
Business 
Montana Association of School Business Officials Clerk Supt. Susie SusanStacie Manager Other 

Board meetings & duties for the Board 
)(1. Attend all meetings of the Board 20-3-325 

2. Record the minutes of all meetings and transactions 20-3-325 
x3. Notify Trustees of meetings X-

4. Provide orientation ofnew Trustees X 
Boo.rel Ccvza,r)<5. Develop the Board agenda 

6. Prepare, assemble, copy & distribute Board packets X 
7. Distribute Board agenda )(X 

X Pn"''"'t,&.o, .,_f c,.Q8. Provide appropriate data for agenda )< :x )<. 
9. Provide minutes for bulletin & board packet Required 

)<_10. lnform staff of Board procedures 
11. Provide notice for all meetings of the board including X X 
committee meetings 
12. Receive all trustee resignation letters 2-16-506 
13. Custodian of all documents, records & reports of 20-3-325 
Trustees 
14. Deliver all of above documents to successor Required 
15. 
16. 
17. 
Policies of the Board 

)(f.1. Advise on financial and budgetary policies 
2. Evaluate business related policies x.X 

)(3. Maintain policy manual and distribution X X 
4. 
5. 
6. 
Accounting Management 
1. Maintain records of all funds as required by law Required 
2. Maintain records of all receipts and disbursements Required 
3. Write warrants for all approved expenditures Xx X 
4. Co-sign along with Board Chair all operating fund 20-9-221 
checks 
5. Verify, prepare and deposit daily cash receipts into X 5 "'"""c,.. 
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Sn= rv "'-
6. Maintain records of student activity funds and entry 

5ha.v,cq e.h1. \ 
into Student Activity database 

A.lwi,:Vx7. Sign student activity fund checks >< 
'>'8. Reconcile monthly County Treasurer Reports and bank 

statements 
)<9. Grants 

X 
a. Prepare and track cash advances and cash balances 

for all grants (Federal, State & Local) and other 
miscellaneous project accounts. X

b. Notify appropriate personnel of cash balances 
x' c. Maintain records of all Grant funds .X 
X

I 0. Recommend personnel for accounting X X11. Submit all Monthly Transfers & JV's to County x 
Treasurers Office by 5th of each month 
12. Travel account :,( 

a. Maintain records and ensure signature compliance )(x xb. Prepare travel checkbook for school usage :x c. Reconcile bank statement 
13. Interim Collections Account X 

a. Maintain records & input daily receipts .xb. Submit Interim Collections by Fund to County by 
27th of each month. )< 

c. Reconcile bank statement )<
14. Code requisitions with appropriate accounting code. 
15. 
16. 
17. 
Technology X' 
1. Recommend accounting systems and programs for 
business functions 
2. Prepare/develop forms 

;(X"><3. Operate system for accounts payable xX4. Operate system for fund accounting 
5. Operate and maintain database for inventory of fixed > 
assets and Technology levy backup documentation 
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6. Operate system for encumbering liabilities 
7. System administrator and overall responsibility for 
integrity ofPersonnel/Business Systems 
8. Download updates, reindex and backup on a weekly 

~\erk ~\,)I.J"\, .:>7 a..c:.l'"' 

.X 
.;JV~•~ ..... u-a..,_,, _!.)I'';;:,~ I •x~ 

X 

-1-"kr--

'.Johu m,._-,,-,,bl 1'.J 

basis database systems 
a. Finance 
b. Payroll 
c. Budget Prep 
d. Student Activity 

X 
x 

X 

X 
X 
X -;;,ha >,l\)w 

9. Maintain website information for: 
a. Minutes / 6.,,,..-ot Pa..d<.,.-l-5 

b. Job Opportunities 
c. Bulletin/Newsletters 
d. Employees 
e. Calendar 
f. Forms 
g. Policy 

11. Responsible for set up all new business software 
12. 

.X 

.X 

'I 
, 

)< 

)( 

Y-

:l 

'/. 
.x x 

13. 
14. 
Pupil Accounting 
1. Maintain permanent record of all students 
2. Maintain register of all pupil attendance 
3. Complete Fall and Spring ANB enrollment reporting 
information & entry on Citrix/Iris I fl ,m G 

X 

t',rn\d, ½i Se,:c,.-1-"""5 

,, " 
,, \I 

/Jr,Nc,p les I 
4. Svp-t" 

5. 
6. 
Auditing 
1. Perform pre-audit or internal auditing procedures 
2. Perform post-audit responsibilities X 

x 
O.v&, ,!-or-

a. Respond to audit recommendations/discrepancies 
b. Compile audit materials for auditor 
c. Prepare Management Decision 

