [Anode Cover Kit 2 10.56 | 0.0775 Maini-Boat 521320 | 42.15
i Bl 1 ) i s Bwls  «s| yendor’s invoice...
Servics Fil 1 78.46 | 0.0775 Maint-Bost 521320 \ B4.54

Amount not to
exceed

...save t[me and group Product | Pares for boat service 1 1 650.00 [ 0.0775 maint-boat 521320 | 5 700.38

Type Description Qty | Unit Price Tax Account

all the parts into a

single line item — “Parts

for boat service” —
coded to 5621320 Maint-
Boat with a price not to
exceed $650.

¥

REMEMBER: You can use a single Form 10 to justify multiple purchases of the same item up to the authorized amount.
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SHIPPING and LABOR costs must be shown separately on the lines provided. Obtain approval from your
SUPERVISOR by having them sign and date the Form 10. If the total requisition amount is greater than your

supervisor’'s approval authority, an additional MANAGER approval will be required. Make sure to have the
manager sign and date the Form 10

SHIFFING
LABOR
S
Include
Superdsor Approval Signatwe Diate S PECIAL
Nenager Approval Signaturs [*ET)
FINANCE DEPARTMENT USE ONLY SPECIAL INSTRUCTIONS
Ertemd:
WVCICC:
Werid By:
il o] =izl PRI T e P T =W a0 a3 ~fein] PURCHAS MG MPEFLN L

vl (HEKI WA

INSTRUCTIONS if additional information is needed for Purchasing or Accounts Payable.

PRINT the completed Form 10 and submit to the ACCOUNTING INBOX at Guest Services (Bldg B)
mailroom. You may also email the Form 10 and all supporting documentation (i.e.

quote/bids/invoices/packing slip) to parks-finance@rivco.org .

EXTRA FEATURES:

The appropriate ACCOUNTING STRING will be filled in for you automatically based upon the
Program/Location you chose at the top of the form.

PROCEDURE PROMPTS will pop up in the space underneath the Total Requisition amount if your
requisition is subject to additional requirements. Please follow the instructions on these prompts before
making any purchases or scheduling work:

CONTACT PURCHASING FOR ASSISTANCE THREE QUOTES AND P.O. REQUIRED

BEFORE MAKIMNG & PURCHAZE, Complete Bid Summary
Zheek, then all Parks Purchasing or email Parks-
Finance@RivCoParks.org.org for PO 3.

BEFORE ZCHEDULING “WORE, Call Parks Purchasing or email
Farks-Finance@RivCoParks.arg for assistance

FORMAL BID PROCESS REQUIRED THREE WRITTEN QUOTES AND P.O. REQUIRED

EEFORE MAKIMG & PURCHAZE, Obtain thres written
quotes, Complete Bid Summary Sheet, then call Parks
Purchasing ar email Farks-Finance@RivCoParks.arg.arg for
PO 8.

Call Parkz Purchaszing or email Parks-
Finance@RivCoParks.org.org to stark formal bid process
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Purchase Orders

A purchase order (PO) is required if you are purchasing goods or services that will total $400
and over (this is inclusive of taxes and shipping costs).. To obtain a PO, you must submit a
signed Form 10 with supporting documentation to Parks Finance. For goods and services that
will be $5,000 or greater, you are required to gather three quotes from different vendors using
the BID SUMMARY SHEET and contact District Purchasing for further assistance before
making the purchase or scheduling work.

To simplify this process for field staff in obtaining services, the County Purchasing department
has published a prequalified vendor list for services that allows for higher spend limits prior to
requiring bids. If you are using a vendor on the prequalified list, make sure to contact District
Purchasing prior to starting any work as certain requirements must be met by the vendor prior

to work (i.e. insurances, endorsements, purchase orders, etc.)

