






















































Hera Hong-Lee <hhonglee@mvwsd.org>

Approval for credit card purchases required
2 messages

Hera Hong-Lee <hhonglee@mvwsd.org> Tue, May 13, 2025 at 9:53 AM
To: Geoffrey Chang <gchang@mvwsd.org>, Leticia Corcoran <lcorcoran@mvwsd.org>

Good Morning Geoff,
I am confirming backup documentation for our 4/22/25 credit card purchase statement.  There are 2
forms submitted by Erika Navarro (BTB Supervisor) on 3/28/25 and 4/8/25 where you approved
purchases for ELOP Camp snacks and BTB program supplies (please see attached).  On both of those
forms, Target was not originally listed as an approved vendor but was used because those supplies could
not be purchased at the other vendors listed.  
Can you please confirm your approval of the purchases made at Target:
3/28/25 $11.81
4/8/25 $43.32

Thank you very much,
Hera

Hera Hong Lee
Account Technician III - Part Time
Department of Business Services
Mountain View Whisman School District
P: 650-526-3500 ext. 1086
www.mvwsd.org

2 attachments

03182025_MVWSD Credit Card Purchase.pdf
462K

04012025_MVWSD Credit Card Purchase.pdf
425K

Geoffrey Chang <gchang@mvwsd.org> Tue, May 13, 2025 at 11:24 AM
To: Hera Hong-Lee <hhonglee@mvwsd.org>
Cc: Leticia Corcoran <lcorcoran@mvwsd.org>

Yes, this is fine. Thank you.

Geoff Chang
Director
Federal, State, and Strategic Programs
Mountain View Whisman School District
www.mvwsd.org

[Quoted text hidden]
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Hera Hong-Lee <hhonglee@mvwsd.org>

Credit card purchase approval 4/1/25
2 messages

Hera Hong-Lee <hhonglee@mvwsd.org> Tue, May 13, 2025 at 11:04 AM
To: Geoffrey Chang <gchang@mvwsd.org>, Leticia Corcoran <lcorcoran@mvwsd.org>, Megan Pohlman
<mpohlman@mvwsd.org>
Cc: Nadia Pongo <npongo@mvwsd.org>

Good Morning Megan,
I am reconciling the documentation for our 4/22/25 credit card statement payment.  I see that you signed
the credit card checkout form for Mayra Garcia-Mendoza on 4/1/25 for a Parent University event at
Stevenson.  For your future reference, when account code 302 is used, the form should be signed by
Geoff Chang as Director of SLS programs.
Good Morning Geoff, please see attached credit card purchase form for 4/1/25.  Can you please provide
your approval for the total purchases of $381.06? (Smart & Final $122.81, Costco $258.25)
Thank you very much!
Hera

Hera Hong Lee
Account Technician III - Part Time
Department of Business Services
Mountain View Whisman School District
P: 650-526-3500 ext. 1086
www.mvwsd.org

credit card 57.pdf
1628K

Geoffrey Chang <gchang@mvwsd.org> Tue, May 13, 2025 at 11:23 AM
To: Hera Hong-Lee <hhonglee@mvwsd.org>
Cc: Leticia Corcoran <lcorcoran@mvwsd.org>, Megan Pohlman <mpohlman@mvwsd.org>, Nadia Pongo
<npongo@mvwsd.org>

Yes, approved. Thank you Hera, and everyone for making the event happen!

