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KENTUCKY DEPARTMENT OF EDUCATION (KDE)                                 DISTRICT FUNDING AND REPORTING BRANCH


DISTRICT FINANCIAL MANAGEMENT BRANCH


FINANCE NEWSLETTER


May/June 2012





Dates to Remember:


May 1 – National Board Certified Due


May 9-11 – Spring KASBO


May 28 – Audit Acceptance Statements and Peer Reviews Due


May 30 – Tentative Budget Submission Due


May 31 – Kentucky Schools for the Blind & Deaf Transportation Forms Due


June 14 – Meeting to Approve Audit Contracts


June 18 – Fidelity Bond Window Opened


June 30 – Transportation VT2 Forms


June 30 – Transportation Adjustment for End of Year Report Due


June 30 – Capital Funds Request (CFR) Due


July 1 – Bond of Depository Due











FISCAL YEAR END PROCESSING 


It might seem to be early, but now is the time to start thinking about year-end close.  The Fiscal Year End Processing (BGL-2) document, which includes great checklists, can be found at � HYPERLINK "http://education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Budget+General+Ledger+Procedures.htm" �http://education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Budget+General+Ledger+Procedures.htm�.  


Start your work now to ensure your district’s table validation is clean, and get help from MUNIS for any items you cannot fix. Set up next-year journal entries so you will be ready to post journals in 2013. Start reviewing open POs and open invoices to ensure you only carry over those that are really next-year actions. Start reviewing fund 2 projects to ensure revenues and expenditures have been posted to the correct project.  


Remember, the cleaner your data at year end, the easier the process runs. The unaudited Annual Financial Report must be submitted by July 25, 2012.


Please forward any year-end processing questions to Ramona Gardner at (606) 776-0435 or � HYPERLINK "mailto:ramona.gardner@education.ky.gov" �ramona.gardner@education.ky.gov�.











Salary Supplement Reimbursement Application for National Board Certified Teachers is Due May 1


The following Salary Supplement Reimbursement Application for the National Board Certified teachers is due to KDE by May 1. The application and the current law, KRS 395.157, can be found at the following link: � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/District+Personnel+Information/National+Board+Certification+Salary+Reimbursement.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/District+Personnel+Information/National+Board+Certification+Salary+Reimbursement.htm�   


Please continue to visit this site for future Frequently Asked Questions and Answers and other updates. 


Please submit the application electronically to Debra Vaughan at � HYPERLINK "mailto:debra.vaughan@education.ky.gov" �debra.vaughan@education.ky.gov� or by fax at (502) 564-6771.

















Transportation Forms Due May & June





The following Transportation Forms are due in May & June and should be submitted to KDE through a Web submission application: Kentucky School for the Deaf & Blind Daily Trips – due May 31 and the Transportation Adjustment End of Year report – due June 30. If you have any problems accessing the Web-based forms, check first with your technology staff and make sure your permissions are set up correctly. 





The following forms also will be due in May and June, but these are NOT Web-based forms: Kentucky School for the Deaf & Blind Resident form – due May 31 and Vocational Transportation – VT-2 form – due June 30. 





You can access all of the transportation reimbursement forms at the following link: 


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Transportation+Funding+Forms.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Transportation+Funding+Forms.htm�. As we continue to improve these processes, we will be placing more of our forms on this page. Please continue to visit this site for future updates. 





If you have any questions about these forms, you can contact Debra Vaughan at (502) 564-3846 or � HYPERLINK "mailto:debra.vaughan@education.ky.gov" �debra.vaughan@education.ky.gov�. Or, you can fax the form to (502) 564-6771.








Fixed Asset Updates


The KDE Capital Asset Guide (FAI-16) has been updated and is now available online. KDE has updated some information in this document; however, the capitalization policy must be approved by the local board of education and can be adjusted for district purposes.


The updated guide can be found at the following link: � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Fixed+Assets/Fixed+Asset+Processing.htm" �Fixed Asset Processing�.


Some highlights from the updated document:


Suggested threshold of original cost is equal to or greater than $5,000.  


Workstations/laptops are no longer required to be capitalized, unless they meet the threshold, but should be tracked for control purposes.


Update to the gain/loss general ledger accounts when retiring assets not fully depreciated.





