Critical Dates for the School Business Official:

(developed by IASBO Regional Directors Winter 2011 – changes may subsequently occur)

	TASK
	INFORMATION SOURCE

	January
	

	E-Rate Form 471
	http://www.universalservice.org
http://www.e-ratecentral.com

	Non-Public Transportation 1st Semester Report
	https://www.edinfo.state.ia.us  

Contact Max Christensen w/questions @ 515.281.4749
(should become an annual report for 2011/2012)

	Payroll tax updates on accounting software, if applicable
	http://www.irs.gov/formspubs/lists/0,,id=97819,00.html
http://www.state.ia.us/tax/forms/withhold.html
http://tax.illinois.gov/Businesses/TaxInformation/Payroll/index.html
Federal – Pub 15 Circular E, Employer’s Tax Guide

Iowa State Tax – Iowa Withholding Tax Guide

Illinois State Tax – Booklet  IL-700T  (R 1/11)

	W-2 and 1099 to employees/ file with federal government
	http://www.irs.gov/formspubs/index.html

	Quarterly 941 and unemployment reports
	http://www.irs.gov/formspubs/index.html
http://www.myiuowaui.org/UITIPTaxWeb/

	Department of Labor OSHA Form 300 (log & summary of Occupational Injures
	http://www.osha.gov/pls/publications/pubindex.list

	Collect property valuation reports from co. auditor(s)
	County auditor office 
https://www.iowaonline.state.ia.us/dompvs/default.aspx?cmd=SelReport

	Begin Aid & Levy calculations for the certified budget
	http://www.dom.state.ia.us/local/budgets/schools/index.html

	Send 3rd quarter open enrollment billings
	Wilma.gajdel@iowa.gov
http://www.iowa.gov/educate/options-for-educational-choice/open-enrollment.html
http://www.iowa.gov/educate/index.php?option=com_content&view=article&id=649&Itemid=1336

	AEA only – Juvenile Home Budget Due
	https://www.edinfo.state.ia.us 

	Federal Reserve
	http://www.frbservices.org/index.html
http://www.fededirectory.frb.org/ this site has a search for FedACH Participant Receiving Depository Financial Institution to verify routing numbers.

	File fuel tax quarterly refund
	http://www.state.ia.us/tax/forms/motor.html

	Prepare first semester special education billing
	Contact Steve Crew w/questions @ 515-326-1029 steve.crew@iowa.gov

	Request proposals for audit services
	Every 3 years as required

	Quarterly claims for previous quarter reimbursable categorical funding:  Title IIA, Title III, & other reimbursable grants/funding
	https://www.edinfo.state.ia.us
Check award letters for quarterly claim instructions

	Part B Special Ed-Mid-Year report due
	AEA sends the report out to districts

	February
	

	IASBO Regional Meeting
	http://www.iowa-asbo.org/

	Develop certified budget with superintendent
	http://www.dom.state.ia.us/local/

	Check employee master contract language for termination notification deadlines
	

	Preliminary budget discussions with board and set publication and hearing dates
	

	Whole Grade Sharing Count Date for 2nd Semester Tuition
	

	Dropout Prevention Program – last day to resubmit unapproved application
	 Susan.Walkup@iowa.gov 

	SBRC application for Special Ed Director, if applicable 
	This applies to very few districts.  Steve Crew will send an email to eligible districts.

	March
	

	Continued work on Certified Budget
	Iowa Code 24.9

	ISCAP Series A paperwork
	https://www.iscap.org/documents.jsp

	March 15-1st day teach/admin contracts may be issued
	Iowa Code 279.13

	IASBO Annual Meeting
	http://www.iowa-asbo.org/

	March 1st-Open enrollment request deadline
	Lois.irwin@iowa.gov
http://www.iowa.gov/educate/options-for-educational-choice/open-enrollment.html

	Determine publication date for proposed certified budget.
	Iowa Code 24.9 -  “at least 10 days, no more than 20 days” from the public hearing date.

