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


DISTRICT FINANCIAL MANAGEMENT BRANCH


FINANCE NEWSLETTER


SEPTEMBER/OCTOBER 2012





Dates to Remember:


September 15 – Window for Working Budget Opens


September 15 – Window for PSD/CSD Submission Opens


September 30 -  Working Budget Submission Due


October 1 – PSD/CSD Submission Due











PSD/CSD/Salary Table


In accordance with 702 KAR 3:100, PSD/CSDs are required to be submitted by districts to KDE by October 1, 2012. The PSD/CSDs will be submitted via the Web submission process, the same as last year. This application will be open from September 15 through October 1 and will only allow one submission of each report from each district. The link for submitting PSD/CSDs is � HYPERLINK "https://odss.education.ky.gov/webforms/" �https://odss.education.ky.gov/webforms/�.   


Please refer to the websites below to access MUNIS instructions for generating and submitting the Salary Table and the PSD/CSD Files and for the Error and Note Correction Guide that lists the submission errors and notes (edit checks) that will be utilized by KDE as part of the PSD/CSD analysis process.  � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Payroll/Statewide+Payroll+Reports.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Payroll/Statewide+Payroll+Reports.htm�


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/District+Personnel+Information/School+District+Personnel+Reporting.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/District+Personnel+Information/School+District+Personnel+Reporting.htm�


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











FY 2013 Working Budget Submission


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


Please refer to KDE’s Tentative & Working Budget Submission Guide, the MUNIS Working Budget Report Guide (STW-GL-4) and the Tentative and Working Budget Reports Frequently Asked Questions documents located at the link below. All errors need to be corrected by the district before the Working 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 Working Budgets, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state Working Budget, and a KDE representative will ensure that you get a response within 24 hours. 











Capital Funds Request (CFR)


The FY2013 Capital Funds Request Form and Instructions are now available at the following link:


� 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�


Under the new guidelines:


The CFR form must be submitted by e-mail to �HYPERLINK "mailto:denise.hartsfield@education.ky.gov"��Denise Hartsfield� in the Kentucky Department of Education’s Division of District Support.


A copy of Debt Service Schedule, net of federal rebates, must be submitted with the initial request. This information may be obtained directly from the district’s Fiscal Agents.


For districts utilizing the SFCC escrowed funds from odd-numbered years, a copy of approval from the SFCC (Bob Tarvin) to use such funds must be submitted with the CFR request.


For districts whose CFR expenditures are related to construction or renovation projects not previously on facilities plan or that result in improvements to existing facilities, a Project Application Form (BG-1) must be submitted to the District Facilities Branch concurrently with the Capital Funds Request.


For further information or questions about the new Capital Funds Request process, contact Pari Ziebart at � HYPERLINK "mailto:pari.ziebart@education.ky.gov" �pari.ziebart@education.ky.gov� or (502) 564-4403, ext. 4415.








Technology Lease Over $100,000


Technology Lease with vendors over $ 100,000 and supporting documents must be submitted by e-mail to � HYPERLINK "mailto:pari.ziebart@education.ky.gov" ��Pari Ziebart� and copied to � HYPERLINK "mailto:denise.hartsfield@education.ky.gov" ��Denise Hartsfield� in the Kentucky Department of Education’s Division of District Support.


Please forward Technology Lease questions to Pari Ziebart at � HYPERLINK "mailto:pari.ziebart@education.ky.gov" �pari.ziebart@education.ky.gov� or (502) 564-4403, ext. 4415.








Change in Phone Service at Department of Employee Insurance, Financial Management Branch


The telephone numbers (502) 564-0350 and (502) 564-0351 at the Department of Employee Insurance are no longer in service. These were direct telephone numbers to staff members in the Financial Management Branch primarily responsible for Flexible Spending Accounts (FSAs) and Health Reimbursement Accounts (HRAs). The customer service and financial duties of the staff have been separated. You may access your Financial Management Branch (FMB) representative for health insurance premiums, FSA or HRA billing and/or payments by dialing toll-free (888) 581-8834 and choosing option 3 or by calling (502) 564-9097. General FSA or HRA customer service or enrollment calls should go to the Member Services Branch (i.e., questions on health insurance, pharmacy, FSA/HRA benefits) by selecting option 1 of the toll-free line or calling (502) 564-6534. Please direct all Health Benefit questions to DEI, Financial Management Branch.














Clarification on Debt Service Fund


Starting this fiscal year, all districts must maintain a Debt Service Fund 400 for recording any debt service payments made by the district or made by others on-behalf of the district. This does not mean lease payments, such as KISTA bus or copier lease payments. Fund 410 SFCC Debt Service should no longer be used by districts, and any current year budget or actual figures will cause any state reports to be rejected during the submission process. Fund 400 will be sufficient to capture all debt payment activity in the district.


Please refer to the link below for more Debt Service Fund information such as local and SFCC bond issues coding.


