	

	School District Business Office Checklist
This checklist has been created to assist Texas School District Business Office personnel in identifying the processes required to maintain sound and stable financial information to contribute to the successful education of Texas children.  This list is a comprehensive but not totally inclusive of all items that a District may wish to accomplish.   The purpose to assist business officials in their daily assignments and it has been available for modification by Districts as needed.

This checklist was created in collaboration between Marilyn Young, retired Business Manager of Caldwell I.S.D. and the Education Service Center, Region VI – Huntsville.



	School District Business Office Checklist – Food Service, Transportation, PEIMS, Records Management, Purchasing

Month to Month

	Food Service

· May
	Prepare applications for Child Nutrition Program for next year. (Online) http://www.squaremeals.org/fn/home/page/0,1248,2348_2349_0_0,00.html 
 (login and password needed)



	· June
	Book commodities as revenue and expenditures in Food Services budget. Need password

http://netx.squaremeals.com/SNP/index.html 


	· August
	Publish Free and Reduced Price lunch info in local paper.  Prepare letters to be sent home with students the first week of school http://www.squaremeals.org/fn/render/channel/items/0,1249,2348_2439_9703_0,00.html#9703 


	Transportation


	On the first Wednesday of the month October – February take attendance on each bus route for use on the Annual Ridership & Route report (Need TEASE)  Accounting Report is done on FSP site. This report can be accessed beginning June 1st. http://www.tea.state.tx.us/index2.aspx?id=2147484107&menu_id=645  

In the Fall a transportation report on expenditures and actual route mileage is due.  It is done online on FSP site and requires a TEASE acct.



	PEIMS

· January
	Mid Year PEIMS (2nd submission):  Due to ESC PEIMS Coordinator http://www.tea.state.tx.us/index4.aspx?id=3012 (PEIMS Data Standards Manual) 



	· June
	3rd submission of PEIMS due to ESC (student info – no finance or budget) http://www.tea.state.tx.us/index4.aspx?id=3012


	· September
	Begin work on Fall PEIMS. http://www.tea.state.tx.us/index4.aspx?id=3012  (distribute most current Data Standards and Student Attendance Accounting Handbook to all campuses) Check information used for staff 40, 50, and 60 records

4th submission of PEIMS (OEY) due to ESC http://www.tea.state.tx.us/index4.aspx?id=3012
Fall PEIMS – Snapshot day is the last Friday in October - work on PID errors early in October

TEA requires submission of PET extract files as part of the Public Education Information Management System (PEIMS) data submissions. PET files are submitted each week a district is in session based on the local instructional calendar. PET files are not required in weeks that a district is not in session.  Exception:  Once a district has completed its final summer submission and its PEIMS data file has reached a status of “TURNAROUND REPORTS AVAIL,” one additional PET submission is required. http://www.tea.state.tx.us/peims/standards/wedspre/index.html?app_pet_data_submission_responsibilities_and_specifica 
 

 

	· October
	Fall PEIMS (1st submission)– Snapshot day is the last Friday in October (work on PID errors early in October) http://www.tea.state.tx.us/index4.aspx?id=3012 See About PEIMS for PEIMS Data Collection Schedule



	· November
	Fall PEIMS due to ESC



	Records Management

·  September/October
	After audit store files as per Record Retention Rules  http://www.tsl.state.tx.us/slrm/lgschedules/index.html


	Purchasing

·  Throughout the       Year
	Bid and proposals for supplies and equipment as needed

Update vendor Conflict of Interest forms as needed

Co-op purchasing agreements

Bid property insurance as needed

Bid worker’s compensation insurance as needed

Add to approved vendor lists
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