	April
	

	Hold public hearing and Budget certification to County Auditor(s) and Department of Management by April 15
	http://www.dom.state.ia.us/
Lisa.Oakley@iowa.gov
Iowa Code Chapters 24, and 257

Iowa Code Sections 256B.9 and 256B.11

	Quarterly payroll reports
	http://www.irs.ustreas.gov/
http://www.iowaworkforce.org/

	Deadline to terminate teacher contracts
	http://www.ia-sb.org/humanresources/terminationforms.asp
Iowa Code Sections 279.12 – 279.19

	Send 4th quarter open-enrollment billings
	http://www.iowa.gov/educate/options-for-educational-choice/open-enrollment.html

	Quarterly claims for previous quarter reimbursable categorical funding:  Title IIA, Title III, & other reimbursable grants/funding
	https://www.edinfo.state.ia.us
Check award letters for quarterly claim instructions

	Start thinking about any changes for your property/liability/auto insurance renewal
	

	May
	

	Bond resolutions filed with control county auditor
	

	Annual assessments for children in competent private instruction programs-deadline May 1.
	http://www.iowa.gov/educate/content/view/301/504/

	Self-assessment inventory of substance abuse programs
	

	Signature formula set for number of signatures needed on school board candidates’ nomination papers (calculated from district’s number of registered voters)
	County Auditor office

	Notification to Administrators of termination 
	

	School Board Recognition Week
	http://www.ia-sb.org/

	Iowa School Business Management Academy
	http://www.iowa-asbo.org/

	Spring BEDS data collection
	https://www.edinfo.state.ia.us  

Marlene Dorenkamp 515-281-5507 

Betsy Lundy 515-358-6206

	Current year budget amendments due last day of month
	http://www.dom.state.ia.us/local/budgets/schools/index.html

	Campaign disclosure reports due county auditor’s office
	http://www.state.ia.us/government/iecdb/forms_brochures/brochures/school/

	Campaign disclosure reports due county auditor’s office
	http://www.state.ia.us/government/iecdb/forms_brochures/brochures/school/

	Copy of new Voter Approved Physical Plant and Equipment Levy 100% property tax ballot question
	Due to Lisa Oakley at Department of Management May 1 Lisa.Oakley@iowa.gov


	Competent Private Instruction/Homeschooling
	Deadline for conducting annual assessment for homeschooled students Contact Elizabeth.Calhoun@iowa.gov

	Postsecondary Enrollment
	Postsecondary institution sends request for payment/list of students to LEA

	June
	

	Spring BEDS due
	https://www.edinfo.state.ia.us  

Marlene Dorenkamp 515-281-5507 

Betsy Lundy 515-358-6206

	File final Title I report
	https://www.edinfo.state.ia.us  

Paul Cahill 515-281-3944

	Cobra notices for employees leaving the district
	

	Prepare materials for September school board election (if election year) 
	County Auditor

	Begin preparation special ed tuition final billings
	Contact Steve Crew w/questions @ 515-281-6285 steve.crew@iowa.gov

	Free and Reduced Lunch application
	

	Insurance changes for new fiscal year
	

	Begin preparation of year-end journal entries
	

	Erate 486
	

	Annual report to DE/adequate progress
	List names of all resident students subject to annual assessment who failed to make adequate progress/attendance, contact Beth Calhoun Elizabeth.calhoun@iowa.gov

	Set student fees and Nutrition Fees
	

	July
	

	Second Semester Non-Public Transportation Report
	https://www.edinfo.state.ia.us  

Contact Pat Ratcliff w/questions @ 515.281.5812

	Preliminary Audit, if applicable       
	

	Quarterly payroll reports
	http://www.irs.ustreas.gov/
http://www.iowaworkforce.org/

	Publish list of prior year employee salaries
	Code Iowa 279.35 and (OAG #64-4-15).

	 Prepare end of year calculations for accruals, etc.
	

	Fuel tax refund
	http://www.state.ia.us/tax/forms/motor.html

	Quarterly claims for previous quarter reimbursable categorical funding:  Title IIA, Title III, & other reimbursable grants/funding
	https://www.edinfo.state.ia.us
Check award letters for quarterly claim instructions

	File final Title VI report for previous fiscal year
	

	Announce when people can file for school board election and any open seats odd yrs
	

	August
	

	SAI Conference
	Refer to SAI website calendar

	SBRC Request due for September meeting
	http://www.iowa.gov/educate/content/view/125/734/1/2/

	SBRC Exhibits Due
	

	Debt reporting for Treasurer of Iowa
	www.debtreportingiowa.com

	Annual Transportation Report due
	https://www.edinfo.state.ia.us

	Foster Care Claim
	Contact steve.crew@iowa.gov

	Special Education District Court Placed Claim Due
	Contact steve.crew@iowa.gov

	Special Education Foster Care Claim Due
	Contact steve.crew@iowa.gov

	Special Education High Cost Fund Claim Due
	Contact steve.crew@iowa.gov

	Special Ed Provided to Nonpublic Schools Claim Due
	Contact steve.crew@iowa.gov

	Juvenile Home Claim
	Contact steve.crew@iowa.gov

	Facility, Bond PPEL Elections
	

	Federal Perkins Reports Due
	

	Enter new contracts, letters of assignment, update leaves
	

	New staff orientation, back to school workshop
	

	September
	

	Verify all contracts and payroll information for first teacher contract payroll of fiscal year
	

