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Topics
● NDE Finance & Organizational Services

● Chart of Accounts & Coding

● ESSERS

● AFR

● Budget

● Human Resources & Payroll

● Revenue & Accounts Receivable

● Accounts Payable

● Special Programs & State & Federal Grants

● Audit Preparation

● Records Retention

● Professional Development Opportunities

● Questions?

FOS (Finance & Organizational Services) Website

● https://www.education.ne.gov/FOS/

● Sign up for the FOS Email, & ask your 

Superintendent to forward the emails 

to you that he/she gets.

● State Aid, Budget, Audit

● Transportation

● Option Enrollment

● Textbook Loan

● Call FOS with questions, they are very 

helpful!



   Coding

The Business Manager’s Bible

Use this throughout the year as a guide

Coding Manual: 

https://www.education.ne.gov/FOS/users-manual/

Coding

Coding Coding



ESSER Coding
https://www.education.ne.gov/esser/

For ESSER fiscal program compliance or general Uniform 

Guidance questions, please contact Tom Goeschel, Director 

of Grant Compliance, at 402-890-8912 or 

Tom.Goeschel@nebraska.gov.

ESSER Grant monies needs to be included In 
your budget for revenue & expenses.

ESSER Fiscal Monitoring guidance is available on the NDE ESSER 

website to highlight necessary supporting documentation for 

fiscal monitoring, required written justification to support ESSER 

allowable expenditures, and support for equitable services to 

have on hand. The guidance also provides general Uniform 

Guidance information which is also helpful for navigating ESSER 

funding.

AFR Test Upload
● The AFR Test Upload site opens annually & is available now for 21/22.  
● Test your account codes to verify your upload will be accepted prior to the 

actual AFR upload.
● This process insures that the chart of accounts within your accounting 

system matches the Master Account Code List provided by NDE.  
● Errors should be corrected prior to finalizing your audit. Your audit reports 

should match the AFR.

https://www.education.ne.gov/fos/annual-financial-report-school-district/

Budget: Revenue
● State Aid & Federal Grants

● Local Revenue - Assessed Valuation/Levies 

B2

B3

B7

B8

Budget: Expenditures      
Once your budget is approved by the Board Expenditures by fund, cannot 

exceed what was approved.  



Budget: LC2 & Cash Reserves Budget: Timeline & Communication
● Budget Timeline - see NDE website - https://www.education.ne.gov/fos/budgeting-school-district/

● Pay close attention to publishing dates and required forms

● LB644 changes requirements for publishing budgets & deadline dates

○ Publishing Dates - budget must be published four days prior to hearing (not 

including the date of the hearing)

○ If your local newspaper only publishes weekly, plan ahead!

○ Budget Document due by Sept 30th this year due to LB644

● Additional Assistance with budget

○ NDE Budget Webinar- June 29th  https://www.education.ne.gov/fos/webinars/

○ NDE New Supt. Budget Workshops in July (not just for Supts.)  
https://www.education.ne.gov/fos/budgeting-school-district/new-supt-orientation/

● What is your plan for communicating your budget with the board and public?

● Auditor of Public Accounts: https://auditors.nebraska.gov/

Human Resources & Payroll
● Checklist - what do you do when someone is hired?

● Checklist - what do you do when employment is terminated?

● Consistency - does your payroll software match what you are 

reporting to NDE for staff reporting?  Do they match your grant 

applications?

● Confidentiality is so important in dealing with HR & Payroll

● Know your Board Policies and follow them.  If policies don’t work, 

go through the proper channels to change or add policies.  

