FY2015 Financial Management Calendar


[image: image1.wmf][image: image2.wmf]JULY 2014
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	8
	Certification of Transportation Mileage – Bus Use Report due to KDE
	Debra Vaughan – 502/564-5279, ext. 4450

	
	*
	KISTA Bond Sale to finance new buses
	Dave Mangum – 502/564-5279, ext. 4422

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	1
	Set Holding-year open flag on 1st working day (BGL-2) 
	KDE MUNIS Support & Guides

	
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Begin New Year Processing – Roll Accounting Period (BGL-2)
	KDE MUNIS Support & Guides

	
	*
	Close Fiscal Year, which includes budget completions (BGL- 2)
	KDE MUNIS Support & Guides

	
	*
	Continue Preparing for Year End Close (BGL- 2)
	KDE MUNIS Support & Guides

	
	*
	Perform Month-End Process for June including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Run Annual Project Budget Reports
	KDE MUNIS Support & Guides

	
	*
	Run the Annual Financial Report
	KDE MUNIS Support & Guides

	MUNIS Payroll
	*
	Mass Post Accruals
	Tyler Technology’s MUNIS Support

	
	*
	Perform Step Increase
	Tyler Technology’s MUNIS Support

	
	*
	Review Accumulators
	Tyler Technology’s MUNIS Support

	
	*
	Update Job/Salary Records for New Year Grants & Extra Service
	

	
	AFTER PAYROLL

& QUARTERLY
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides 

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides 

	
	
	State tax mailed
	

	
	
	941 Report to IRS due quarterly by end of  month
	Tyler Technology’s MUNIS Support

	
	
	Unemployment Report to KY Unemployment Insurance (PR-STW-8) due quarterly
	KDE MUNIS Support & Guides

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Begin processing New Year P.O.’s
	KDE MUNIS Support & Guides

	
	*
	Perform depreciation once a year, if done in July
	KDE MUNIS Support & Guides

	
	*
	Prove encumbrances at end of year
	KDE MUNIS Support & Guides

	
	*
	Reconcile fixed asset module to G/L module
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	Bond of Depository due to KDE
	Gail Cox – 502/564-3846, ext. 4462

	
	1
	Fidelity (Performance) Bond  due to KDE
	Gail Cox – 502/564-3846, ext. 4462

	
	16
	Special Education Indicator 11 and 13 Data Collection Form due to Division of Learning Services
	Ginger Meade – 502/564-4970, ext. 4123

	
	20
	CERS Annual Report due to CERS
	KDE MUNIS Support & Guides

	
	25
	CDIP 4th Quarter Expenditure Report due to KDE
	Karen Wirth – 502/564-1979, ext. 4319


JULY 2014 (Continued)
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Categories
	Date
	Monthly Reports & Processes
	Contacts

	KDE or Other Agency
	25
	Tax Collector’s Report and Reconciliation due to KDE
	Renee Thomas – 502/564-3846, ext. 4454

	
	25
	Unaudited Annual Financial Report (AFR) & Balance Sheet Report due to KDE
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	31
	Special Education Exiting and IDEAs data files due to Division of Learning Services
	Ginger Meade – 502/564-4970, ext. 4123

	
	31
	Preschool Program Approval Report due
	Annie Rooney-French – 502/564-7056, ext.4736

	
	*
	Assist schools with School-Level Spending per Student calculations for School Report Card
	Paige Patterson – 502/564-5279, ext. 4402

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	Local district tax levies as available
	Sarah Aitken – 502/564-3846, ext. 4412

	
	*
	Local tax reports as required
	Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Superintendent Contracts due to KDE (July-August)
	Chay Ritter – 502/564-3846, ext. 4453
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AUGUST 2014
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	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	1
	Annual Incident Report
	Monica Napier – 502/564-5279, ext. 4436

	
	15
	Bus Inventory request from the districts to update for depreciation
	Dave Mangum – 502/564-5279, ext. 4422

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	
	*
	Verify transportation codes
	Cheri Meadows – 502/564-5279, ext. 4451

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Begin Preparing Working Budget (STW GL-4)
	KDE MUNIS Support & Guides

	
	*
	Perform Month-End Process for July including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Post/Run AFR in Newspaper or on WEB
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Receive Certified Property Assessment and Tax Rate (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Schedule Tax Rate Hearing If Required (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Submit Levied Tax Rates to KDE (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	MUNIS Payroll
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	KTRS Retiree Re-employment Report (Form 30) due to KTRS
	Stacy Receveur – 502/848-8546

	
	*
	Assist schools with School-Level Spending per Student calculations for School Report Card.
	Paige Patterson – 502/564-5279, ext. 4402