3. Recommend required audit 

X 
-y. 
)( 

>< 

)( 

X 
✓ 

)( 
✓ 
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5. 
6. 
Cash Management and Debt Service 
1. Recommend investment of funds 
2. Notify County Treasurer of cash advancements for 
payroll, claims and electronic transfer and investments 
3. Maintain Bond and Note register 
4. Maintain register of Bond maturities and debt payments 
5. Budget for debt service payments 
6. Provide for payment of principal and interest 
7. Sign Bond and coupons 
8. Building Fund 

a. Manage investments 
b. Balance statements and advise Board of balance on a 

monthly basis 
9. 
10. 
11. 
Financial Planning 
1. Prepare budget for final approval by the Board per 

Accounting requirements and laws. 
2. Provide financial information for budget preparation 
3. Provide receipt estimates - must be knowledgeable in 
tax levies and other resources 
4. Monitor the budget - notify budget directors and 
trustees of budget balances, etc. 
5. Maintain fiscal relationships with other governmental 
entities 
6. Publish notice of annual Budget meeting 
7. 
8. 
9. 
Personnel Management 
1. Recruit personnel for positions in business functions 
2. Maintain permanent records of all district employees 

Required 

Required 
Required 

X 

.Y 

Required 

.Y 

y 

.X 

X 

C"' \ lx'i 

)( 

)( 
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3. Provide information relative to working conditions, 
benefits, policy and procedures 
4. Maintain records of sick leave, vacation, leaves of 
absence, etc. 
5. Maintain individual earnings records and payroll 
withholding records 
6. Maintain personnel files 
7. Maintain records of teacher certification 
8. Obtain substitutes and part-time employees as needed 
9. Co-sign personnel contracts 
10. Provide for in-service training 
11. Prepare Master Contacts for distribution / s,5"' 
12. Prepare letters of intent 
13. Prepare contracts, amendments, & letters to classified 
employees 
14. Prepare advertisements and submit to newspaper 
15. Ensure Federal, State & all other legal requirements 
are met. 
16. Respond to requests for loan information 
17. Respond to all personnel/salary surveys 
18. Prepare Quarterly Tax, Unemployment & Worker's 
Compensation reports 
19. Submit all Electronic reports and required 
documentation to the County E!eetiens office and banks 

Ac.cc1.uvflN_Jfor payroll 
20. Maintain current knowledge in regards to Human 
Resource/personnel/payroll issues including but not 
limited to salary, TRS, PERS, Taxes, FSLA, FMLA, 
Workers Comp, Unemployment, Health, Disability & Life 
msurance 

21. Applications 
a. Prepare application packets for job openings 
b. Prepare appropriate job descriptions 
c. Responsible for ensuring substitute employee 

applications are complete and listed on substitute list 

c.,,~. \"-. ",) L)Cl T'. :':,{'a..l I,e,, 

X 
X 

)'._ 

Required 
)( X 
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22. Prepare employee packets for temporary and 
permanent employees per individual requirements 
23. Receive, document and maintain application files per 
legal requirements 

a. Permanent 
b. Substitute 

24. Sign and maintain timecards per Board Policy 
25. 
26. 

x 

Payroll 
l. Payroll timesheets 

a. Run and track weekly sheets 
b. Verify time and leave sheets 
c. Maintain source documents 

?( 

2. Payroll Entry 
a. Enter summarized monthly payroll into database 
b. Enter special payrolls into database 

3. Process payroll 
a. Verify payroll, accounting codes, and print checks 
b. Distribute all deduction reports and process monthly 

TRS and PERS reports upon the completion of each 
payroll 

c. Process and submit monthly quarterly tax and 
Worker' Compensation reports. 

c. Prepare annual W-2's and year-end tax reports 
4. Enter data for maintenance of individual employees into 
Payroll system 

a. Permanent employees 
b. Temporary and Substitute employees 

5. Filing in personnel, payroll deduction and reporting 
folders 
6. Maintain records of sick, vacation, personnel, 
overtime, and compensated absence 
7. 
8. 
9. 

