	

	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 – Payroll/Personnel/Employee Benefits

Month to Month

	· January
	Superintendent’s contract

Run & distribute W2s to employees by January 31st: Remind that amount on W2 is net of annuities-TRS-Cafeteria Plan amount

Revise tax table per Circular E in software if necessary

4th Quarter IRS form 941 due January 15th

Review 941 deposit requirements contained in Circular E.  For example, the $100,000 next day deposit rule.


	· February
	Administrator’s contracts 

W2’s to IRS  by February 28th


	· March
	Teacher contracts 



	· April
	Letters of Reasonable Assurance to non contract employees – substitutes, paraprofessionals, hourly employees, bus drivers, etc. (See TASB policy manual for wording)

1st Quarter IRS form 941 due April 15th


	· May
	Payoff retirees if applicable
Prepare Excel spreadsheet to keep up with resignations and new hires for next budget year.

Send personnel budgeting info to campus principals to verify position changes

Supply salary info to writer of Federal programs for next year’s applications



	· June
	Payoff retirees if applicable

Add contract data to TRS Member Position Report



	· July
	Prepare employee packet for beginning of school: purchasing policies, payroll info, etc.

2nd Quarter IRS form 941 due July 15th

Add contract data to TRS Member Position Report



	· August
	Accrue August payroll days for 10-month salaries. Reverse entry that was made to prior year.   http://www.tea.state.tx.us/index2.aspx?id=1222&menu_id=645
Check on TRS rate changes.  http://www.trs.state.tx.us/employers.jsp?page_id=/global/welcome_employers    


	· September
	Assist PEIMS coordinator with personnel information for the Fall submission. Check accuracy of data in 40, 50, and 60 records.
https://portal.cs.oag.state.tx.us/wps/portal/ -

employer within 2 weeks new hires must be reported to the Attorney General.  If your employee is paying child support and leaves your employ that information must be reported to the AG within 7 days.

http://www.ssa.gov/form1945/  

http://www.trs.state.tx.us/reporting/documents/ssa_1945.pdf - instructions regarding new hires and social security 



	· October
	3rd Quarter IRS form 941 reports due October 15th


	· November
	

	· December
	Check mail during break for unemployment filings

Balance calendar year to date payroll (January to December) in preparing to generate W2s



	· Monthly
	Balance payroll to finance

TRS-TRAQS – Reported after payroll. (need login and password) 
http://www.trs.state.tx.us/employers.jsp?submenu=traqs&page_id=/traqs/traqs
https://oapi.trs.state.tx.us/TRAQS/userLogin.jsp
IRS deposit of Federal taxes withheld after each payroll – see specific        instructions in the IRS publication 15 – Circular E-Employer’s Tax Guide or at www.irs.gov and search under the publication link for Circular E

Benefit checks to vendors 

Book On-behalf, if done monthly

Report number of eligible staff for state supplemental health compensation and number participants in TRS health insurance program to TEA through E-grants or FSP link. (requires TEASE ID and password)






Last Revised 
Sept. 2011