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	Local district tax levies as available
	Sarah Aitken – 502/564-3846, ext. 4412

	
	*
	Superintendent Contracts due to KDE (July-August)
	Chay Ritter – 502/564-3846, ext. 4453
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Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	15
	Adjustments to School Council Allocations for Changes in Salary and Enrollment
	Sharma Aitken – 502/564-3791, ext. 4028

	
	*
	Continue Preparing and Finalizing Working Budget (STW-GL-4)
	KDE MUNIS Support & Guides

	
	*
	LEA to receive Tentative State SEEK Projection for Current Year from KDE
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Perform Month-End Process for August including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Receive Certified Property Assessment and Tax Rate (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Schedule Tax Rate Hearing If Required (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Submit Levied Tax Rates to KDE (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	MUNIS Payroll
	*
	Prepare PSD (PR-STW-4) and CSD (PR-STW-10) - Employees on staff as of September 15th
	KDE MUNIS Support & Guides

	
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides 

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides 

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	30
	District Assurances for Improvement Planning due in ASSIST and to KDE by email
	Nicole Crosthwaite – 502/564-1979, ext. 4328

	
	30
	Federal Cash Request Statement of Assurance  due in ASSIST
	Ken Greene – 502/564-1979, ext. 4335

	
	30
	Technology Activity Report (MUNIS) due to KDE
	KDE MUNIS Support & Guides

	
	30
	Working Budget Report due to KDE
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	Local district tax levies as available
	Sarah Aitken – 502/564-3846, ext. 4412
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OCTOBER 2014
	[image: image16.wmf][image: image17.png]


Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	30
	Bus Inventories due from Local Districts
	Dave Mangum – 502/564-5279, ext. 4422

	
	*
	Determine Dropouts
	Tina Logan – 502/564-9853, ext. 4740

	
	*
	Initiate Process of Projecting Enrollment/ADA for Next School Year
	Brad Blunt – 502/564-3930, ext. 4932

Garnetta Barnette – 502/564-3930, ext. 4419

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Initiate Annual Needs Assessment for Next School Year 
	

	
	*
	Perform Month-End Process for September including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Receive Certified Property Assessment and Tax Rate (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Run Quarterly Project Budget Reports
	KDE MUNIS Support & Guides

	
	*
	Schedule Tax Rate Hearing If Required (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Submit Levied Tax Rates to KDE (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	MUNIS Payroll
	*
	Annual Reporting of Salaries for Life Insurance 
	KDE MUNIS Support & Guides

	
	*
	Open Enrollment for Health Insurance
	KDE MUNIS Support & Guides

	
	*
	Review Accumulators
	Tyler Technology’s MUNIS Support

	
	AFTER PAYROLL

& QUARTERLY
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	
	
	941 Report to IRS due quarterly by end of  month
	Tyler Technology’s MUNIS Support

	
	
	Unemployment Report to KY Unemployment Insurance (PR-STW-8) due quarterly
	KDE MUNIS Support & Guides

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Prove encumbrances for quarter
	KDE MUNIS Support & Guides

	
	*
	Reconcile fixed asset module to G/L module
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	Notification on Motor Vehicle Rate due to Revenue Cabinet
	Kathy Goin – 502/564-7099

	
	1
	PSD’s and CSD’s due to KDE (MUNIS Guides for PSD and CSD)
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	1
	Request for Financial Audit Report Extension due to KDE
	Jaime Rice – 502/564-3846, ext. 4407

Beth Wheeler – 502/564-3846, ext. 4425

	
	25
	CDIP 1st Quarter Expenditure Report due to KDE
	Karen Wirth – 502/564-1979, ext. 4319

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335


OCTOBER 2014 (Continued)
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	Date
	Monthly Reports & Processes
	Contacts

	KDE or Other Agency
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	LEP Extract 10-1 Count
	Ginger Meade – 502/564-4970, ext. 4123

	
	*
	Local district tax levies as available
	Sarah Aitken – 502/564-3846, ext. 4412

	
	*
	Local tax reports as required
	Renee Thomas – 502/564-3846, ext. 4454
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NOVEMBER 2014
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	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	1
	Dropout Report due
	Tina Logan – 502/564-9853, ext. 4740

	
	1
	KISTA Bond Sale for new buses - paperwork due
	Dave Mangum – 502/564-5279, ext. 4422

	
	1
	Retention due
	Windy Newton – 502/564-2116, ext. 4063

	
	1
	Transition due
	Kiley Whitaker – 502/564-3472, ext. 4217

	
	1
	Transportation Growth Factor Adjustment Form due
	Debra Vaughan – 502/564-5279, ext. 4450

	
	15
	School Bus Purchase Authorization Form due
	Dave Mangum – 502/564-5279, ext. 4422

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Begin Preliminary Budget Development for Next School Year 
	KDE MUNIS Support & Guides

