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[bookmark: _GoBack]Certified Salary Tables, Professional Staff (PSD) and Classified Data (CSD) File Submission as of 9/15
The deadline for the certified salary table and the professional and classified staff report is quickly approaching. The Kentucky Department of Education (KDE) has been working hard to simplify the process. We have made a correction, added some summary class codes and add a note that should benefit not only KDE but also benefit the districts. 
Correction to CSD error check #26 Inaccurate Summary Class Code or Object Code (CSD)
We discovered this was not working when we had districts reporting certified job class codes in the CSD submission and it was allowed to be submitted without correcting either one.  The 7000 – 7999 can also be used in the job class codes as well.  We had some districts submit job class codes in 9xxx and that is not allowed so please be aware to correct these.
	Summary Class Code
	Description
	Object Code

	7000-7999
	Classified Summary Class Codes
	0130, 0131, 0160 



Below are the other number ranges to be used when a district wants to add new job class codes, along with the allowable object codes for each group:
	Job Class Codes
	Description
	Object Code

	8000-8999
	Classified Job Class Codes
	0130, 0131, 0160 



New:
Job Class codes for Orientation Mobility Specialist has been added.  The PSD code is 3021 and the CSD code is 7282 and each will use the same description above.
Note Added to CSD:
#44.00 Health Coordinator 7271 is not reported in the CSD.  A Health Coordinator is required by 702 KAR 1:160 and reported in the CSD file. If your district does not have an employee in job class code 7271 the district must answer the note by selecting one of the options listed below. The district’s selection will be forwarded to KDE’s nurse coordinator to verify compliance.
Option to select:
Contracted Services
Another individual in the district reported under a different job class code is doing the job
Hired after 9/15

An email will be sent to the district to get the additional information needed for the selection of contract services or another individual in the district reported under a different job class code is doing the job. If the second is selected KDE recommends to add the 7271 job class code to “another individual in the district” and allocate the time spent in each responsibility assigned.

Report Review
We have created a report to be able to extract the responses by the districts and the district will be contacted if there is more information needed.
Location for submission of salary tables and staff data:
SEEK Web Submission Form
Link to the documentation for the PSD CSD overall submission process.
PSD CSD Download Correction Guide 2020
Frequently Asked Questions Topic PSD CSD Reports
PSD CSD Submission Hints
During the submission process if you have questions, please send them to finance.reports@education.ky.gov making sure to put PSD/CSD in the subject line. 
Preschool and kindergarten reporting—any improvements?
The Kentucky Department of Education (KDE) needs to know if the instructional level codes for kindergarten and prekindergarten were being used by each district.  This stemmed from a study done by the Office of Education and Accountability (OEA) that found that they did not have the ability to retrieve from the Annual Financial Reports (AFR) the total costs for 172 districts for either prekindergarten or kindergarten. 
While we have seen some improvements on the reporting, there are still gaps of missing information. In the 2016 – 2017 audited AFR only 82 districts used instructional level 12 for kindergarten and for Prekindergarten instructional level 11 it was 164 districts. In the 2018 – 2019 unaudited AFR only 131 used instructional level 12 for kindergarten and for prekindergarten instructional level 11 it was 168 districts.
KDE implemented notes and began checking the district financial information submitted during the tentative budget, working budget and unaudited AFR.  This will also be a note in the audited AFR submission. Next fiscal year these notes could change to errors depending on reporting requirements that can change in the future.
Why is this so important?  
Budgets, analysis, and comparisons in the financial data assist in making decisions concerning prekindergarten and kindergarten funding. We use your data submitted to fill requests for what is being spent on these programs. The only way we can report the expenditures is by the instructional level coding and by project numbers. What is reported by your district will affect the decisions made based on the financial data your district submits to KDE.  If your district needs assistance email the finance.reports@education.ky.gov with the words prekindergarten and kindergarten and someone will assist you.
Hints of what to do
1. Review your key codes and make sure the ones below are specifically using IL 11 or 12.  These are the following key codes that are available:
a. IL 11—001, 006, 007, 095, 135, 564, 566, 782, 783, 784, 792, 793, 811, 842
b. IL 12—012, 873, 912

2. Check by school if you have a Prekindergarten and/or a Kindergarten taught within that location to see if you find any expenditures for that location.  If not use one of the above key codes. 

3. Allocation factors to think about for prekindergarten or kindergarten that may be located in the elementary school for total expenditures at that location.
a. Create an allocation for the separate reporting needs for the elementary IL 10 Elementary, IL 11 Prekindergarten, IL 12 Kindergarten or IL 13 Primary (P1 – P4).
i. Allocate by ADA by the grades
ii. Allocate by square feet for total classroom space for the separate ILs.
b. Document and review and report these expenditures in the TB, WB, Unaudited AFR and Audited AFR using the appropriate Orgs above.

