	

	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

Month to Month

	· January
	Superintendent’s contract

Superintendent’s Approval Form http://www.tea.state.tx.us/forms/tease/peims_edit+pid.html 
Run & distribute W2’s to employees by January 31st : Remind staff that amount on W2 is net of annuities-TRS-Cafeteria Plan amount

Odd years:  Start work on Bank Depository Bids http://www.tea.state.tx.us/index2.aspx?id=2147484119&menu_id=645  
See “Acronyms Definitions and Helpful Hints”/”Other Helpful Informations” for entities that should receive a copy of the district’s approved audit. 
After audit is complete, work on Mid Year PEIMS (2nd submission that is the actual financial data from prior fiscal year):  Due to ESC PEIMS Coordinator http://www.tea.state.tx.us/index4.aspx?id=3012 (PEIMS Data Standards Manual) 

After audit is complete use FIRST template to determine rating for prior year   (Publications kit) http://www.tasbo.org/resources/useful-links/schoolsfirst 
 (District ratings) http://www.tea.state.tx.us/index4.aspx?id=3864 
(FIRST rating template) http://www5.esc13.net/finance          
Check Comptroller’s Preliminary Values. Start protest if necessary (most delinquent tax firms will advise if protest in beneficial)

Complete E-Rate 471 application

http://www.tsl.state.tx.us/ld/funding/#erate  
http://www.universalservice.org/sl/ 
Revise tax table per IRS Circular E in software, if necessary before the January payroll.

4th Quarter 941 due January 15th
4th Quarter Sales Tax report for Student Activity fund raisers due January 20th
1099s to vendors by January 31st


	· February
	Administrators’ contracts

Begin work on 6100 (salaries and benefits) portion of next year’s budget

Begin work on next year’s budget preparation (FAR Guide Budget Module) http://www.tea.state.tx.us/index2.aspx?id=1222&menu_id=645  
Bonded Debt payments –from Interest & Sinking Fund

W2’s & 1099's to IRS  by February 28th
TASBO Conference



	· March
	Teacher contracts

Continue work on next year’s salaries and benefits

Quarterly report on investments (December – February) to Board (see Investment Report template attached as an Excel spreadsheet.
Some federal grant programs require expenditure reports on a quarterly basis. The due dates for expenditure reports are indicated on Part II of the Application Guidelines of the grant RFA and on the Discretionary Grants two-month calendar


	· April
	Check with ESC for contract amounts for next year’s budget.

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

Work on next year’s budget

Preliminary property values due from appraisal district.

Check TEA website for next year’s preliminary Summary of Finances. Remember that these figures are ESTIMATES. Begin work on next year revenues. http://ritter.tea.state.tx.us/school.finance/funding/sofweb7.html 

Region 13 has a template available to assist districts: http://www5.esc13.net/finance  

1st Quarter 941 due April 15th 

Quarterly Sales Tax Report for student activity fund raisers due April 20th



	· May
	FIRST rating (preliminary) –triggers public hearing and publication after official notification has been received (usually in August)(See TASBO website for publication information: http://www.tasbo.org/resources/useful-links/schoolsfirst  and   www5.esc13.net/finance/ (for rating template)
http://www.tea.state.tx.us/index4.aspx?id=3864&menu_id=645
Proposals for student insurance (athletic and parent purchased accident ins.) for next school year.

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 information to writer of Federal programs for next year’s applications (see salary template attached as Excel spreadsheet)
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)

Work on next year’s budget

Payoff retirees if applicable



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

  https://tcs.tda.state.tx.us/phoenix/ 
(Need password to access)

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

Begin work with tax assessor on taxable value for next year (Template available www5.esc13.net/finance/ to calculate effective tax rate and rollback rate) Comptroller publishes a booklet with time lines for publications and tax rate hearings. May have to download from comptroller’s web site. www.window.state.tx.us (search – Truth in Taxation) or http://www.window.state.tx.us/taxinfo/proptax/    
Check on applications for next year’s Federal programs. Be sure that Federal budgets are set up per the applications.  Site for entitlements: http://burleson.tea.state.tx.us/GrantOpportunities/forms/  Go to TEA SE Log in under General Resources
Complete Federal application in E-grant - https://seguin.tea.state.tx.us/apps/logon.asp   Must have TEASE account
TEASE application located http://www.tea.state.tx.us/forms/tease/egrants_ext.htm  

Work on next year’s budget

Payoff Retirees if applicable

Add contract data to TRS Member Position Report

Quarterly investment report (March-May) to Board

Some federal grant programs require expenditure reports on a quarterly basis. The due dates for expenditure reports are indicated on Part II of the Application Guidelines of the grant RFA and on the Discretionary Grants two-month calendar
If fiscal year is July 1 to June 30 close books and prepare for audit

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.

	· July
	Most final expenditure reports for Federal and State Special revenue programs are due by the 15th of the month following the end date of the program . The begin and end dates for each program can be found on the NOGA (Notice of Grant Award or in the Grant Expenditure Reporting module on TEA’s site. You must have a TEASE ID and password.
· Go to: http://www.tea.state.tx.us/index2.aspx?id=2147487920&menu_id=951 
· Login to FSP system using TEASE ID (Texas Education Agency Security Environment) https://seguin.tea.state.tx.us/apps/logon.asp 
· Go to the Grant Expenditures Report tab at top of page

· Search for NOGAs by the appropriate fiscal year and select grant to report expenditures.  

Certified Taxable Values are due to district July 25th  from appraisal district.