Fixed Assets in MUNIS v9.1 (The Cloud)


The menu path has changed when adding accounts to new status assets in the cloud. In System Update after inputting the program “faactimp,” please enter the new file path:


�


Documentation on adding assets can be found can be found at � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Fixed+Assets/Fixed+Asset+Processing.htm" �Fixed Asset Processing�.








2012-13 SEEK Forecast 


KDE has posted the 2012-13 SEEK Forecast allocations. The data used to calculate the 2012-13 SEEK Forecast is trend data except for the Exceptional Child Count, which is the actual 2011 December Exceptional Child Count. These calculations can be found at � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/SEEK+and+Tax+Rates/Support+Education+Excellence+in+Kentucky+%28SEEK%29+2.htm" ��Support Education Excellence in Kentucky (SEEK)�.


This calculation reflects the 2012-2014 Biennial Budget recently passed by the General Assembly and signed by the Governor. The Biennial Budget includes $3,833 per-pupil base guarantee and a $725,000 statewide equalization level for FY 2013.


If you have any questions, please contact Kay Kennedy at � HYPERLINK "mailto:kay.kennedy@education.ky.gov" ��kay.kennedy@education.ky.gov� or Chay Ritter at � HYPERLINK "mailto:chay.ritter@education.ky.gov" ��chay.ritter@education.ky.gov�.











Federal Reimbursement File Submission and Payment


The end of the fiscal year is quickly approaching. KDE encourages districts to upload their Federal Reimbursement for Health Benefits summer files and submit payments to KDE in a timely manner. Please remember that if a district uses the entire allocated FY 2012 federal grant funds prior to the end of the fiscal year, then the district will need to pay the federal funded employees’ remaining salaries from General Funds along with reflecting the proper Federal Project code. Please refer to the � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Chart+of+Accounts.htm" �Chart of Accounts� for the Federal Project codes. 


KDE strongly recommends that all districts get set up to send payment for the Federal Reimbursement by Electronic Funds Transfer (EFT). Please refer to the EFT article within this newsletter for more information on the EFT process. 


If you have any questions concerning the Federal Reimbursement file or payment, please contact Gail Cox at (502) 564-3846 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov�.














FY 2013 Tentative Budget


In accordance with KRS 160.470(6) (a) and 702 KAR 3:110, Tentative Budgets are due to KDE by May 30. The Tentative Budgets will be submitted via the Web submission process, the same as last year. This application will only be open for a limited time starting on May 15 and will only allow one submission from each district. Districts are required to submit two tentative budget files (TED and TSF) to KDE. The link to the SEEK Web Application used for submitting Tentative Budgets is: � HYPERLINK "http://odss.education.ky.gov/webforms" �http://odss.education.ky.gov/webforms�.


KDE’s Tentative & Working Budget Submission Guide, the MUNIS Tentative Budget Report Guide (STW-GL-6) and the Tentative and Working Budget Frequently Asked Questions documents located at the link below. All errors need to be corrected by the district before the Tentative Budget will successfully upload to KDE. 


� HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/munis/user+guides/budget+general+ledger/afr+statewide+budget+general+ledger+reports.htm" �http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/munis/user+guides/budget+general+ledger/afr+statewide+budget+general+ledger+reports.htm�





If you have any questions relating to Tentative Budgets, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state Tentative Budget, and a KDE representative will ensure that you get a response within 24 hours. 








NOW On Behalf includes Technology and SFCC Debt Service


Similar to how the state pays for benefits for district employees, there is other district financial support provided that needs to be in the Annual Financial Reports. One is the Technology Support, and the other is the SFCC Debt Service Funding districts receive. Both will be required to be posted to the unaudited AFR beginning in fiscal year 2012-13 to accurately reflect expenses of the districts and schools where applicable.  





See information about Technology Support at � HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/technology+on+behalf+payments.htm" �Technology on behalf payments�.





See information on Debt Service at � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Debt+Service+On+Behalf+Payments.htm" �Debt Service on behalf payments�.





The link for the Chart of Accounts page is:





� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Chart+of+Accounts.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Chart+of+Accounts.htm�





If you have any questions relating to on behalf payments, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state On Behalf Payments, and a KDE representative will ensure that you get a response within 24 hours. 











UPDATE to Kentucky Department of Education (KDE’s) Standards to the Recording of Debt Service 


Directions were given in the �HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Finance+Newsletter.htm"��March/April Finance Newsletter (page 3)� for recording debt service in fund 400. Below is a link to MUNIS instruction manuals for this process concerning adding, deleting and moving funds. 


