Business & Payroll Annual Deadlines

Daily:

Submit all cash and checks collected at a campus and/or department

Post student enrollment/attendance – absences, withdrawals and entries
Weekly:

Time Sheets – electronic sign-off


Every Monday by 4:00 p.m.

Absence from Duty forms



Every Monday by 4:00 p.m.

Accounts Payable Check Cut-off


Every Tuesday by 12:00 noon 

P-Card and Travel Card Receipts


Every Friday by 4:00 p.m.

Monthly:

Supplemental Time Sheets



1st Friday of each month

Coach Driving Time Sheets



1st Friday of each month

Six-Week Periods:

Pupil Attendance & Contact Hours (signed)

1 week after close of every six-week period

Annually:

September 1st


Submit Principal Certification of No-Show Students

September 15th

Submit Staff FTE Summary Report 

September 15th

Submit Stipend List – Assignments

October 15th


Prepare HR and Student Permanent records for scanning purposes

April 1st


Submit Proposed Campus and Department Budgets
April 1st


PO Deadline for supplies & equipment (Fund 211 - Title I)

May 1st


PO Deadline for supplies & equipment (All funds)
June 1st


PO Deadline for Summer School purchases

August 1st


PO Deadline for services and travel/misc. expenses – All funds 
August 1st


Deadline for budget transfers and/or amendments

June 15th


Prepare and transfer prior year records to the Records Center

July 1st
All records should be delivered to the Records Center for processing

August 31st
Submit all cash deposits, invoices, reimbursements, and petty cash for end-of-year

As Needed:
Fixed Assets Transfer Forms (every time inventory or assets are moved from one room to another)
Petty Cash Reimbursement Forms (as needed to replenish cash – attach all related Petty Cash Vouchers)
Donation Forms – upon receipt (equal to or greater than $1,000 requires School Board approval)
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