How to Request Bill Outs/PVUSD Invoicing
1. Get written notification from the responsible party stating their “promise to pay”.  Please make sure it includes:
a. Billing address

b. Amount they will pay 

c. Contact person name and phone number

2. Fill out applicable form (catering, bus trip, EWA, facility use, purchase order, etc.) following all instructions for that particular form.  Fill in the area which asks for funding or account number with the following:
a. Funding source should say “Reimbursable from ……”  (whoever is the responsible party)
b. Account number:

Should be 01-0000-0-1110-XXXX-XXXX-XXX-1099. The first (4) XXXX should be the correct function.  The second (4) XXXX should be the correct object. And the final (3) XXX are your site.
c. Please make notes in the “notes” section of any document you are filling out and clearly state “this expenditure is to be paid by an outside party”.
3. Once you are ready to submit the applicable form (catering form, bus trip request, etc.), attach a copy of the “promise to pay” written notification to the form and submit to the applicable department.
4. If there is no district form (catering, bus requests, etc.) associated with the requested bill out, then just fill out the “Request Bill Out” and submit directly to the Accounting Department with the “promise to pay” notification attached.
5. Any charges left in your 1099 account unpaid at the end of the fiscal year can be charged to your site account.