AFR and Balance Sheet Validation 
As referenced in the Audit Contract and Requirements FY2018-2019, “It is important for both the school district (superintendent and finance officer) and auditor, to communicate and work together to reconcile the Annual Financial Report (AFR), Balance Sheet and Audit Report prior to the reports being submitted to KDE. The district, working with its auditor, is strongly encouraged to complete the optional Audit Review Templates accessible through the KDE SEEK program, and resolve any discrepancies identified among the AFR, Balance Sheet and Audit Report.”
Districts that identify material discrepancies within their audited AFR, Balance Sheet, and/or proposed Audit Report while utilizing the Audit Review Template, will be allowed to resubmit corrected revised reports prior to the beginning of the official KDE Audit Review process.  This will also eliminate the districts’ finance officers, auditors, and other staff resources being utilized to resolve material discrepancies later during the year.
Please forward any questions with completing the Audit Review Template to Kim Carter at kimberly.carter@education.ky.gov or Becky Walsh at becky.walsh@education.ky.gov.
FY2018-2019 Audit Extension Request
The fiscal year 2018-2019 audit reports are due to the Kentucky Department of Education (KDE) on, or before November 15. If an audit report cannot be submitted by the November 15 deadline, due to factors beyond the control of the auditor, the auditor shall submit an Audit Extension Request form, fully completed by both the auditor and the district, to KDE on or before October 1, 2019. The form is provided in Appendix I of the fiscal year 2019 audit contract package (Audit Contract and Requirements for FY2018-2019) located at:  
KDE Financial Audit Contract Information Website. 
If the Audit Extension Request form does not reach KDE on or before October 1, and the audit has not been received by KDE on or before November 15, then the audit will be considered late, and the penalties as outlined in the audit contract, may be imposed by the district. The Audit Extension Request form should be submitted to finance.reports@education.ky.gov with the “DISTRICT NAME AUDIT EXTENSION REQUEST” in the subject line (SUBJECT: DISTRICT NAME AUDIT EXTENSION REQUEST) and a carbon copy should be sent to the School District Superintendent and Finance Officer. For more information, contact Kim Carter at kimberly.carter@education.ky.gov, or (502) 564-3846, ext. 4440, or Becky Walsh at becky.walsh@education.ky.gov, or (502) 564-3846, ext. 4410.
Fidelity (Performance) Bonds & Depository Bonds Reminder
If, during the fiscal year, the district needs to make changes to the Fidelity or Depository Bond information that has already been approved by KDE, the district will be required to update the end date of the current information. The begin date on the new information should follow the end date of the current information. The district will be required to submit the current and new information to KDE, and is responsible for ensuring the information is correct, and current. If the district has a change to their approved information in the SEEK application, please contact Jackie Chism at jackie.chism@education.ky.gov, or 502-564-3846 extension # 4445 for the SEEK application window to be opened to allow the district to make its changes for approval.
On Behalf Payments Reminder
The “On Behalf Payments Summary Report FY2018-2019”, is posted to the “On Behalf Payments” website at On Behalf Payments Summary Reports. This report includes the FY2018 TRS On Behalf Payments. The final TRS On Behalf Payments for FY2018-2019 comes from the "Schedule of Employer Allocations" in the "GASB 68 Auditor's Report as of June 30, 2018", and the “GASB 75 Auditor’s Report as of June 30, 2018”, as found on the Teachers' Retirement System Kentucky website at: TRS Financial Reports and Plan Information 
Please also reference the following documents for more guidance on the recording of the “On Behalf Payments” in the districts FY 2019 Audit Reports and Audited AFRs that are due to KDE on, or before November 15, 2019.
· The “On Behalf Payment Instructions” are located on the “On Behalf Payments” website at: On Behalf Payments Instructions.
· The “Frequently Asked Audit Questions FY2019” are located on the “District Financial Audits” website at Financial Audit Report Information.

The “Reports on GASB 68”, “Auditor’s report as of June 30, 2018”, and “Reports on GASB 75”, “Auditor’s report as of June 30, 2018”, are located on the TRS website at: TRS Financial Reports and Plan Information.  Questions on the TRS should be directed to Mark Whelan at mark.whelan@trs.ky.gov or 502-848-8640.
Federal Reimbursement of Health Benefits Timeline & District Contact
The Kentucky Department of Education’s Division of District Support (DDS) would like to remind districts that the Federal Reimbursement of Health Benefits files and payments are due to KDE within 30 days after their last month-end payroll. After that time, the DDS staff will begin communicating with the districts’ Federal Reimbursement of Health Benefits contact(s) regarding the outstanding files and payments for the previous month’s premiums. 
District finance officers are encouraged to review and update the districts’ Federal Reimbursement of Health Benefits contact(s) annually, in order to ensure the outstanding file and payment notifications are promptly sent to the appropriate district personnel. If the district knows of an upcoming change in staff, please contact DFMB as soon as possible. The DFMB recommends that the district have at least one contact and one backup contact listed, and the contacts should be the person(s) who initiates the Federal Reimbursement payments, and generates and uploads the Federal Reimbursement files. The backup district contact can be the finance officer. Please provide the following information:
· district and backup contacts’ first and last names
· district and backup contacts’ telephone numbers and extensions
· district and backup contacts’ email addresses