	September 1 - Deadline for Open Enrollment for Kindergarteners only
	http://www.iowa.gov/educate/options-for-educational-choice/open-enrollment.html

	Regular school board election - second Tuesday odd-numbered years
	County Auditor

	Organizational Meeting of the Board of Education at the first regular meeting after the canvass for the regular school election during odd-numbers years 
	Code of Iowa 279.1

	Annual meeting by Board of Education to close books and select officers even numbered years


	

	Title I application due
	https://www.edinfo.state.ia.us
http://www.iowa.gov/educate/title-programs.html

	Certified Annual Report
	https://www.edinfo.state.ia.us

	Special Education Supplement

	https://www.edinfo.state.ia.us

	By September 30th, Districts must notify all parents within the district by this date of the following dates :
a) Open enrollment;

b) Transportation assistance; 

c) Right to appeal to State Board of Education if original request to open enroll was based on repeated acts of harassment or serious health condition of the student; and

Possible loss of athletic eligibility for open enrolled student
	281- IAC 17.3(2):

	Prepare / send contracts for tuition-in special education students
	

	File Title VI forms for current year
	

	Board resolution to study reorganization due Oct 1
	

	IDEA Part B  Application
	

	October
	

	Certified Enrollment Count is taken on the first day of October every year, or the following Monday if the first falls on a weekend
	Code of Iowa 257.6

	IASBO Fall Drive-In Conference
	http://www.iowa-asbo.org/

	Quarterly payroll
	http://www.irs.ustreas.gov/
http://www.iowaworkforce.org/
https://idcf.bls.gov/
https://uits.iowaworkforce.org/iwduits/

	Whole grade sharing count date for 1st Sem. Tuition
	

	Send 1st quarter open enrollment billings
	http://www.iowa.gov/educate/

	Quarterly claims for previous quarter reimbursable categorical funding:  Title IIA, Title III,  & other reimbursable grants/funding
	https://www.edinfo.state.ia.us
Check award letters for quarterly claim instructions

	ASBO International Conference
	http://www.asbointl.org

	Finalize line-item operating budget
	

	November
	

	Treasurer’s Unclaimed Asset Report
	http://www.treasurer.state.ia.us/  Click on UNCLAIMED PROPERTY link

	Send 2nd quarter open enrollment billings
	Lois.irwin@iowa.gov
http://www.iowa.gov/educate//index.php?options=com_content&view=article&id=649&itemid=1336


	Special Education Head Count
	

	IASBO Regional Meeting
	http://www.iowa-asbo.org/

	IASB Annual Convention
	http://www.ia-sb.org/

	Report Board Officers
	https://www.edinfo.state.ia.us/
Su McCurdy - DE

	Last Day to Amend Certified Enrollment Report
	Su McCurdy - DE

	First Semester Mentoring and Induction Counts Due
	https://www.edinfo.state.ia.us/
Su McCurdy - DE

	Fill out ISCAP Series B papers
	https://www.iscap.org/documents.jsp

	Universal Service fund –  window opens 
	http://www.universalservice.org/sl/

	Quarterly claims for previous quarter reimbursable categorical funding:  Title IIA, Title III, & other reimbursable grants/funding
	https://www.edinfo.state.ia.us
Check award letters for quarterly claim instructions

	December:   
	

	December 1 DUE DATE
	SBRC application for 1) increased enrollment, 2) open enrollment out, and 3) current year ESL deficit….or LEP as the SBRC refers to it.

	Develop employee cost data for work with employee negotiations team
	

	 At Risk Application Due
	https://www.edinfo.state.ia.us/
Susan Walkup 515-281-5718

	Drivers Education Report
	http://www.dot.state.ia.us/mvd/ods/education/public.htm

	Annual audit due
	

	GASB valuation
	Contact IASB, valuation due every 2 years

	Monthly
	

	Food Service reports to DE
	https://www.edinfo.state.ia.us/CNP/splash.asp

	Bank reconciliation with secretary records
	

	Publish Board agenda, minutes, list of bills within two weeks of meeting
	Iowa code 279.35

	Payroll tax deposits
	http://www.state.ia.us/tax/elf/eservice.html
https://www.eftpssouth.com/Eftps/

	File Iowa Withholding reports
	http://www.state.ia.us/tax/elf/eservice.html

	Submit IPERS payments & reports
	http://www.ipers.org

	Job Service Monthly report (if applicable)
	

	403B Contributions
	

	Contracts for Board approval 
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