Bid Summary Sheet

If you need to procure goods or services

REGIONAL PARK AND OPEN-SPACE DISTRICT THIS FORMMUST BE ACCOMPANIED 8Y A SIGNED.
) Summary Procurement Bid Sheet PURGHASE REQUISITION (FORM 10)
Y For purchases $5,000 and above

that will be $5,000 or over (inclusive of

[—vmooms T weworm T wewoas taxes/shipping) and they are not in the

AMQT;EE prequalified list, you must gather three
a;z“é quotes from different vendors using the
“Ed”i;,‘j BID SUMMARY SHEET and contact
s District Purchasing for further assistance
before making the purchase or scheduling

work.

This worksheet is included as a separate

tab in the Form10 template available on

IMPORTANT: Subtotal 5

e T the District Intranet (PARKBUZZ), and will
“ — guide you through the process of gathering
B Cwwmwonl [ ]  the required information for each vendor
quote.

Page 6



REGIONAL PARK AND OPEN SPACE DISTRICT
Quick Reference Guide: PURCHASING & ACCOUNTING PROCEDURES

P-cards

The District participates in the Procurement card (P-Card) program by County Purchasing
Department. These cards can be used for small-dollar commodity purchases. P-card use
requires you to complete a signed Form 10 for each purchase and will need to be submitted to

Parks Finance once your monthly statement is issued. .

P-cards may NOT be used for the following types of purchases:

All Services

Public Works

Office supplies or printing

Computers and peripheral equipment other than from County-contracted vendors
Fuel

Automotive parts

Chemicals & hazardous materials

COUNTY OF RIVERSIDE
Insurance

Membership dues

SN N N N N N R

Split purchases (splitting a large purchase into multiple transactions to

circumvent dollar limits)

Additional information on the proper use of P-cards can be found in the

PROCUREMENT CARD

County of Riverside Procurement Card Program Procedure Handbook PROGRAM
PROCEDURE HANDBOOK|

(available on the District Intranet).

Revised: May 2010 Grg.issued Date: by 2001
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Petty Cash

Parks Finance has issued small Petty Cash funds to several District sites. The purpose of a
Petty Cash fund is to provide a means to make small, incidental purchases without having to

follow the usual purchase requisition procedure.

Each Petty Cash fund has a designated Custodian. The Custodian is responsible for ensuring
the Petty Cash is stored in a secure location, the entire amount of the Petty Cash fund is
accounted for at all times, and proper documentation is retained for all Petty Cash uses. Petty

Cash replenishment checks are issued in the name of the Custodian.

A good rule of thumb is Petty Cash transactions should not exceed $30. Examples of purchases

for which Petty Cash use is allowable:

Postage
Water bottles for meetings
Parking fees

Small household and cleaning supplies

NN NN

Special Program items purchased from a Farmer’s Market vendor that only accepts cash

Petty cash may NOT be used for the following types of purchases:

All Services
Meals and transportation expenses
Vendors for which a Blanket Purchase Order or Billing Account exists

Employee reimbursements

NN NN

Uniforms

A receipt must be obtained for all Petty Cash transactions. The total amount of cash and

receipts should equal the original Petty Cash fund amount at all times.

At the end of each month, the custodian is also required a complete the MONTHLY PETTY
CASH / CHANGE FUND FORMS to be submitted to Parks Finance.
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TO REPLENISH PETTY CASH:

1 . CUStOdian adds u p the tOtaI SEE INSTRUCTIONS ON REVERSE SIDE COUNTY OF RIVERSIDE
a m O u nt Of a I I re Ce i pts "Pleasa prot clearly of typa,” EXPENSE REIMBURSEMENT CLAIM

2. Custodian prepares an s
EXPENSE - S m— T
REIMBURSEMENT FORM . :

for the total amount of the — [ - - ———
receipts, attaching all ; S S B —
receipts. : Y s ——

// E— e =
signature on the form from = ! ' I —— ——

their Supervisor. [ —— . B — B
4. Custodian signs and I - —
submits the complete |' = . —r—
packet to the Finance inbo ’ I ] e B o E—
at Headq uarters VERIFICATION Tneu-u:::;nea wnder penalty ol perury, siales e abow 3 correct, are ncn[urlnnymlhruh; 13 Mikage Clamed N
\ ancrwllmll-msxﬂahingxnawl.mcalsIooqinr:Tﬂl.: Ihmnrﬁela;i:\;‘l;zrragggaa:ras;: - . i
5. Accounting will notify the - —_— s S

Custodian when a S g

replenishment check is
available to be picked up.

