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Payroll  Accounts 
Payable  

Claims Auditing  Attendance  

Afton  Afton  

B-G B-G 

Downsville  Downsville  Downsville  

Franklin  

GMU 

Greene  Greene  Greene  

Norwich  Norwich  Norwich  

Otselic Valley  Otselic Valley  Otselic Valley  

Oxford  Oxford  Oxford  Oxford  

S-E 

Sidney  Sidney  Sidney  

Unadilla  Valley  Unadilla Valley  Unadilla Valley  

Unatego  Unatego  Unatego  

Walton  Walton  Walton  

Core Business Office Support 
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Pmt. Sports Officials  Fingerprinting  Tax Collection  Shared SBO  

Afton  Afton  Afton  

B-G 

Delaware Academy  Delaware Academy  

Downsville  Downsville  

Franklin  Franklin  

GMU GMU 

Greene  Greene  Greene  

Hancock  Hancock  

Norwich  Norwich  

Otselic Valley  Otselic Valley  Otselic Valley  

Oxford  Oxford  Oxford  

S-E 

Sidney  Sidney  Sidney  

Unadilla  Valley  Unadilla Valley  Unadilla Valley  

Unatego  Unatego  Unatego  Unatego  

Walton  Walton  

Meeting Specific Needs  
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Payroll: A dance of partners  

  Whatôs typically done where? 

CBO 
o Setup new employees 

o Apply deductions/extra pay 

o Timecard entry 

o Salary contract/annualization 

o Process payroll & print checks 

o Send tax payments (IRS/NYS) 

o Reporting (monthly, quarterly, & 

annually) 

 

District 
o New employee information 

o Salary/rate/deduction changes 

o Timecard calculation 

o Determine hlth., flex, dues, etc. 

o Civil Service Report certification 

o Payroll certification 

o Contact with employees 
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CBOôs ñA/P +ò: More than just paying bills 

VBooking cash receipts  

VBank reconciliations  

VGrants: request for funds & reporting  

VTreasurerôs Reports for Board 

VJournal entries  

VBudget transfers  

VSales tax submissions 
(quarterly/annually)  

VBalancing Appropriations, Revenues, 
Cash, Due To/From to General Ledger  

VST-3 & Supporting Schedules  

VCapital project tracking  

VCategorical aid  

VSchool Lunch: USDA foods, NY & Federal 
breakfast/lunch funds  
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Advantages of using CBO 

Claims Auditing  

× 36 audit points  

× Conducted by Sr. Account  
Clerk  

× Trained by Educational 
Leadership Institute (Dr. 
James Merrins )  

× Backups to cover for 
absences  

× Board report format 
endorsed by School District 
Internal Auditing Alliance  

× 67% -400% more time spent 
per invoice  

Attendance  
 

× Data entry into 
FM/nVision/WinCap  

× Audit for completeness & 
proper authorization  

× Pay checks updated with 
available balances  

× Generation of reports 
(yearend vac. buyback, etc.)  

× Current up to daily  

× Track comp. time, 
conferences, sub use, ½ day, 
full day, % day ï you name it  
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Payment of Sports Officials  

 

V Verify rates match contract 

V Claim forms properly authorized 

V Confirm math is correct 

V Validate mileage claimed 

V Field calls from Sports Officials & 

Athletic Directors 

V Generate -1099ôs 

V Maintain current W-9 file 

V Audit payments against list of 

Cleared Officials  
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Clearance of Sports Officials (Fingerprinting)  

Protecting our 
students  

ü Enforce Section IV standards 
for new officials  

ü Maintain database of Cleared 
Officials (updated weekly)  

ü Manage Subsequent 
Arrest/Denial of Employment  

ü Field calls from Assigners, 
Board presidents, applicants  

ü Process reimbursements  

ü Archival of related documents  
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Tax Collection: It simply makes sense  

System Administration (Info-Tax, WinTax)  

VIƻǎǘŜŘ ƻƴ 5/ahΩǎ ǎŜǊǾŜǊ ς user support 

V Interface with bank IT staff (NBT, Community Bank) 

V Import county tax files; export uncollected balances  

V Update websites for public use (Taxlookup.net, Info-Tax Online) 

Managing the process 

V Apply tax collection files daily from bank 

V Generate and distribute daily batch reports to district 

V Process warrant adjustments, splits/apportionments, etc. 

V Payment of tax software and bank collection fee invoices 

Revenue preservation 

V Reconcile deposit receipts with batch reports 

V Completion of county claim forms for uncollected parcels 

V Coding of property tax payments, late penalties, bad check fees 
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Shared School Business Official  

ÇRetirement, resignation, reassignment?  

 - ǿŜ Řƻ ǘƘŜ ǊŜŎǊǳƛǘƛƴƎ ǎƻ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ 

ÇBenefit from a team-based approach 

 - н {.hΩǎΣ ŘŜŘƛŎŀǘŜŘ ŎƭŜǊƛŎŀƭ ǎǳǇǇƻǊǘΣ ƛƴǘŜƎǊŀǘŜŘ ƛƴǘƻ /.h 

Ç Accessible 

 - .ƻŀǊŘ ϧ ǎǘŀŦŦ ƳŜŜǘƛƴƎǎΣ ŎƻƴǘǊŀŎǘƻǊǎΣ ŀǳŘƛǘƻǊǎΧ 

ÇTaking care of business 

 - Broad financial leadership (*O&M, Cafeteria, Trans.) 

ÇCost effective 

 - Shared resources, reduced FTE , aid enhancement 
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