	
	*
	Confirm/Adjust KDE Estimates of District Data for Next Year’s Forecast SEEK Calculation 
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Continue Annual Needs Assessment for Next School Year
	

	
	*
	Perform Month-End Process for October including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Post auditor adjustments & send new AFR to KDE
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	*
	Receive Certified Property Assessment and Tax Rate (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Schedule Tax Rate Hearing If Required (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Submit Levied Tax Rates to KDE (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	MUNIS Payroll
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	Growth Factor Report due to KDE
	Brad Blunt – 502/564-3930, ext. 4932

Garnetta Barnette – 502/564-3930, ext. 4419

	
	15
	Audited Annual Financial Report (AFR) & Balance Sheet Report due to KDE
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	15
	District Financial Audit Report due to KDE
	Jaime Rice – 502/564-3846, ext. 4407

Beth Wheeler – 502/564-3846, ext. 4425


NOVEMBER 2014 - continued
	[image: image25.wmf][image: image26.wmf]Categories
	Date
	Monthly Reports & Processes
	Contacts

	KDE or Other Agency
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides
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DECEMBER 2014
	[image: image29.wmf][image: image30.png]


Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Complete Annual Needs Assessment for Next School Year
	

	
	*
	Continue Budget Development for Next School Year Draft Budget
	KDE MUNIS Support & Guides

	
	*
	LEA to Receive Forecast State SEEK for Next School Year
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Perform Month-End Process for November including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Receive Certified Property Assessment and Tax Rate (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Schedule Tax Rate Hearing If Required (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	*
	Submit Levied Tax Rates to KDE (Aug.-Dec.)
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	MUNIS Payroll
	*
	Begin Working on Salary Schedule
	Tyler Technology’s MUNIS Support

	
	*
	Prepare for W-2 Processing
	KDE MUNIS Support & Guides

	
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	
	*
	Process Insurance Open Enrollment file in time for first January payroll.
	KDE MUNIS Support & Guides

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	Technology Tools Readiness Survey due to KDE
	Rachel Richards – 502/564-2020, ext. 2251

	
	15
	IDEA B Child Count as of Dec 1st due to KDE
	Ginger Meade – 502/564-4970, ext. 4123

	
	15
	IDEA Special Education Personnel Data due along with Child Count
	Ginger Meade – 502/564-4970, ext. 4123

	
	15
	State Preschool Enrollment Count as of Dec 1st due to KDE
	Sally Shepherd 502/564-7056, ext. 4716

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
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KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides



JANUARY 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	
	*
	Verify transportation codes
	Cheri Meadows – 502/564-5279, ext. 4451

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	31
	Finalize Draft Budget and reviewed by Local Board 
	KDE MUNIS Support & Guides

	
	*
	Perform Month-End Process for December including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Run Quarterly Project Budget Reports
	KDE MUNIS Support & Guides

	MUNIS Payroll
	*
	Process W-2’s
	KDE MUNIS Support & Guides

	
	*
	Review Accumulators
	Tyler Technology’s MUNIS Support

	
	AFTER PAYROLL

& QUARTERLY
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	
	
	941 Report to IRS due quarterly by end of  month
	Tyler Technology’s MUNIS Support

	
	
	Unemployment Report to KY Unemployment Insurance (PR-STW-8) due quarterly
	KDE MUNIS Support & Guides

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Process 1099’s
	Tyler Technology’s MUNIS Support

	
	*
	Prove encumbrances for quarter
	KDE MUNIS Support & Guides

	
	*
	Reconcile fixed asset module to G/L module
	KDE MUNIS Support & Guides

	KDE or Other Agency
	15
	KEES Report for Fall Graduates due to KHEAA
	Rebecca Gilpatrick – 502/696-7394 or 



     800/928-8926

	
	25
	CDIP 2nd Quarter Expenditure Report due to KDE
	Karen Wirth – 502/564-1979, ext. 4319

	
	31
	IDEA B Maintenance of Effort due to KDE
	Vy Hunter – 502/564-4970, ext. 4135

	
	31
	Maintenance of Fiscal Effort (MoFE), Excess Cost and non-supplanting due by midnight
	Vy Hunter – 502/564-4970, ext. 4135

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	Local tax reports as required
	Renee Thomas – 502/564-3846, ext. 4454