6. Custodian cashes the check and returns the cash to the Petty Cash fund.

Page 9
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Employee Reimbursements

You can be reimbursed for expenses you incur for the following purposes in performance of
your duties:

v" Personal vehicle mileage — mileage driven in excess of the total round-trip miles between your home
and your regular scheduled work location. To be reimbursed, please enter mileage (M53) on your online
timesheet in PeopleSoft HCM 9.2

v" Meals and Transportation costs — subject to the provisions outlined in Board Policy D-1. See Travel
and Training section of this guide.

v Uniforms — subject to the provisions outlined in the employee M.O.U. and District Policies. See the
Uniform Allowance section of this guide.

v' Other Necessary Expenses — Expenses incurred by an employee when Petty Cash, P-card, or

regular requisition process was not feasible; subject to Supervisor, Finance Department, and Director
discretion.

COMPLETING THE EXPENSE REIMBURSEMENT CLAIM

SEE INSTRUCTIONS OW REVERSE SIDE COUNTY OF RIVERSIDE SUpGTEDr s S 3
1 . Enter yOUr name and add ress. “Piease print clearly or fype.” EXPENSE REMBURSEMENT CLAIM P o

3
DATE.— — - —_—

Ao

3 Waak 10 Miseellanaous

2. Use one line for each day. Enter
the details of expenses incurred. o O P T

| &=
.
i
i

3. Enter the total of all mileage
claimed, if any. Calculate the total
mileage reimbursement: miles x
$.50 F=

4. Sign the form and attach all
receipts.

Total
RIFICATION:  The undersignes, under panalty of perury, sisi e in confarmity with rules: 13 Milage Clamed

and regulations partaining ko fravel, maals, lodg it N past tharect has baan |
prevaauisly pard Autharizetion to drive pr

i

5. Obtain your Supervisor's
signature.

1t Emplayea Signahee

R PO 14 e Misags 3

Submit the completed form to the Finance inbox at District Headquarters — Bldg B Guest
Services. A check will be mailed to the address on the form within 10-14 days.

NOTE: Employees will not be reimbursed for service expenses paid for by any means other
than the regular requisition process.
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Entertainment Services

Any vendor that provides services to the County must provide proof of general liability

insurance, and cannot be paid until after the services have been rendered.

If you are planning to hire someone to provide entertainment services (musician, exhibitor,

event planner, teacher, etc), you must follow these procedures to ensure all County purchasing

requirements have been met before a warrant is issued for payment:

Three weeks prior to event:

1)

3)

Complete the ENTERTAINMENT
SERVICES AGREEMENT by
providing the specific information
for your event and vendor. This
form is available on the District

Intranet.

Obtain proof of the vendor’s
general liability insurance
coverage.
NOTE: Small vendors may be able
to obtain a one-day coverage rider
on their existing homeowner’s or

umbrella insurance policy to satisfy

this requirement.
Submit the completed
ENTERTAINMENT SERVICES
AGREEMENT and the vendor’s
proof of insurance to the District

Contract Analyst.

Entertainment Services Agreement
Riverside County
Regional Park and Open-Space District
Entertainment Services Agreement

This Agrsement is made and entersd into on the _ day of 20 by and between the Riverside
County Regional Park and Open-Space D strict |DIJTHICT1 and
(CONTRACTOR). The parties agree as follows

Documents Made Part of This Agreement: This Agreement is comprised of the following documents: This Agr n
Exhilbit &, and Exhibit B, incorporated herein by this reference. Should there be any conflict between this Agreement
and any Exhibits attached or incorperated herein, this Agreement shall control

r

Services To Be Provided:

A CONTRACTOR shall provide all services related to provision of entertainment (hereinafter referred to as “Event”)
as more fully defined in Exhibit &, attached hersto and incorporated herein, and fulfill all other requirements as
specified in thiz Agreement. CONTRACTOR has the expertise, special skills, knowledge and sxperience to fully
perform these services and requirements in a professional manner.

