YOUR ROADMAY TOR QUCCESY

The MASBO Starting Guide For New School Business OfFicials

o GETTING TARTED

Complete the Clerk & superintendent Duty List (Se@regaﬁor\ of Duties) worksheet with your Administration Team.
This will give you a clear view of the tasks you will be expec’red to take on, and Pr'ovide insight as to the moke-up
of your Admin Team. You can Find the document on the MASBO website. Once comple+ea|, it adlso serves as a grea’r
tool For your auditor.

(’ RESOURCE VITGTOP

Both the School Accounting Manual and the Chart of Accounts provide key inFormation and guidance Lor your
new P09i+ion and are invaluable resources. Bookmark, save or Prin+ these documents, as you wil refer to them
often. Introduce your‘«;eH: to your Board Chair, County Superintendent and County Treasure. You wil be working
closely with these individuals and a 6ooc| relationship is important.

9 IMPORTANT ACCESS DETOUR

Moke sufe you have access to these valuadble websites, aPPIicahomG % PorJraIs or Pa\/menJr 6y§+em9

MASBO Website, Accounﬁna Software, OPI Secure Porta (MAPS, MAEFAIRS, Pupil Transportation, ete), E-Grants,
TRS & PERS Employer Reporting System, MT TAP (payr‘oll, W2, 1099), EFTPS (Payroll taxes), Payroll Liabilities
Kepor‘ﬁng (health insurance, ';uPP|emen+9 retirement accounts), Workman's Comp & l_ialoilH-y Insurance, Login.ﬁov
(SAMﬁov access to ﬁr'anJrg), SshA BsO (Federa W2), RIS (federal 1099) MTSBA Website, School Administrators of
Montana (SAM), Vendor Accounts (P-Card, other purchasing & Paymen+9), become a signer on all necessary
occounts (coun+y, baonk, charging accounts)

o DOCUMENT PITGToP

Locate as many gupporﬁng documents as Possible
—— This should include but is not limited +o Board Meeting Documents, Payrol
Documents, Budﬁeﬁna Worksheets, Claim Procedures, School SaPe‘l'y

Plan, Section 125 Document etc. Any post agenclas, supporﬁnﬁ

documents, minutes, past payroll reports and supporting documents
/ that may guide you in common Pr‘ac+ice con be help?ul. Hs also
imPor-l-arHr to communicate with your Student Activities Secre+ar\/ i it

is gomeloody outside of your office.
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i Al h—
MASBO Trainin IS you do hot have audits on hand, they

MASBO ITK, Free Presentations can be found here Post Trustee
& Webinars for Purchase Financial Statements and Adop‘red

Budgets con be Lound on the 0PI website.

Your Head Maintenance Person, Your
Food Service Director and your

e e el O o HOME ¢TRETCM

Keep in touch ask for help & take care of yourselﬂ

Establish a 'quiet' time for you to read, work or get
cauglrﬁ up without in+er‘r‘up+ion6. Contact Marie at

mroach@masbo.com iF you would ke a MASBO Mentor.
Use the MASBO Discussion Forum and the MASBO

Dir'ec+ory_ Contact Donnie at dmevee@masbocom or

Shay ot sboize@masbocom For assistance.
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https://mtlgsb.my.site.com/s/audit-report/Audit_Report__c/Default?tabset-0a14f=2
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting#10517311753-trustee-financial-summary
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting#10517311753-trustee-financial-summary
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting#10517311753-trustee-financial-summary
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Budgets#10517411759-budget-reports
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Budgets#10517411759-budget-reports
https://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Budgets#10517411759-budget-reports
https://www.masbo.com/i4a/pages/index.cfm?pageid=3357
https://opi.mt.gov/Portals/182/Page%20Files/School%20Finance/Accounting/Guidance%20and%20Manuals/Most%20Accessed/School%20Accouting%20Manual.pdf?ver=2023-07-12-164228-767
https://opi.mt.gov/Portals/182/Page%20Files/School%20Finance/Accounting/Guidance%20and%20Manuals/Most%20Accessed/Chart%20Of%20Accounts_FY2024.pdf?ver=2024-07-08-122500-030
mailto:mroach@masbo.com
https://www.masbo.com/i4a/bb/?pageid=3342&showTitle=1
https://www.masbo.com/i4a/memberDirectory/index.cfm?directory_id=2&pageID=3350
https://www.masbo.com/i4a/memberDirectory/index.cfm?directory_id=2&pageID=3350
mailto:dmcvee@masbo.com
mailto:sbaize@masbo.com
https://www.masbo.com/i4a/pages/index.cfm?pageid=3338
https://www.masbo.com/i4a/pages/index.cfm?pageid=3297