Human Resources & Payroll
● Monthly Reports - Retirement, Federal taxes, State taxes

○  https://npers.ne.gov/SelfService/

● Quarterly Reports - 941, 941N, Unemployment

● Yearly Reports -  W2, W2N, W3N, 1099, ACA Reporting



Revenue & Accounts Receivable
● NDE Audit Confirmation: 

https://fos.education.ne.gov/fos/ADSS/auditconfirmation/auditconfirmation.aspx

● NDE Payment Lookup: 

https://applications.education.ne.gov/edpays/edpaymentlookup.asp

● County Treasurer Receipts - know how to code the deposits

● State Aid (TEEOSA)

● Federal Grants

● Other State Receipts

● Accounts Payable 

○ W9’s & 1099’s (New: 1099-NEC and 1099-MISC)

○ Labor Laws ex: Contracted Service vs Employees

■ Officials/Referees

○ Expense Management/Staff Reimbursements

● General Ledger

● Learn your accounting software

○ Debits & Credits - journal entries

● Understand Financial Reports, what are you sharing with the Board each month?

Accounts Payable

Special Programs & State & Federal 
Grants
● Poverty/LEP plans

● Time & Effort Documentation for federal programs

● E-Rate

● Fairbanks- Medicaid

● Grants Management Guidance: https://www.education.ne.gov/gms2/

● Grants Management System, Data Collection, NSSRS and Advisor

Audit Preparation
Audit prep occurs every week, not just in August and September

● Document, Document, Document

● NDE Rule 1: School Audit Procedures and Rule 2: Uniform System of Accounting

● What are your internal controls?

○ Activity Fund Accounts - many hands in the pot

● Are you completing and reviewing your bank reconciliations monthly?

● Federal Programs & Single Audits

● Balance your payroll

● Is your budget on target, has it exceeded the budget you sent to the State?
○ You cannot overspend expenditures without amending your budget

If you have questions, contact your auditor throughout the year. 
You don’t have to wait until September to talk to them!



Records Retention

● Don’t keep everything FOREVER

● Most any documents you have can be 

requested at anytime

● Unless you’re prepared to defend what was 

done 30 years ago - get rid of it!

● You’ll keep personnel/payroll records the 

longest (50+ yrs) because of retirement

https://sos.nebraska.gov/sites/sos.nebraska.gov/files/doc/records-manag
ement/local-government/10_website.pdf

Nebraska Secretary of State
Records Retention 

for Local School Districts

Worst-Case Scenario
What happens if you can’t come to work for a while?  Who knows your job?

● Job descriptions aren’t enough

● Document, Document, Document

○ Important due dates

○ Daily, weekly, monthly, quarterly and annual duties

○ Detailed instructions for completing tasks that are infrequent

● Good procedure documentation will support you in your job and help you maintain 

consistency in application of policy and/or practice

● No need to reinvent the wheel - seek examples from your professional network

● Where are your files - paper or electronic?

● Review on a regular basis

Do you know the job of others in the office?  What is your backup plan?

Professional Development Opportunities
NASBO Membership, Meetings & Annual Conference

NCSA Conferences & Workshops

NDE Meetings, Workshops & School Finance Newsletters

NE Association of Education Professionals Convention 

Blue Cross Blue Shield/EHA Summer Meeting 

NPERS  Summer Workshop

Legal workshops

                      Advice & Thoughts
Conciseness & Confidentiality 

● You need to have a team who are concise in their work 

● Important that office personnel treat all documents within in the district with utmost confidentiality

Consistency & Communication 

● Consistency in administering administrative policies and procedures is a must in all areas of school finance

● Communicating policies & procedures with staff is so important

Surround yourself with competent people and let them do their job, but it is your responsibility to make sure laws 

are followed & reports filed  

Educate yourself by attending workshops/conferences  Join NCSA. They have many conferences throughout the 

year and you will meet other business mgrs & administrators by networking at those conferences.   

● Networking is so important to develop a support team you can call.  NASBO members help each other

● Know that you will have some very stressful days & that there will be more rewarding days to come



               Leadership Qualities     
 QUESTIONS?

THANK YOU FOR ATTENDING!

Kelli Ackerman - Lincoln Public Schools - kackerm@lps.org

Erin Heineman - So Sioux City Community Schools - erin.heineman@ssccards.org