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


Any questions should be sent 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. 














School District Finance Contacts


KDE’s Division of District Support maintains the global All State MUNIS Finance Contacts e-mail distribution list and School and District Contact Information located at � HYPERLINK "http://applications.education.ky.gov/sdci/" �http://applications.education.ky.gov/sdci/� under the Other Roles Information, Director of Finance and Business section. Please note that the district’s finance officer contact information is only listed in the Director of Finance and Business section. The All State MUNIS Finance Contacts e-mail distribution list includes the districts’ finance officers and additional finance contact names.  	


Please e-mail � HYPERLINK "mailto:brenda.withrow@education.ky.gov" ��Brenda Withrow� the following information if there has been a change to your district’s finance officer or contact information. This will allow the district’s finance contacts to receive timely financial information from KDE:


District Name


New Finance Officer Name 


New Finance Officer Employment Start Date


Old Finance Officer Name to be deleted from district’s finance contact information 


Additional District Finance Contact Names to be added to the district’s finance contact information


Additional District Finance Contact Names to be deleted from the district’s finance contact information





Please forward any questions to Brenda Withrow at � HYPERLINK "mailto:brenda.withrow@education.ky.gov" �brenda.withrow@education.ky.gov�. 








Resource Teacher, Technology Resource Teacher and MOA Summary Class Codes


Starting with the school year 2012-13, the Education Professional Standards Board (EPSB) is changing the title for Resource Teacher, Summary Class Code 2210. Resource Teacher will become Resource Consultant and is intended for a teacher that teaches only teachers and not students; therefore, individuals meeting this criteria may be allocated to District Wide locations.


It also is important to note that Technology Resource Teacher, Summary Class Code 2211 is intended for teachers who teach at a school level and must be allocated by school location served. If the individual teaches only teachers, he/she is more appropriately coded to Summary Class Code 0190, Instructional Tech Coordinator, and he/she should be allocated to a District Wide location.


A few questions have arisen concerning employees under Memoranda of Agreement (MOA). A specific Summary Class Code exists for those individuals. Please use 2200, Memorandum of Agreement and allocate them to District Wide Locations.








Federal Reimbursement Electronic Funds Transfer (EFT) Payment Option


KDE encourages those districts that still pay by paper checks to change over to Electronic Funds Transfer (EFT) for the Federal Reimbursement of Health Benefits payment. This process is an online transaction through a secure website called ACH Pay that is handled by the state Office of the Finance Controller. You will need to register with Kentucky.gov before you can be granted access to the ACH Pay application. This only takes a few minutes to do, and you can be set up within two days. The goal is to help make the payment process of the Federal Reimbursement for Health Benefits as simple and easy as possible for districts. There are many benefits in the EFT payment process, including no more lost checks and easily traceable payments. Below is the link to the page that has instructions and the form to fill out and e-mail or fax back to � HYPERLINK "mailto:donald.sweasy@ky.gov" ��Donald Sweasy� in the Office of the Finance Controller after you are registered.


Link to the Federal Reimbursement of Health Benefits - On Behalf Payments, Federal Reimbursement File Submission and Payment Setup webpage:


� HYPERLINK "http://education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Federal+Reimbursement+of+Health+Benefits+On+Behalf+Payments+and+Web+Form+Submission.htm" �http://education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/Federal+Reimbursement+of+Health+Benefits+On+Behalf+Payments+and+Web+Form+Submission.htm�


If you have any questions concerning the Federal Reimbursement EFT payment setup, please contact Gail Cox at (502) 564-4403, ext. 4462 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov�.











SAAR


2011-12 SAAR reports are available at the following link:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Attendance+Data/" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Attendance+Data/�











KASBO Fall Conference





The Kentucky Association of School Business Officials (KASBO) is a statewide organization with over 350 members, which include individual management personnel and vendor representatives. The group’s mission statement is, “To provide programs, services and networking opportunities which promote the highest standards of school business management practices and professional growth.”





Mark your calendars for the 2012 KASBO Fall Conference being held November 14-16 at the Marriott Griffin Gate Resort & Spa in Lexington. Online registration will be available on the KASBO website at � HYPERLINK "http://www.kasbo.com" �www.kasbo.com� in September.

















IS IT SUPPLIES OR EQUIPMENT???


Do you find it hard to distinguish between what should be coded under supplies and what should be coded under equipment? The Kentucky Department of Education has developed a document that can help you select the appropriate code. 


Some may try to use lists to differentiate between the two, but NCES (� HYPERLINK "http://nces.ed.gov/pubs2009/fin_acct/app_e_3.asp" �Criteria for Distinguishing Supplies and Equipment�) provides a flow chart that can be used to determine what should be considered supply and what would be considered equipment. (� HYPERLINK "http://nces.ed.gov/pubs2009/fin_acct/exhibits/exhibit_e1.asp?referrer=report" �Exhibit E1 supplies or equipment flow chart�)


You can find this new document on the following page:


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








Fixed Asset Update


New functionally in MUNIS v9.1 and above allows users to assign a Gain/Loss account (Type 3 account) to fixed assets. An updated faassign.txt file will be available in the cloud beginning September 7 that assigns these accounts automatically for districts. The following accounts should be active in your district’s general ledger before running the faactimp program.