<...)L,.l~l~ 

)<. 

x.. 
><.. 
x' 
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X 
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X 

;(. 

c2) 

6<:~
_./ 

. 

x 
X 

x 

X. 
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I 

Purchasing and Supply Management 
1. Requisitions and purchase orders to determine budget 
accounting codes and authorization 

a. Approval 
b. Signatories 
c. Enter accounting codes per OPI manual 

2. Serve as purchasing agent for district 
a. Develop purchase order procedures 
b. Daily Preparation and entry of claims and purchase 

orders into Accounting system 
c. Prepare claims warrants and mail out payments to 

vendor 
d. Work with vendors on any problems or 

discrepancies and/or obtaining information, returns or 
exchanges 
3. Goods, Services & Leases 

a. Develop format for goods, service and lease 
documents per legal requirements 

b. Organize staff committees to develop specifications 
and standards 

c. Advertise and call for bids per administrative and 
legal requirements i6 ,ooo 

d. Sign on behalf of the Board up to $i.o.;BOO. The 
types of goods and services must be approved by Board. 
(Policy 1332) 
4. Maintain central stores for administrative office 

'/ 

X 

X 

X 

)<: 

X 

5. Dispense general supplies 
6. Maintain warehousing, receiving, storage and delivery 
services 
7. Fixed assets and sensitive equipment 

a. Conducts and maintains inventory records and fixed 
assets 

b. Tag fixed assets and sensitive equipment upon 
receipt. 

c. Recommend property accounting procedures 
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d. Report fixed assets on Trustee Report 

8. Recommend and manage disposal of obsolete 
equipment 

a. Prepare disposal records and advertisements 
b. Prepare and conduct obsolete disposal sales 
c. Dispose of obsolete items not sold 

9. Shipping and Receiving 
a. Oversee shipping and receiving 
b. Log in receipt of supplies and equipment 

10. Pick up and deliver supplies/equipment as needed and 
authorized 
11. Distribute paper products to building secretaries and 
maintain paper inventory sheets 
12. Assist in Erate computation, application process & 
receipt 
13. 
14. 
15. 
Facility Management 
1. Maintain records ofleases, rights-of-way and easements 
2. Manage rental of school owned facilities, gyms, 
classrooms, etc. 
3. Collect fees for rentals 
4. Notify appropriate school personnel of building use 
5. Manage auditorium stage crews 
6. Maintain and file records of after-school use of 
buildings 
7. Develop procedures for use of buildings, rental fees, 
etc. 
8. 
9. 
10. 
Risk Management 
1. Determine insurable values of building and contents 
2. Recommend policies for casualty, liability, fidelity and 
school indemnity 

X 

)( )( 
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3. Maintain register of all insurance policies 
4. Call for bids or negotiate with insuring agencies 
5. File loss claims and accident reports 
6. Arrange for facilities and equipment safety inspections 
safety inspections 
7. Maintain records for facilities and equipment safety 

inspections 
8. Safety Culture Act facilitator 

a. Representative on District Safety Committee 
b. Provide in-service for safety issues 

9. Inform public requesting use of school facilities of 
insurance limitation 
10. Respond to claims against school 
11. Respond to survey questions relative to renewal 
12. 
13. 
14. 
Food Service Management 
1. Recommend policies and procedures 
2. Maintain records 
3. Sell lunch tickets 
4. Provide for fund collections 
5. File reimbursement reports with state agency 
6. Provide cost analysis 
7. Provide for in-service training 
8. Purchase supplies and equipment 
9. Provide School Lunch budget information for 
Administration and Trustees 
10. Maintain Daily free & reduced records 
11. 
12. 
13. 
Pupil Transportation 
1. Recommend policies and procedures for home to 
school transportation 
2. Recommend policies and nrocedures for activity 
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transportation 
3. Prepare individual transportation contracts 
4. Supervise bus maintenance 
5. Develop bus routes and schedules 
6. Negotiate contracted bus service 
7. Recruit personnel 
8. Provide for maintenance and inspections 
9. Provide for drive in-service training 
10. Collect fees 
11. Complete and file reports to state agencies 

a. Maintain documentation required for annual 
Transportation meeting 

b. Completion/Submission of all TR-1 's, TR-S's & TR-
6's 

c. Check reimbursement to ensure correct according to 
reported forms and budget requirements 

d. Prepare and distribute bus inspections (TR-13' s) 
12. Oversee and file compliance with drug testing 
mandates 

x 

fl)) j>, 

l 

.x 

'f 

X X 

13. 
14. 
15. 
16. 
Operation and Maintenance of Physical Plants 
1. Recommend maintenance policies and standards 
2. Schedule and allocate funds and personnel 
3. Recommend replacement and remodeling 
4. Inspect and evaluate services 
5. Recruit personnel 
6. Provide for in-service training 
7. Maintain record of utilities 

X 
/( 

8. Maintain record of construction 
9. Negotiate with contractors and engineering services 
10. Prepare draft contracts for maintenance, building and 
service contracts - distribute & advertise 

¼ 

11. Finalize draft contracts 

f>os .., 
<.l 
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x"12. Maintain records of service & construction contracts 
6«;.v 

maintenance, building & service. 
13. 
14. 
15. 

