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1) SCHOOL FRONT END – SFE
School Front End is open and you can begin processing BA’s for new money. BA’s for  carryover monies may be done starting mid September.

2) SFE BUDGET ADJUSTMENT PROCESS
Do not submit your adjustments electronically to your fiscal specialist until you have met with your councils, secured all necessary signatures and completed the compliance portion.  Submit your document for approval the same day you mail your originals.  Documents will be rejected 5 business days after you submit for approval, if originals are not received.
3) NEW SFE USERS

If you have new Administrators, A/P’s, Coordinators or clerical who need to be trained on SFE, please let your fiscal specialist know.

4) SAP ACCESS FORMS
If you have new employees who have already been trained on SFE and need to change their location, please have them go to BTS Help Zone and complete a new access form.
5) POSITION WITH INCUMBENT REPORT – PWI
Please review this report for accuracy.  If you have any questions regarding this report, please contact your fiscal specialist.
6) JUNE 2009 IMPREST QUARTERLIES ARE DUE AUGUST 14, 2009
Please comply with due date as this information has been requested by the Central School Fiscal Services.  If you need assistance with your report, please contact the appropriate person in advance.  Please make sure that you attach a copy of your June 2009 bank statement to your report.
7) PAYROLL ADJUSTMENTS
Time that was reported and approved after June 30, 2009 for fiscal year 2009 will be charged to this fiscal year.  If you are making payroll adjustments, please make sure that you have sufficient funds to cover the expenditure.
8) INCOMING AND OUTGOING CHECKLIST
Administrators who changed work locations are required to fill out either an Incoming Checklist or an Outgoing Checklist and submit it to your fiscal specialist.  If you have questions regarding the form or if you do not have the form, please contact your fiscal specialist.    
9) 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.
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Fiscal Services Manager:	Omar Hsiung (� HYPERLINK "mailto:omar.hsiung@lausd.net" ��omar.hsiung@lausd.net�) 	     (323) 278-4902





Budget Technician:	Estela Martinez (� HYPERLINK "mailto:estela.martinez@lausd.net" ��estela.martinez@lausd.net�) 	     (323) 278-3909





Fiscal Specialists:		Lourdes Echavarria (lourdes.echavarria@lausd.net) (323) 278-4904





Sandra Haag (� HYPERLINK "mailto:sandra.haag@lausd.net" ��sandra.haag@lausd.net�)                (323) 278-4900





Sonya White (swhit2@lausd.net)	                    (323) 278-4906





Coordinating Financial      David Mutto (� HYPERLINK "mailto:david.mutto@lausd.net" ��david.mutto@lausd.net�)                (323) 278-3971


Manager:





Facsimile:		Business & Fiscal Services 	                    (323) 720-9267


      (323) 720-9426











