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• Cashless System Implementation
• Deadlines for Administrative Guidelines
• Facility Usage
• Reimbursement vs Advancements
• Utilizing Secretary of State for Vendor Verification
• Child Nutrition
• Boosters
• Donations
• Reimbursement to Employees: ***Persons employed by the EBR Parish School System DO NOT need a verifiable 

(SSN,TIN). Employees will be processed as an employee using their employee ID only.  Parent reimbursement will 
be processed using the student ID. The aforementioned information are the only exceptions to the verification 
process.
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REMINDERS
Compliance forms are due to School Accounting 
by September 30.
• SAF Form 2 Principal/Assistant
• SAF Form 1 Sponsor’s/Teacher’s 

Responsibilities for sponsors for ALL financial 
activities. 

• The note section in EPES system should be 
utilized. If used properly, this can reduce the 
number of calls or emails from School 
Accounting in regard to various activities.

• Reconciliation reports must be given to each 
account sponsor monthly to verify accuracy 
of all transactions in their account.

• This report should be signed and returned to 
the secretary/bookkeeper monthly.
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• https://www.facilitron.com/accounts/signin

https://www.facilitron.com/accounts/signin
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• School activity accounts can not be 
advanced.

• Travel advances must go through 
accounting.

• Reimbursements must follow travel 
guidelines. 
• It is recommended that all travel be done 

properly through accounting. 
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• All vendor information must be completely entered into EPES prior to issuing a check.
• Obtain completed form W-9 prior to issuing a check.

• Shared drive has completed forms from prior years.
• Best Business Practice: Inform sponsors of this requirement when they request prior approval. Do not wait 

until a check needs to be issued to avoid delays.
• The W-9 form provides required tax ID numbers or Social Security numbers and legal name and updated address 

information from vendors. Examples include:
• Caterers​
• Game Officials​
• Security Guards​
• Disc Jockeys​
• Try out Judges​
• Event Decorators/Planners​
• Lecturers/Speakers​
• Consultants​
• Vendors who personalize items (T-shirts, trophies, uniforms, etc.)​

• This will help with completing IRS Form 1099s at the beginning of the calendar year, issuing stale dated letters for 
checks outstanding for more than 6 months, and sending funds to Unclaimed Property that are outstanding for more 
than 1 year. SAF#14B is used each time you utilize officials and 1099 security detail to track address changes.

• Reimbursement to Employees: ***Persons employed by the EBR Parish School System MAY NOT be paid by a 
school check for these services. They MUST be paid through Payroll in order for proper taxes and retirement to be 
withheld. NO EXCEPTIONS
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Good Morning,

Due to the challenges related to vendor verification, particularly concerning 
athletics and the adherence of officials to the new guidelines, school 
accounts have been instructed to accept W-9 forms as they are, without 
requiring additional verification. 

The EBRPSS Athletics Department will address the situation by working to 
obtain the necessary information to resolve the current issues with the 
officials. As a matter of fairness and consistency, no vendors will be required 
to provide an ID or SSN card to verify the authenticity of their W-9 forms.

Thank you for your understanding and cooperation.
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• Vendor code should consist of six 
letters.

• Example: RHONDA WILLIAMS =WILRHO
• Last Name – WIL First Name –RHO 

• Use first and last names only. 
• Do not include suffixes, Jr. Mr. Mrs. 

etc.
• Complete address must be entered.
• Tax Id or SSN must include dashes.
• 10-0569879- TIN
• 4*3-3*-9999- SSN
• Employee and parent vendor codes 

will be identified as-non 1099 
reportable.

EMP then employee ID
PAR then student ID
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• Pennington Biomedical (LSU) - Louisiana Smart Snacks Meeting Recommended Criteria 
(louisianafitkids.com)

https://www.louisianafitkids.com/SmartSnacks/SmartCriteria
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• Boosters must have at least an active LLC or EIN, be active 
with secretary of state and approved by the principal to 
conduct business on behalf of their respective activity.

• Boosters must have insurance to conduct ALL business on 
EBR Schools campuses and a completed facility usage form 
on file. 

• Boosters may not use the schools name, mailing address or 
conduct any business with the schools Capital One bank 
account.

• Boosters must be vetted (see vendor information).
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Any donation submitted to the school for the purchase of items not allowable by the EBRPSS 
administrative guidelines must be documented with a specifically worded letter from the 
vendor.
*No illegal or unethical purchases may be made by the school.

*Donations made to the athletic department must specify whether they are to pay for          
the CECP coaching services. Donations made for CECP coaching services must be deposited in 
a designated CECP coaching account.

*If for some reason donations for CECP coaching services are deposited in a different account, 
the bookkeeper will NOT be able to cut a check from an account other than the designated 
CECP coaching services account.

*Any donation to employee appreciation must be supported by a letter from the donor 
specifying that the donation is for employee appreciation. This letter must be available for 
audit.



15

• Cashless System Implementation. (JP Kelly).
• Deadlines for administrative guidelines September 30.
• Facility usage must be completed for all after school and booster club events.
• Reimbursement vs Advancements (school accounts only cut checks for reimbursements).
• Utilizing Secretary of State for Vendor Verification.
• Child Nutrition guidelines for snacks.
• Boosters clubs guidelines must be enforced.
• Donations to include a specific wording from donor.



• Schools cannot employ individuals. 
• Employees can not work as a CECP coach at the school they are employed.
• Schools can not cut payroll checks under ANY circumstance to an employee of East Baton Rouge 

Parish School System. (This includes part-time security detail). Payroll for EBRPSS employees must be 
processed through EBRPSS Payroll Department.
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BOOKINGS

https://outlook.office365.com/owa/calendar/SecretaryTrainin
g@ebrschools.org/bookings/

Google form
https://docs.google.com/forms/d/e/1FAIpQLScQmMPWxVZM
jMwOmWpL0ToQhrR4yko15c8Uqb6lYbbRZEhURA/viewform

SOS

Search for Louisiana Business Filings (la.gov)

https://outlook.office365.com/owa/calendar/SecretaryTraining@ebrschools.org/bookings/
https://docs.google.com/forms/d/e/1FAIpQLScQmMPWxVZMjMwOmWpL0ToQhrR4yko15c8Uqb6lYbbRZEhURA/viewform
https://coraweb.sos.la.gov/commercialsearch/commercialsearch.aspx


SCHOOL ACCOUNTING STAFF
Rhondalyn Williams, Internal Auditor

225-922-5601
rwilliams36@ebrschools.org

Mirza Núñez, School Accounts Auditor
225-922-5549

mnunez2@ebrschools.org

Lenesius Kinnon, School Accounts Auditor
225-922-5539

lkinnon@ebrschools.org

Emily Bognar, Accounts Specialist
225-922-5562

earceneaux@ebrschools.org
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