FEBRUARY 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Any Revisions of Staffing Policy or Guidelines Shall be Adopted by the Board and must be submitted to KDE by May 1st
	Sharma Aitken – 502/564-3791, ext. 4028

	
	*
	Forecast Ending GF Balance for Board
	

	
	*
	Perform Month-End Process for January including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Prepare Staffing Allocations for School Councils
	Sharma Aitken – 502/564-3791, ext. 4028

	MUNIS Payroll
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides




MARCH 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	1
	Tentative Staffing Allocations due to School Councils
	Sharma Aitken – 502/564-3791, ext. 4028

	
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Perform Month-End Process for February including full tables validation.
	Tyler Technology’s MUNIS Support

	MUNIS Payroll
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	KDE or Other Agency
	15
	State Preschool Enrollment Count as of Dec 1st due to KDE
	Sally Shepherd 502/564-7056, ext. 4716

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides




APRIL 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	*
	KISTA Bus Sale (Old buses) Resolution Adopted by Local Board
	Dave Mangum – 502/564-5279, ext. 4422

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Begin preparing Tentative Budget (STW GL-6)
	KDE MUNIS Support & Guides

	
	*
	Finalize EOY Projection on GF
	

	
	*
	LEA to Receive Notification from KDE of Final State SEEK
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Perform Month-End Process for March including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Run Quarterly Project Budget Reports
	KDE MUNIS Support & Guides

	MUNIS Payroll
	*
	Review Accumulators
	Tyler Technology’s MUNIS Support

	
	AFTER PAYROLL

& QUARTERLY
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	
	
	941 Report to IRS due quarterly by the end of  month
	Tyler Technology’s MUNIS Support

	
	
	Unemployment Report to KY Unemployment Insurance (PR-STW-8) due quarterly
	KDE MUNIS Support & Guides

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Prove encumbrances for quarter
	KDE MUNIS Support & Guides

	
	*
	Reconcile fixed asset module to G/L module
	KDE MUNIS Support & Guides

	KDE or Other Agency
	25
	CDIP 3rd Quarter Expenditure Report due to KDE
	Karen Wirth – 502/564-1979, ext. 4319

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides

	
	*
	Local tax reports as required
	Renee Thomas – 502/564-3846, ext. 4454



MAY 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	15
	School calendar for upcoming school year approved by LEA
	Cheri Meadows – 502/564-5279, ext. 4451

	
	31
	Certification of transportation for daily trips for pupils attending KSD/KSB due to KDE 
	Debra Vaughan – 502/564-5279, ext. 4450

	
	31
	Certification of transportation for home trips for Resident pupils of KSD/KSB due to KDE 
	Debra Vaughan – 502/564-5279, ext. 4450

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	1
	Staffing Allocations Final Due to School Councils
	Sharma Aitken – 502/564-3791, ext. 4028

	
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Continue Preparing and Finalizing Tentative Budget 
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	*
	Approve Salary Schedule at Board Meeting
	

	
	*
	Audit Contract Approved by Board
	Jaime Rice – 502/564-3846, ext. 4407

Beth Wheeler – 502/564-3846, ext. 4425

	
	*
	Complete Creation of Fund 2 Accounts for the Next Year
	KDE MUNIS Support & Guides

	
	*
	Perform Month-End Process for April including full tables validation.
	Tyler Technology’s MUNIS Support

	MUNIS Payroll
	15
	KRS 161.011 - Notice of non-renewal for classified staff
	Amy Peabody – 502/564-4474, ext. 4813

	
	15
	KRS 161.750 (2) - Notice of non-renewal for certified staff
	Amy Peabody – 502/564-4474, ext. 4813

	
	15
	KRS 161.760 - Notification of Certified Staff Reduction of Duties 90 Days before School Starts for Students or by May 15, whichever is earlier.
	Amy Peabody – 502/564-4474, ext. 4813

	
	*
	KRS 161.760 - Notification of Reemployment of Certified Staff with best estimate of salary no later than 45 days before School Starts for Students or by June 15, whichever is earlier
	Amy Peabody – 502/564-4474, ext. 4813

	
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Begin processing Next Year P.O.’s (Optional)
	KDE MUNIS Support & Guides

	
	*
	Clean-up Purchase Orders for Year End
	KDE MUNIS Support & Guides

	KDE or Other Agency
	1
	Salary Supplement Applications for National Board Certification Reimbursement due to KDE
	Jana Cox – 502/564-3846, ext. 4409