For fiscal year 2011-12, districts will have the option of recording debt service fund 400 on the Annual Financial Report (AFR). AFR edit checks will be examining MUNIS account segments, and in 2011-12, districts will receive a note as a reminder to not use fund 410 any longer upon submitting the AFR. However, it will be mandated that debt service be recorded in fund 400 for fiscal year 2012-13. Neither un-audited nor audited AFRs will be allowed to be submitted in this fiscal year if Fund 410 has financial activity other than zero.  


If your district has not set up Fund 400 Debt Service or is using Fund 410 Debt Service SFCC, see the � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Budget+General+Ledger+Procedures.htm" ��instruction manuals� for how to add, delete or move the funds. If you have any questions relating to debt service, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state Debt Service, and a KDE representative will ensure that you get a response within 24 hours. 














Kindergarten/Preschool Summary Class Code Missing


Non-fiscal data are sent to the federal government each year and includes attendance data and teacher data. If there is attendance data for preschool or kindergarten, but no teacher data, the federal government views it as a discrepancy and sends it back to KDE for review.  


KDE has found that most districts are coding kindergarten teachers and preschool teachers as either a Primary Job Class Code (2030) or as an Elementary Job Class Code (2040). This is an error. Kindergarten teachers should have a job class code of 2025, and preschool teachers should have a job class code of 2010.


This will become an edit check for the PSD submission next fall to avoid future discrepancies in reporting. Therefore, if districts do not have at least one record for kindergarten teacher with job class code 2025, the file will not be permitted to download to KDE until it is corrected or there is a valid reason for it not being reported. 


For any questions relating to kindergarten/preschool job class code and how to add it to MUNIS, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state Adding 2010/2025 to MUNIS, and a KDE representative will ensure that you get a response within 24 hours. 

















Real Property Acquisition


Real property acquisition by a school district is governed by 702 KAR 4:050. All purchases must be approved by KDE following the procedures outlined in the regulation. This includes real property purchases adjacent to existing sites, proposed future building sites and all other purchases of land.


Upon review of this documentation, the proposed acquisition may be approved or disapproved by the commissioner.  


Please see the link below for more detailed instructions:


http://www.education.ky.gov/kde/administrative+resources/facilities/


Please direct your questions regarding real property acquisition to the Division of District Support – District Facilities Branch at (502) 564-4326.








Capital Funds Requests


Use of Local District Capital Funds for operating expenses was addressed in House Bill 1 of the 2010 special legislative session and was extended during the 2012 legislative session.


Fiscal year 2011-12 Capital Funds Request (CFR) forms are due to KDE by June 30. CFR forms must be submitted by e-mail to the Education Commissioner Terry Holliday and copied to his executive secretary, Teresa Perry, on all CFR requests in order for proper processing to occur. If the CFRs involve major maintenance, repairs or improvements to facilities or any construction projects, then a BG-1 form also must be submitted with the CFR. If the CFR includes the use of funds escrowed due to SFCC participation, approval to use those funds must be obtained from the SFCC director, Bob Tarvin. All expenditures made in connection with a FY 2012 CFR must be made by June 30. Expenditures made after June 30 will necessitate the submission of a new CFR to KDE.


The FY 2012 Capital Funds Request form, guidelines and examples are located at the link below. Please be sure to include on the form the appropriate org codes, object codes, project codes, itemized descriptions and BG-1 numbers if applicable. Also remember to include the required signatures on the form or a copy of the signed board minutes approving the CFR.


� HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/capital+funds+request.htm" �http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/capital+funds+request.htm�


Please forward Capital Funds Request financial questions to Ken Smith at (502) 564-3846 or � HYPERLINK "mailto:ken.smith@education.ky.gov" �ken.smith@education.ky.gov� or Pari Ziebart at (502) 564-3846 or � HYPERLINK "mailto:pari.ziebart@education.ky.gov" �pari.ziebart@education.ky.gov� and facilities questions to Tim Lucas at (502) 564-4326 or � HYPERLINK "mailto:tim.lucas@education.ky.gov" �tim.lucas@education.ky.gov�.