B

The time for provision of services by CONTRACTOR shal be: CONTRACTOR shall immediately commence
performance of services upen notification from DISTRICT, and shall perform such services througheut the term of
this Agreement in a diligent, timely and prompt manner.

C. Provigion of additional services beyond those stated in this Agreement shall require a written amendment to this
Agreement signed by authorized representatives of both parties.

w

Compensation: DISTRICT shall pay CONTRACTOR for all services performed in accordance with the payment terms
of this agreement as contained in Exhibit A. Full payment and financial ebligation on the part of DISTRICT, including
the full negetiated ameount plus amendments thereto, shall be paid in lump sum by County Warrant at the conclusion
of show. Unless otherwise stated in this agreement, CONTRACTOR shall be responsible for all costs and expenses
associated with performance er compliance with the terms of this Agreement.

=

County Representative: The following DISTRICT representative shall be the contact for CONTRACTOR with regard
to the services to be provided pursuant fo this Agreement:

Name Title: _

o

Compliance with Laws; Licensing: CONTRACTOR shall comply with all applicable laws, rules and regulations related
to performance of thiz Agreement, including but not limited to all applicable fair employment, civil rights, access,
health and safety laws, rules and regulations. CONTRACTOR represents and warrants that it has all licenses,
permits and qualifications as are legally or professionally required to perform the services stated in this Agreement
CONTRACTOR shall comply with all applicable DISTRICT policies, procedures, rules and regulations.

@

Termination:
A Thizs Agreement may be terminated by DISTRICT for any reason (with or without cause) upon giving 30 days
written notice to CONTRACTOR.

«

DISTRICT may terminate this Agreement immediately when any of the following occurs: (1) DISTRICT determines
that CONTRACTOR's activities are resulting in or may result in dizcredit to DISTRICT, (2) CONTRACTOR has
acted dishonestly; {(3) CONTRACTOR is unwilling or unable for any reason to properly perform; or (4)
CONTRACTOR has breached a material provision of this Agreement.

2]

After receipt of a notice of termination from DISTRICT, COMTRACTOR shall (1) stop all werk under this
Agreement on the date specified in the notice of termination; (2) deliver to DISTRICT any equipment, materials,
data, reports or other work which, if the Agreement had been continued, would have been required to be furnished
fo DUSTEICT b COMTESACTOR: and 033 bake opy ordbinpal oetinne sk moy b b

a. The Analyst will obtain approvals from County Counsel and the District General

Manager. This process can take up to one business week.

4) Ensure the service provider has registered as a vendor with the County of Riverside.
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Two weeks prior to event:

1) Prepare a Purchase Requisition for this vendor, including the following:

o Completed and approved ENTERTAINMENT SERVICES AGREEMENT,
o Proof of vendor’s general liability insurance,
o Flyer for the event they are being hired for, and

o In the Special Instructions, section, write “Return Warrant” to have the check
returned to you.

2) District Finance will notify you when the check is ready. You will be the custodian of this

check, and will hand it to the vendor after services have been rendered.

The date of the event:

1) Keep the check in a secure location until it is needed. After the vendor has rendered

services as specified in the contract, you may hand the check to them.