Please email the requested information to Jackie Chism at jackie.chism@education.ky.gov and Gail Cox at gail.cox@education.ky.gov. 
A few important tips to ensure a successful file upload:
·  Do NOT change the file name that is MUNIS generated (F09190010001.txt) when saving to your computer/server.
· only extensions of .txt, .pm, and .csv can be used
· If you are informed by KDE that you have a credit for a certain month, please adjust your next month’s payment before sending.

The rates for FY 2019 are; administrative fee ($8.28), and life insurance premium ($1.00). This information is posted on the Federal Reimbursement of Health Benefits website.
Examples of manual journal entries include:
· debit 10-7461(whatever account the federal amounts are posted to after payroll process)
· credit 10-6101 (or whatever cash account district uses when federal amounts posted after payroll process)
Superintendent Compensation Survey
The deadline for the Superintendent Compensation Survey was August 31. Districts can’t submit their PSD/CSD until this has been submitted.
Transportation Growth Factor Adjustment
The Transportation Growth Factor Adjustment form for fiscal year 2019-20 data is due to the Kentucky Department of Education Nov. 1. The data will be submitted via the web submission process. The submission application will only be open for a limited time starting Oct. 16 and will only allow one submission form per each district.  All districts must go to the form and either check a box that they do not have any data to report or enter the data it needs to report.
The Transportation Growth Factor Adjustment form can be accessed at the following link:
SEEK Web Submission Form
Please forward any questions regarding the Transportation Growth Factor Adjustment web-based form and submission to the email box for Transportation Reports at transportation.reports@education.ky.gov.
Working Budget submission compares Available Balances compared to the Prior Year Ending Balances 
During the Working Budget submission the Kentucky Department of Education (KDE) is checking the district’s current year beginning balances object starting 0999 with the alpha character (as indicated below in the chart, a new requirement) in the available budget field and comparing the amounts to the prior year ending balance for June 30, 20xx in the Audited AFR Balance Sheet. The funds checked are fund 1, 2x, 310, 320, 360 and 5x. (This was originally in the unaudited and audited AFR but has been moved to be checked only in the Working Budget. The only exception is for fund 51 and it is checked in all three submissions.)
If the amounts do not match your district submission will receive a note message for each fund that does not match the guidance below. In a study completed by the Office of Education and Accountability (OEA) the concern was the working budget numbers may be either understating or overstating the ending balances from the prior year which could cause districts some budgeting problems at year end. It is suggested to review the note and document why these may not match if the auditor or KDE staff inquire to the differences.
	Fiscal year type: CY = current collection; PY = prior year's data
	Source
	Fund code
	Object code
	type of object code
	Our Guidance: Fiscal YE Processing, BGL-2, and appendix D