	
	28
	Financial Audit Contracts due to KDE
	Jaime Rice – 502/564-3846, ext. 4407

Beth Wheeler – 502/564-3846, ext. 4425

	
	28
	Audit Acceptance Statements electronic submission due to KDE
	Jaime Rice – 502/564-3846, ext. 4407

Beth Wheeler – 502/564-3846, ext. 4425

	
	30
	Capital Funds Request FY2015 due to KDE
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

Carol Buell – 502/564-3846, ext. 4438


MAY 2015 - continued
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	KDE or Other Agency
	30
	Technology Lease Over $100,000 FY2015 due to KDE
	Sarah Aitken – 502/564-3846, ext. 4412

Renee Thomas – 502/564-3846, ext. 4454

	
	30
	Tentative Budget due to Local Board and KDE
	Carol Buell – 502/564-3846, ext. 4438

Karen Conway – 502/564-3846, ext. 4435

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides




JUNE 2015
	Categories
	Date
	Monthly Reports & Processes
	Contacts

	Pupil Attendance & Transportation
	30
	Amended School Calendar (current year) due to KDE
	Cheri Meadows – 502/564-5279, ext. 4451

	
	30
	Amendments to contracts for non-resident students due to KDE
	Cheri Meadows – 502/564-5279, ext. 4451

	
	30
	Home/Hospital Forms due to KDE
	Cheri Meadows – 502/564-5279, ext. 4451

	
	30
	School Calendar (upcoming year) due to KDE
	Cheri Meadows – 502/564-5279, ext. 4451

	
	30
	Superintendent’s Annual Attendance Report (SAAR) due to KDE
	Brad Blunt – 502/564-3930, ext. 4932

Garnetta Barnette – 502/564-3930, ext. 4419

	
	30
	Transportation Adjustment Form EOY Report due to KDE
	Debra Vaughan – 502/564-5279, ext. 4450

	
	30
	Vocational Transportation  – Reimbursement for transporting Vocational Students due to KDE
	Debra Vaughan – 502/564-5279, ext. 4450

	
	*
	Record of Daily Attendance (PA-2)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Teacher’s Monthly Attendance Report (PA-3)
	Cheri Meadows – 502/564-5279, ext. 4451

	
	*
	Update Bus Driver information in Driver Database
	Monica Napier – 502/564-5279, ext. 4436

	Budget Cycle & General Ledger
	4
	SEEK EFT due by the 4th working day of each month to districts
	Chay Ritter – 502/564-3846, ext. 4453

	
	*
	Perform Month-End Process for May including full tables validation.
	Tyler Technology’s MUNIS Support

	
	*
	Prepare for Fiscal Year End Close – (BGL-2)
	KDE MUNIS Support & Guides

	MUNIS Payroll
	*
	KRS 161.760 - Requires Salary Notification to Certified Staff no later than 45 Days before School Starts for Students or by June 15, whichever is earlier.
	Amy Peabody – 502/564-4474, ext. 4813

	
	AFTER PAYROLL
	Federal Reimbursement of Health Benefits file due to KDE within 30 days after last payroll
	Gail Cox – 502/564-3846, ext. 4462

	
	
	Federal tax call in
	

	
	
	KRS START monthly file submission and remittance due by 10th day of following month
	KDE MUNIS Support & Guides

	
	
	KTRS Pathway file submission and remittance due 15 days after each payroll
	KDE MUNIS Support & Guides

	
	
	State tax mailed
	

	MUNIS -

Purchase Orders, Accounts Payable & Fixed Assets
	*
	Add new, remove retired and adjust assets
	KDE MUNIS Support & Guides

	
	*
	Continue Processing Next Year P.O.’s (optional)
	KDE MUNIS Support & Guides

	
	*
	Perform depreciation once a year, if done in June
	KDE MUNIS Support & Guides

	KDE or Other Agency
	30
	KEES Report due to KHEAA
	Rebecca Gilpatrick – 502/696-7394 or 



     800/928-8926

	
	30
	Special Education Discipline Data (Expulsions Report, Removals Report, & IAES Report) due to KDE
	Ginger Meade – 502/564-4970, ext. 4123

	
	30
	Safe Schools Data Report due to KDE
	Windy Newton – 502/564-2116, ext. 4063

	
	*
	Federal Cash Requests to KDE
	Ken Greene – 502/564-1979, ext. 4335

	
	*
	KY New Hire Report to KY New Hire Operations Center in Wisconsin  (42 U.S.C. 653 Sec 453) due 20 days after hire (PR-STW-7)
	KDE MUNIS Support & Guides


NOTE: KDE updates only specific Kentucky MUNIS documents. General MUNIS documents are available at the MUNIS knowledge base on the Tyler Technologies website. Additional important deadlines are available at the following links: “Pupil Transportation Calendar” and “Important Due Dates for Superintendents”. 
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