NOTE: Entertainment Services MAY NOT be paid for via petty cash,

P-card, or personal reimbursement.
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TRAVEL AND TRAINING
Pre-Approval

Pre-approval must be obtained at least

30 days prior to any travel or training

Riverside County Regional Park and Open-Space District
TRAINING/TRAVEL AUTHORIZATION

Submit for Approval at Least 30 days prior to the Event or Cut-off Date, whichever occurs first

EMPLOYEE

event by completing the e Fostn S
ngramArea:l I
TRAINING/TRAVEL AUTHORIZATION e e
. . . EVEntNE!’nEi Event Datels) ) StEtEi
FORM ThIS form IS avallable on the orgL:::taf:H.-'Membership#wapp\imue:-: S;r: E\?':;‘:";::
D' . I EXECUT IVE OFFICE APPROVAL REQUIRED|
BUDGET
IStrICt ntranet- Included in current Budget? i Fund i Dept ID i Class | Project Code
. TRAVEL ARRANGEMENTS
The form has five areas to complete: AirTravel (528500 m E—
A"po’l: A"po'(: Airport.
Employee e T
Training/Conference ceszoee e sosgme e
BUdget Transportation (529120} TOTALAIR TRAVEL COST 5
Travel Arrangements e o - Tota st vehide com. 5
Meals _
RENTAL CAR {529080) D;tsl':!:r;z:' = Date Returned:
Daily Rate: Total Rental Car Cost. 5
Fill out all the cells highlighted in yellow TR eeoces Mo snieroment ranet [
Long Term Airport Parking (528010} %
and submit to your Supervisor for EE— TOTALTRANSPORTATION ST S
Accommodations [528960)
approval BEFORE making any travel - e e
Hotel Choice #2:
arrangements or purchases. e LotersCont S _
- j TOTAL ACCOMMODATIONS COST &
M (Ezsa'gjm """%”“" = Per Diem Total Allowance
Allowance L] 4 TOTAL MEALS COSTS: [ S
NOTE: Ifthe trave{ will be out of state or T T TiEDiEis 3
the grand total estimated co§ts is greater APPROVALS
than $1,000, County Executive Office
approval is REQUIRED 30 days in
advance of the travel

TEV 0772 5723 MVA

Once all approvals have been obtained,
you may make your travel arrangements and

purchas s via P-card or the regular requisition process. Be sure to include a copy of your

completed and approved form with each transaction;

meals and transportation reimbursement request.

Meals and Transportation

retain the original to submit with your

Employees are entitled to be reimbursed for travel, meals, lodging, and other necessary

expenses according to County of Riverside Board Po

licy D-1 (available on the District Intranet).

If you incur the above expenses during District-approved travel, retain your receipts and request
reimbursement using an EXPENSE REIMBURSEMENT FORM (available on the District
Intranet). Follow the instructions in the Personal Reimbursement section of this guide.
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UNIFORM ALLOWANCE

Certain classes of Park District employees are entitled to a $350 annual uniform allowance after
one year of continuous service to the District. Employees may purchase any allowed uniform

item and request reimbursement for the expenditure, up to $350 per fiscal year.

In order to be reimbursed for uniform expenditures, the employee must first purchase the
desired items using their own funds. The employee should then submit a EXPENSE
REIMBURSEMENT CLAIM form, attaching the receipts for their purchases. If the total amount
of receipts submitted for reimbursement exceeds the employee’s available uniform allowance
balance for the fiscal year, the reimbursement will be made for only the amount of allowance

that is available.

For further details on eligible classifications and allowable uniform items, please see the current

SEIU Memorandum of Understanding.

CASH HANDLING

District locations that handle cash must follow the guidelines in the CASH (@2 o enccosac
HANDLING PROCEDURES MANUAL, which is available on the District

Intranet along with downloadable forms and an instructional video. District EASHERRECING

. . . ey PROCEDURES
employees who are entrusted with the receipt, deposit, and reconciliation of

cash for District activities, or the supervision of such, are responsible for

understanding the procedures outlined in this manual.

TIMESHEETS

Payday is every other Wednesday. Timesheets must be entered in PeopleSoft HCM by

Thursday after payday. Timesheets MUST be submittedby the employee and approved by their
direct supervisor/manager. Any corrections to the timesheet after supervisor/manager approval

will need to be communicated to Parks Finance, Accounting Tech Il so changes can be made

and can be re-routed for supervisor/manager approval

Additional training videos on how to enter and approve timesheets are available in the Parks Intranet
(PARKBUZZ)
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