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1) DISTRICT FREEZE
Please review the memo issued by Superintendent Cortines, dated November 20, 2009.  Only the items listed on the memo are frozen. Your budgets are not frozen and you are allowed to continue processing budget adjustments.  If it becomes necessary to utilize the items that are frozen, please submit a freeze exception form. 

2) CLASSIFIED EMPLOYEES RIF UPDATE
You cannot create, modify or close any classified positions with the exception of TA’s, Special Education Assistants/Trainees and Instructional Aide I’s until RIF is over.

Between now and January 16, 2010 you may request a clerical sub for your vacant positions by contacting your assignment technician. Please do not use the sub finder unless instructed to do so. If you are unsure whether or not you have an actual vacancy, please print your PWI and review it. 

If your site earned a clerical NORM position, the positions will become effective 
January 16, 2010.  
3) VACATION ALLOCATION
Year round schools with only 2 clerical positions have been allocated additional sub time to cover for vacation.  Please use program 11400 to time report subs.  Do not exceed the sub amount that was allocated to your site which is 10 days per employee.

4) TIME REPORTING
Due to recent changes in the BTS time reporting systems, please make sure that your time reporter prints the employee list by cost center each pay period to ensure all employees are time reported accurately by the cut-off deadline.  You are required to report and approve time on a weekly. 
You must anticipate and report time and approved absences for the entire payroll period for positive time reported employees following a regular schedule and for time management status 9 employees.

5) IMPREST & STUDENT BODY QUARTERLY REPORTS
December 2009 Imprest & Student Body Reports are due by January 19, 2010.  Please make sure that you use the new Imprest Forms and also submit copies of your reports and bank statement to Accounts Payable.  If you are in need of assistance with your reports, please contact your fiscal specialist for Imprest or David Mutto for student body.

6) ADDITIONAL TITLE III ALLOCATION (PROGRAM  S176)
Additional Title III allocation has been sent out by LD6; please complete the justification page with your budget adjustment and forward it to the program coordinator for establishing the needed commitment items to utilize this resource.
7) CONTROL SHEETS
This is a reminder that you must maintain your control sheets. Control sheets will be reviewed throughout the year by your fiscal specialist.  If you have not set up your control sheets and need assistance, contact your fiscal specialist. Samples of control sheets are available at LD6 website.

8) QUARTERLY VISITS WITH FISCAL SPECIALIST
As you may already know, your fiscal specialist is required by Central to meet with each school at least once per quarter to do a thorough budget review and provide assistance in a number of things related to finances.  If you feel you need to meet with your fiscal specialist more than once per quarter, please let her know.  We are here to provide service to your school.  We also provide trainings on BTS applications in small groups or one on one.   
9) SFE (SCHOOL FRONT END) ACCESS
If you still do not have access to SFE, submit a request for access form.  It takes about 72 hours to gain access to the system.  Once your access is granted, please contact your fiscal specialist for one-on-one training.  There is no limit to the number of users you are allowed but we do suggest that Administrators, Assistant Principals, Coordinators and a clerical person have access.
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