Geoff Chang
Director
Federal, State, and Strategic Programs
Mountain View Whisman School District
www.mvwsd.org

[Quoted text hidden]
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Hera Hong-Lee <hhonglee@mvwsd.org>

Sign in sheet for Parent U on 4/17/25?
6 messages

Hera Hong-Lee <hhonglee@mvwsd.org> Thu, May 1, 2025 at 10:24 AM
To: Ronald Vargas <rovargas@mvwsd.org>

Good Morning Ron,
I am reconciling the credit card statement for payment.  And I see that Denise left me a post it note that
says she was waiting for a sign in sheet for the Parent U event on 4/17/25 (purchases for Panda Express
and Safeway). Can you please forward me the event sign in sheet?
Thank you for your assistance!
Best,
Hera

Hera Hong Lee
Account Technician III - Part Time
Department of Business Services
Mountain View Whisman School District
P: 650-526-3500 ext. 1086
www.mvwsd.org

Ronald Vargas <rovargas@mvwsd.org> Thu, May 1, 2025 at 1:03 PM
To: Hera Hong-Lee <hhonglee@mvwsd.org>, Acantha Ellard <aellard@mvwsd.org>, Elizabeth Llamas
<ellamas@mvwsd.org>
Cc: Miguel Meza <mmeza@mvwsd.org>

Hi Hera, 

Elizabeth Llamas will get back to you.

Thanks,
[Quoted text hidden]
--
Ronald Vargas
School Community Engagement Facilitator 
Castro Elementary/ Mistral Elementary
Mountain View Whisman School District
Castro 650-526-3590 ext.1825
Mistral 650-526-3575 ext. 3612 

Elizabeth Llamas <ellamas@mvwsd.org> Thu, May 1, 2025 at 1:21 PM
To: Ronald Vargas <rovargas@mvwsd.org>
Cc: Hera Hong-Lee <hhonglee@mvwsd.org>, Acantha Ellard <aellard@mvwsd.org>, Miguel Meza <mmeza@mvwsd.org>

Hi Hera,

Attached is our flyer for the Parent U that was on April 17. I had sent this one to Denise.

Thank you.
[Quoted text hidden]
--
Elizabeth Llamas
School Secretary
Mariano Castro Elementary
Mountain View Whisman School District
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(650) 526-3590 Ext: 1803

2 attachments

1.png
1498K

(Spanish).png
1466K

Acantha Ellard <aellard@mvwsd.org> Thu, May 1, 2025 at 1:35 PM
To: Elizabeth Llamas <ellamas@mvwsd.org>, Hera Hong-Lee <hhonglee@mvwsd.org>
Cc: Ronald Vargas <rovargas@mvwsd.org>, Miguel Meza <mmeza@mvwsd.org>

Thanks Liz. Hera - we were informed that flyers can be used in lieu of sign in sheets for large events. 
Thanks, 
Acantha Aragon Contreras
Interim Principal
Mariano Castro Elementary School
Mountain View Whisman School District
(650) 526-3590

Confidentiality Notice: This email message, including any attachments, is for the sole use of the intended recipient(s) and may contain confidential and
privileged information. Any unauthorized review, use, disclosure, or distribution is prohibited. If you are not the intended recipient, please contact the sender by
reply email and destroy all copies of the original message. 

[Quoted text hidden]

Hera Hong-Lee <hhonglee@mvwsd.org> Fri, May 2, 2025 at 9:12 AM
To: Acantha Ellard <aellard@mvwsd.org>
Cc: Elizabeth Llamas <ellamas@mvwsd.org>, Ronald Vargas <rovargas@mvwsd.org>, Miguel Meza <mmeza@mvwsd.org>

Good Morning Acantha and Liz,
Thank you for forwarding the flyer.  Do you also have an estimate as to the number of attendees for this
event?
Best,
Hera

Hera Hong Lee
Account Technician III - part time
Department of Business Services
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Mountain View Whisman School District
P: 650-526-3500 ext. 1086
www.mvwsd.org

[Quoted text hidden]

Elizabeth Llamas <ellamas@mvwsd.org> Mon, May 5, 2025 at 8:26 AM
To: Hera Hong-Lee <hhonglee@mvwsd.org>
Cc: Acantha Ellard <aellard@mvwsd.org>, Ronald Vargas <rovargas@mvwsd.org>, Miguel Meza <mmeza@mvwsd.org>

Good morning Hera,
About 45 participants attended the event.
[Quoted text hidden]
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