FY 2012 Audit Contracts


School districts are required to be audited each year by independent certified public accountants (CPAs). The audit contract for fiscal year 2011-12 is available for review or download at the following link:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Financial+Audits/Financial+Audit+Contract+Information.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Financial+Audits/Financial+Audit+Contract+Information.htm�


Signed audit contracts, Audit Acceptance Statements and auditors’ latest peer review reports and any letters of comment are due at the Kentucky Department of Education by May 28. The State Committee for School District Audits will meet to consider approval of the audit contracts on June 14.


Please forward audit contract questions to Ken Smith at (502) 564-3846, or � HYPERLINK "mailto:ken.smith@education.ky.gov" �ken.smith@education.ky.gov�.











Training on New Yellow Book, Single Audits, Ethics, and much more 


The Central Kentucky Chapter of the Association of Government Accountants (AGA) is having its AGA Spring Training Event on May 16 and 17 at the Frankfort Convention Center located at 405 Mero Street. Several financial, auditing and grant-related topics will be discussed at this training, such as New Yellow Book; Single Audits; Improper Payments Elimination and Recovery Act; Ethics; Investigations Leading to Board Recommendations; and Procurement Regulations in Kentucky. The Yellow Book training session will cover changes with Financial Audits and Independence, and the Single Audit training session will include a case study that walks through the audit process from a compliance perspective and the nature of controls.


For more details, please refer to the Central Kentucky Chapter of the AGA webpage:  � HYPERLINK "http://ckyaga.com/" �http://ckyaga.com/�.











The BG-1 and BG-4 Processes


Section 162.060 of the Kentucky Constitution relating to school law states, “The chief state school officer shall be furnished a copy of all plans and specifications for new public school buildings contemplated by boards of education and for all additions to or alterations of old buildings.” This means all; schools, offices, athletic buildings (including bleacher and stadium seating installation), storage facilities, bus garages or any building being constructed, added onto or renovated regardless of how the work will be funded (including booster projects). 


702 KAR 4:160 establishes the requirements for the capital construction process. ALL projects are to be initiated with a BG-1 Project Application Form. Once KDE receives this document, then KDE will determine how to proceed, but in no case shall work be performed without submission to this office and to the Department of Housing Buildings and Construction.


Please see link below:


http://www.education.ky.gov/kde/administrative+resources/facilities/


Once a construction project is completed, a BG-4 form must be submitted to KDE.











Fidelity (Performance) Bonds


The Fidelity (Performance) Bonds for FY 2013 are due to KDE by July 1 to be approved by the commissioner of education. The Exposure Calculation Report for FY 2013 has been posted to KDE’s webpage. The window to the SEEK Application Fidelity Bond Web form will be opened on June 18 for districts to begin submission.


Please refer to the “Fidelity (Performance) Bonds” webpage:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Fidelity++Bond.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Fidelity++Bond.htm�


If you have any questions or problem submitting your Fidelity (Performance) Bond Web form, please contact Gail Cox at (502) 564-3846 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov�.











Bond of Depository


Districts, please check your “Bond of Depository” information to see if your Bond of Depository expires this year or if you need to make any changes. The “Bond of Depository” for FY 2012-2014 is due to KDE by July 1, along with the required documentation. All “Bonds of Depository” have to be approved by the commissioner of education.


Please refer to the “Bond of Depository” webpage:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Bond+of+Depository.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Bond+of+Depository.htm�


If you have any questions or problems submitting your Fidelity (Performance) Bond Web form, please contact Gail Cox at (502) 564-3846 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov�.








Financial Management Calendar


The Financial Management Calendar serves as a reminder of financial/budget processes that need to be completed by the districts and important KDE due dates. The FY 2013 Financial Management Calendar will be available at the following KDE webpage in June 2012: 


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Financial+Management+Calendar.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Financial+Management+Calendar.htm�


Please forward Financial Management Calendar questions to Pari Ziebart at (502) 564-3846 or � HYPERLINK "mailto:pari.ziebart@education.ky.gov" �pari.ziebart@education.ky.gov�.








KDE Office of Administration and Support, Associate Commissioner, Hiren Desai


Division of District Support Services, Director, Kay Kennedy, Assistant Director, Susan Smith


Facilities, Greg Dunbar


(502) 564-3846


� HYPERLINK "mailto:FirstName.LastName@education.ky.gov" �FirstName.LastName@education.ky.gov�
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