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Org Chart 



Example of Budget Calendar



Budget Development Strategies



Payroll

1. Payroll Administration- a payroll practitioner for a school district will have federal and state laws along with 
education and government codes to apply to payroll processing. Fed, State, Local, Ed Code, Tax Laws, 
Bargaining Unit Agreements

2. Employee Classification-
Classified or Certificated

3. Salary Computations- Normal Pay, Retro, Deferred Pay, Work Days, Hourly Rates, Monthly rates, Late hire 
adjustments, Termination Adjustments, Change of Assignments, Overtime

4.   Retirement
CalSTRS
CalPERS
Sick Leave Vacation Leaves

5. Wage & Tax Reporting- Payroll Reconciliation, W2 reporting 

6. Benefit Plan Management



Maintenance and Operations





Charter Schools



Technology



Transportation

• Dispatch
• Routing and Scheduling (computerized vs. manual, walking distances, bell 

times, in-lieu payments, elimination of HTS transportation).

• Two way radio or cell phone (hands-free for school bus drivers).

• GPS Systems:  Student tracking.

• Emergency Procedures.

• Accident Procedures.

• Field Trip Booking and Billing.

• Van use.
• Driver training, van maintenance, DMV Pull Notice, Drug and Alcohol Testing.



State certification process.
Classroom and Behind the Wheel, DMV and CHP Testing.

Instructor Certification Process.
Recruiting and Screening.

DMV H-6 Printout.
Fingerprinting (twice).
Drug and Alcohol Testing.

How many drivers or staff do you need?
What concerns get to your office? Parent or staff?
Collective Bargaining Agreement

Route bidding
Bus bidding
Field trip assignments
Special language.



• Specifying and Ordering Buses.

• Mechanic Certifications.

• CHP  Inspections, Required Records, Terminal Grade. CCR Title 13.

• Purchasing:  Fuel (fuel storage and safety).
• Federal excise tax exempt for gas and diesel.

• State excise tax exempt for diesel.

• Purchasing tires (Federal excise tax exempt) and parts.

• Bus replacement:  Grants, establishing a replacement schedule.

• Alternative fuels:  grants, excise tax, credits,
• Propane, CNG, Electric, Hybrid.



Food Service
• Employee Management

• Claim Filing for State and Federal Revenue

• Bank Deposits

• Inventory Management

• Yearly Program Audits- State and Federal Compliance

• Program Management- Provision 2

• Training for Staff

• Purchasing Ordering Equipment and Supplies

• Grant Applications 

• Meal Applications 



• Processing to payment of all billing and invoicing District wide, mileage reimbursements, conference request expenditure 

reimbursements

• -Processing of all Special Education invoicing and excess costs for outside District Services

• Processing of a biweekly warrant registered for the board meetings, with detailed hand-entered information, to define what the 

payments are, and what the warrant (check) was for. 

• -Input all vendor’s s W9 information into FIN system for an approved vendor.

• -Assist site employees with vendor information, vendor contact, and researching new vendors.

• -Annual 1099 input in FIN and reporting (mailings) to all vendors

• -Place all orders for the districts

• -Vendor calls and vendor contact/dispute/invoicing

• -Process developer fees received along with the creation of a certificate for building and safety for the developer.

• -Processing of all deposits, along with receipts and updating the deposit spreadsheet

• -Document (POs, Warrants, Contracts, Deposits) scanning, labeling, Drive input.

• -Processing of in Lieu of Payments via Account trackers for all Charters. 

• -Updating of Charter in Lieu of Trackers, mailing of quarterly Charter letters

• -Processing and update of health and welfare payments for eligible employees for monthly reconciliation and payment.

• -Filing and archiving of all payables and contract hardcopy documents.

• -Processing of warrants from reports received from LACOE regarding Employee payroll deductions, such as: Schools First, 

Union Dues, MetLife, Standard Insurance, etc.

• -Contact the insurance provider for AADUSD Liability Certificate needs (Events, Sports, outside venues held for Athletics)

Accounts Payable and Purchasing 



End of year closing:

Reconciliation of outstanding PO’s

Preparation of Open PO’s for the new fiscal year

Processing of upcoming Annual Contracts information for Board

Archiving of yearly documents

PO’s:

1. Received daily the LACOE approved site PO’s that have been input by site secretaries and 

received back approved from LACOE for signature and processing. 

2. Process of PO with purchase recs and backup document.

3. Scan all PO documentation individually to add to the Business Drive.

4. Distribution of PO scans to secretaries on sites with LACOE attached.

5. Contacting vendors to place orders, scanning, or faxing documents to vendors regarding each 

individual PO Requisition/order.

6. Order confirmation from Vendor to process with PO.

























Construction Services

• Selection through a public, competitive bidding process for contracts 
exceeding bid threshold.  (Pub. Contract Code, § 20111, et seq.)
• Bid Threshold - $15,000

• CUPCCAA Thresholds - $60,000/informal bid; $200,000/formal bid

• Exceptions:
• Lease-Leaseback

• Design-Build

• Energy Service Contracts

• Job Order Contracts



Purchase of Equipment, Materials or Supplies



Procurement Guide: Bidding



No Bidding



No Bidding



Questions?