	CY
	WB
	1
	0999U
	revenue
	

	PY
	AFR BS
	1
	8770
	balance sheet
	Unassigned

	CY
	WB
	1
	0999A
	revenue
	

	PY
	AFR BS
	1
	8755
	balance sheet
	Assigned

	PY
	AFR BS
	1
	8752
	balance sheet
	Assigned

	CY
	WB
	1
	0999C
	revenue
	

	PY
	AFR BS
	1
	8741
	balance sheet
	Committed

	CY
	WB
	1
	0999N
	revenue
	

	PY
	AFR BS
	1
	8723
	balance sheet
	Non-spendable

	CY
	WB
	2
	0999N
	revenue
	

	PY
	AFR BS
	2
	8723
	balance sheet
	Non-spendable

	CY
	WB
	21
	0999A
	revenue
	

	PY
	AFR BS
	21
	8755
	balance sheet
	Assigned

	CY
	WB
	21
	0999C
	revenue
	

	PY
	AFR BS
	21
	8740
	balance sheet
	Committed

	CY
	WB
	21
	0999N
	revenue
	

	PY
	AFR BS
	21
	8723
	balance sheet
	Non-spendable

	CY
	WB
	22
	0999N
	revenue
	

	PY
	AFR BS
	22
	8723
	balance sheet
	Non-spendable

	CY
	WB
	310
	0999N
	revenue
	

	PY
	AFR BS
	310
	8723
	balance sheet
	Non-spendable

	CY
	WB
	310
	0999R
	revenue
	

	PY
	AFR BS
	310
	8737
	balance sheet
	Restricted odd year only

	CY
	WB 
	320
	0999N
	revenue
	

	PY
	AFR BS
	320
	8723
	balance sheet
	Non-spendable

	CY
	WB
	320
	0999R
	revenue
	

	PY
	AFR BS
	320
	8737
	balance sheet
	Restricted odd year only

	CY
	WB
	360
	0999N
	revenue
	

	PY
	AFR BS
	360
	8723
	balance sheet
	Non-spendable

	CY
	WB
	5x
	0999R
	revenue
	

	PY
	AFR BS
	5x
	8739
	balance sheet
	Restricted

	CY
	WB
	5x
	0999U
	revenue
	

	PY
	AFR BS
	5x
	8712
	balance sheet
	Unrestricted




Process for Submitting Bond Sale Documents for Review and Approval Pre-Sale
The KDE is pleased to announce a new workflow process for bond sales documents that will be available beginning July 1, 2019.  The process, called the “KDE Bond Sales Program,” is on a SharePoint platform on KDE’s server, much like the Facilities Planning and Construction Process (FACPAC) system.  The new system will allow KDE, districts, fiscal agents and SFCC staff to stay informed on the status of a pending bond sale and to track post bond sale activity.
Fiscal agents will have primary responsibility for inputting documents into the KDE Bond Sales Program. KDE will require 5 documents (1. Plan of Financing, 2. POS, 3. Notice of Sale, 4. Terms and Conditions, and 5. KDE approved FACPAC Post Bid BG-1) to be uploaded, tagged, and submitted for each a bond sale at least 10 or more working days prior to the bond sale.  
When adding a bond sale to the calendar, Fiscal Agents should allow adequate time for the post bid documents (Post Bid Contracts, Change Orders, etc., and Post Bid BG-1) to be reviewed and approved.  Once all 5 documents are submitted, it starts the 10 working day requirement (702 KAR 4:160, Section 8) for the KDE pre-bond review.   Bond sales may not occur if all five documents are submitted within the window provided.
Adequate planning must occur to ensure KDE Post Bid BG-1 approval is obtained in order for KDE approved Post Bid BG-1 to be printed, attached and submitted before the 10th working day.  Districts will need to work with their design professionals and KDE to ensure all post bid documents have been reviewed and approved before the fiscal agent can proceed with a planned bond sale.  Again, the fiscal agent must include an approved Post Bid BG-1 in the bond document submission.  Districts should provide all necessary documentation to KDE in time to ensure the fiscal agent can meet the 10 day filing deadline.  In order to ensure that timeframes can be met, we recommend the district upload all documents necessary 15 days in advance of the planned submission to allow KDE to review them, seek additional clarification/documentation from the districts and approve them.
We believe this new system will provide much improved communications and tracking mechanism among the fiscal agents, districts, SFCC and KDE as well as providing an accessible document repository for future bond sales.
If you have questions about the new system, please contact Jeff Coulter at 502/564-3930, ext. 4459, Jeff.Coulter@education.ky.gov .  Questions about the Facilities Branch review process should be directed to Greg Dunbar, 502/564-4326, ext. 4429, Greg.Dunbar@education.ky.gov. Questions regarding SFCC’s requirements and process for issuing bonds should be directed to Chelsey.Bizzle@ky.gov
New Online Tool Available to Make Changes/Updates to Bank Account
There is now an online tool for districts needing to update their bank account information for the ACH Pay application.  When a district submits this electronic form, it will generate an email to Kentucky.gov to update the information. 
Bank Information Change Request
When you log into the link, you will see the screen below, which details what you are able to do. Make your selection at the bottom for the request type, and follow the prompts (i.e. enter company name, bank name, ABA/routing number, etc.)
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Welcome to the Finance Cabinet's Bank Authorization Request form for use with the ACHPay system. This system provides LOGOUT
Commonwealth government agencies the ability to remit state funds directly to the Finance Cabinet or other predetermined agency.

You will also be able to designate employees for access to use the ACHPay system.

BEFORE YOU BEGIN
Please have the following available to successfully complete this request form:

« Customer/Agency Information
« Bank Authorization Information
o Bank Name
o Bank Address
o Transit/ABA# (Routing)
o Account Number
o Account Account Type (Checking/Savings)
» Employee Kentucky.gov Single Sign-On (SSO) Information (Register here for new account)
o Employee Name
o Kentucky.gov Sign-On 1D

TOBEGIN
Select your Request Type below.

* Request Type New or Additional Bank Enrollment
Replace an Existing Bank
Add ACHPay Employee Access ONLY