Advise TEA of bank depository change, if necessary

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

Set up budgets in current year for next year Federal Program expenditures for July and August approved July 1st if any.  IDEA B – IDEA Preschool – Title I, if approved by July 1st can expend funds

Add contract data to TRS Member Position Report

Prepare approved vendor list for new school year. Send Conflict of Interest forms to each new vendor on approved list. Send W-9 forms to new vendors. Districts must have W-9s on each vendor to determine eligibility for 1099s.
2nd Quarter 941 due July 15th
Quarterly sales tax report for student activity fund raisers due July 20th



	· August
	Distribute most current PEIMS Data Standards and Student Accounting Handbooks to all campuses http://www.tea.state.tx.us/index4.aspx?id=3012  
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  
Post On-Behalf Revenue and Expenditures prior to closing books for audit.

 Some payroll software calculates on-behalf each month and interfaces it to finance.  Check with your software vendor. http://www.tea.state.tx.us/index2.aspx?id=1222&menu_id=645 Section 1.3.3.2 in Module 1 
ALSO: Book Medicare D amounts provided by TRS http://www.trs.state.tx.us/global.jsp?page_id=/reporting/gasb24  
Accrue August payroll days for 10 month salaries. Reverse entry that was made to prior year.  (Days in August that 10 month employees earned salary that will not be paid to them until the first payroll in Septmember must be recognized as expenditures in the current year budget) http://www.tea.state.tx.us/index2.aspx?id=1222&menu_id=645 See Section 4.8.1 in Module 4 
Accrue wages up to August 31st that are paid to hourly employees in September. (ie: aides, bus drivers, and cafeteria staff that are paid by the hour)
Book revenue due from state for ADA earned from 1st day of school to August 31st.

Public Hearing on budget by August 20th. Must publish in local paper. Notice 

shall be published not earlier than the 30th day or later than the 10th day before the date of the hearing.  (reference Financial Accounting Resource guide section 2.6.1 Statement of Law).   Budget must be approved by the Board by August 31st.

Post on the district’s web page the required budget comparison data. Must be posted at the same time the Notice of Public Hearing is published. (See link to Region 12 in Helpful Websites)
Post conflict of interest forms as required.
http://www.ethics.state.tx.us/whatsnew/conflict_forms.htm  
Adopt a tax rate for next fiscal year.   See Truth in Taxation publication for dates.  The  manual is located at: 
http://www.window.state.tx.us/taxinfo/proptax/   
Check on TRS rate changes. http://www.trs.state.tx.us/employers.jsp?page_id=/global/welcome_employers      
Verify that payroll software has been updated for the up coming year to reflect grant codes for personnel being paid with Federal Funds so that TRS monthly reports are accurate.

Check on Bonded Debt payments from Interest & Sinking Fund

Close books and prepare for audit if fiscal year ends August 31st
Final amendment to current year budget must be done prior to close and must be approved by Board. 
http://www.tea.state.tx.us/index4.aspx?id=1222  Module 2 Section 2.10.6
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 
Resolution or action item to Commit Fund Balance must be done prior to the close of the fiscal year and must be approved by the Board.  The amount may be determined after year end.



	· 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

Verify accuracy of payroll distribution and Program Intent Codes (PIC) for grants.

4th submission of PEIMS (OEY) due to ESC http://www.tea.state.tx.us/index4.aspx?id=3012 
After audit store files as per Record Retention Rule http://www.tsl.state.tx.us/slrm/lgschedules/index.html 
3rd Quarter 941 reports due September 15th
Quarterly Sales Tax Report for student activity fund raisers due September 20th
Quarterly Investment report (June-August) to Board

Some federal grant programs require expenditure reports on a quarterly basis. The due dates for expenditure reports are indicated on Part II of the Application Guidelines of the grant RFA and on the Discretionary Grants two-month calendar
Medicare Coordination of Benefits Report from the Centers for Medicare & Medicaid Services (comes to district in late September or early October)          

http://www.cms.hhs.gov/IRSSSACMSDataMatch/    
Districts must report all new hires within 2 weeks of their employment.  Report employees who pay child support and are leaving your district within 7 days after they leave. 
https://portal.cs.oag.state.tx.us/wps/portal/employer     
New Web Posting Requirement: House Bill 3 from the 81st Session of the Texas Legislature requires school districts, on final approval of the budget by the board of trustees, to post a copy of the adopted budget on the district’s Web site. This requirement is in addition to posting the proposed budget. The Web site must prominently display the electronic link to the adopted budget. The adopted budget must be maintained on the Web site for three years after adoption. (Link to Adopted Budget Template) Posted 8/17/09 


	· October
	Fall PEIMS (1st submission)– http://www.tsl.state.tx.us/slrm/lgschedules/index.html Snapshot day is the last Friday in October (work on PID errors early in October)   See About PEIMS for PEIMS Data Collection Schedule
Begin work on E-Rate 470 application. http://www.tea.state.tx.us/index2.aspx?id=2147484107&menu_id=645  
http://www.sl.universalservice.org/menu.asp


	· November
	Fall PEIMS due to ESC



	· December
	Balance calendar year to date payroll (January to December) in preparing to generate W2’s

Check mail during break for unemployment filings

Check mail during break for checks that need to be deposited

Quarterly Investment report (September-November) to Board

Some federal grant programs require expenditure reports on a quarterly basis. The due dates for expenditure reports are indicated on Part II of the Application Guidelines of the grant RFA and on the Discretionary Grants two-month calendar
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