Required/Optional�
ACCT TYPE�
ORG�
OBJ�
DESCRIPTION


 �
�
Required�
R�
880�
5311�
Sale Proceeds/Loss (Land and/or Improvements)�
�
Required�
R�
880�
5331�
Sale Proceeds/Loss (Buildings)�
�
Required�
R�
880�
5341�
Sale Proceeds/Loss (Machinery, Equipment, Furniture & Fixtures)�
�
Required�
R�
810�
1930�
Gain/Loss on Sale of Assets (Food Service)�
�
Optional*�
R�
820�
1930�
Gain/Loss on Sale of Assets (Day Care Assets)�
�
Optional*�
R�
840�
1930�
Gain/Loss on Sale of Assets (Adult Education)�
�
A new program (faxxfaim) is also available that will assign the Type 3 account to Active status assets. The process to apply the Gain/Loss accounts (Type 3) to Active status assets is very similar to adding accounts to assets that are New status assets. Please refer to the MUNIS User Guides for more information on running this program.


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Fixed+Assets/Fixed+Asset+Processing.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Fixed+Assets/Fixed+Asset+Processing.htm�








Indirect Cost Rates Are Ready


Please click on the link below to access your district’s indirect cost calculations for FY 2013. The method used to calculate indirect costs is called the “predetermined” method, which requires a 10 percent reduction in the rate to allow for changes and fluctuations from year to year. The calculation is performed electronically using numbers reflected in your district’s Annual Financial Report (2011).  


Each local board of education is encouraged to approve the rates prior to October 1, the start of the federal fiscal year. If the Indirect Cost Rate is not approved by October 1, the district cannot apply the rate at a later time during the fiscal year.  





The non-restricted indirect cost rate is for use with food service, and the restricted indirect cost rate is for use with grants. Since the indirect cost rates are calculated for use with federal programs, the federal fiscal year should be used. Please use the current 2013 rate through September 2013, and then use the new rates for FY 2014 starting October 2014. Both, the non-restricted and restricted Indirect Cost Rates can be viewed by selecting the district and scrolling to the bottom of the report.


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


To obtain the details for how the indirect cost rates were calculated for your district, follow the link below and select your district. The 2013 rates are based on the Audited Annual Finance Reports for 2011. The non-restricted rate is used with food service fund is applied against the total salary and benefits for each month. 


Restricted indirect cost rate is used for charging grants these costs only if indirect cost is an allowable expenditure for the grant. The calculation is again the total grant award (not only salary and benefits) for the grants. 


�HYPERLINK "https://odss.education.ky.gov/webforms/odssreport.aspx?FormType=IndirectCosts"��Indirect Costs Rate by individual district�


To learn more about Indirect Cost from the federal level, follow the link below:


� HYPERLINK "http://www2.ed.gov/about/offices/list/ocfo/intro.html" �http://www2.ed.gov/about/offices/list/ocfo/intro.html�








Uniforms and Work Clothing


Two issues exist regarding the purchase of uniforms or work clothing by school districts for their employees:


Is the school district permitted to purchase uniforms or clothing for employees?


Is the purchase of the uniform or clothing a taxable event to the recipient?


The purchase of uniforms and other required clothing (such as safety glasses and steel-toed boots) are allowable expenditures by school districts.  


The value of work clothing provided by the employer is taxable to the employee unless:


The employee must wear the clothing as a condition of employment. 


AND


The clothes are not suitable for everyday wear.


Per the Internal Revenue Service (IRS), it is not enough that the employee wear distinctive clothing; the clothing must not be suitable for taking the place of regular clothing. For example, a shirt or jacket with the employer’s logo on it is indeed suitable for everyday wear. Accordingly, the value of the work clothing would be taxable to the recipient. On the other hand, a baseball uniform is not suitable for everyday wear and would not be taxable to the employee. Simply choosing not to wear the work clothing away from work does not exempt the recipient from the tax burden.


In addition, the employer must specifically require the clothing as a working condition. The value of work clothing is taxable to the employee if work clothing is provided and it is the employee’s option if and when to wear that clothing to work.  


The value of safety shoes or boots, safety glasses, hard hats and work gloves provided and maintained by the employer is not taxable to the employee.  


For more information, visit the IRS website at � HYPERLINK "http://www.irs.org" �www.irs.org� and see Publication 963, Federal-State Reference Guide.
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� HYPERLINK "mailto:FirstName.LastName@education.ky.gov" �FirstName.LastName@education.ky.gov�
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