12. Representative for District for contracts on general 

Negotiations -x1. Serve on management team when needed 'X 
)(2. Prepare pertinent fiscal, persom1el and legal data for x 

management team 
X:3. Record minutes of negotiation sessions as needed 

;:,<
4. Shares proper information with employee unit 
5. Negotiated agreements 

6co.rolX-a. Signatories 
6. 
7. 
8. 
Elections 

13-1-1011. Election administrator 
Required2. Post notices of election 
Required3. Prepare ballots for elections 
Required4. Notify cert. election judges & clerks 
Required 

election returns 
5. Compiles information to provide for certification of 

6. Provide supplies for elections X 
Required 

elections 
7. Provide fmancial information for levy and bond 

Required 
Required8. Publish notice of Trustee election 

X9. Receive nomination of prospective trustees for elections 
X10. Publish certification of Elections 

11. "R«~~•~"-' ie.-tt...-s of '"""''l"'"'·ho,vsJ:..-om Brorol ()'l«"'b"<3 'R"Ju,i-d 
12. 
Financial Records and Reports 

X
l. Provide security and preservation ofrecords and /\ 
documents >(
2. Maintain storage files 
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3. Recommend disposal ofrecords 
4, Prepare financial and statistical reports for X 
administration and school board 

}(5. Prepare required legal advertisements & public notices 
6. Comply with Jaws regarding records disposal 
7. Sign Budget & Budget Amendments ( due 8/15- end of 
August) Required 
8. Prepare Annual Trustee Report (due 8/15) "iZ"4 chl'al 
9. Compute Sick & Vacation payroll & reconcile 20-3-325 

. --
Compensated Absences Fund 

. -

X 

>< 
>< 
y 

600<tl C.,y-,,.; r 

10. 
11. 
12. 
13. 
Public Relations 
1. Assist the trustees in interpreting presenting and X 'Boo.rot 

planning school financial programs 
2. Prepare materials for distribution 
3. Release information to press, radio & other media 
4. Address civic organizations, parent, faculty, and 

)( 
X 

X 
employee groups 
5. Participates in service organizations and activities X 
6. Recommend written policy for process in 
communicating with the media 
7. Prepare, submit to printer, and distribute monthly 

X 

X 
bulletin 
8. 
9. 
10. 
Office Management 
1. Oversee supervision of clerical and accounting staff in )( X X: 

business office 
2. Recruit staff 
3. Provide for in-service training 
4. Coordinate central business office with clerical staff in 
other building offices 

X 
X 

)( 

>( 
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6. Purchase supplies and equipment within budgetary X ;< 
allocation 

Coc,.-j-e..x7. Daily delivery of mail to post office and deposits to 
bank 

.:X. .x8. Preparation, copying and distribution ofletters and 
reports from Superintendent and/or District Clerk >-

--I ..><9. Filing of general reports and correspondence 
10. Perform Administrative Secretary duties in regards to .>< 
greeting the public, answering phones, taking messages, 
processing mail and sending correspondence X (Y\',;' ;..,,J,

. ' cl11. Backup Junior High Secretary duties as needed "2- ,>
')(.12. Maintain Office supplies and re-order as required = 

13. 
14. 
15. 
Miscellaneous Reports 
1. Traffic Education Reporting (after receive 
documentation from High School) & Submission 

Xa. Prepare and submit participation & completion 
lists for reimbursement (TE03 & TE04) due 7 /10 

),( 'i>,c~ (;.).,_,,t--('c<"b. Year-End Report (TE06) due 7/10 
,'..c. Application (TE0l) due 8/1 -x ':f'.,_fy w,sko,,.., 

2. Maintain Student Attendance agreements X. 
3. Prepare letters, track and submit non-public school 

Xparticipation reporting (May) 
4. AdultEd 

N \J}- ty1Cf'Sa. Prepare advertisements, listings, enrolling 
participants and documenting payment for classes 

f\J) A - /Y'lCPS
b. Prepare contracts with Adult Ed Instructors 

5. 
6. 
7. 
Insurance Trust Fund & District Insurance Coverage 

)(.l. Attend all Insurance Committee & Insurance Trust 
Fund meetings 
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A'.2. Serves as the secretary for the Insurance Trust Board 
X3. Maintain records of all of the insurance trust fund 

accounts and investments /I 

a. Reconciliation bank statements and investments on a 
monthly basis and report summary to Board II 

b. Verify weekly claims and move monies as needed 
between bank accounts. 
4. Provide information to all participants on appropriate >< 
plan usage and documentation requirements 
5. Act as District representative for all questions between >< 
participants and 3rd party administrator. X.k6. Provide financial information for fiduciary decisions to 
Insurance Trust Board. X
7. Responsible for annual FLEX signup program 
including data entry into payroll and coordination with 
supplemental insurance companies & third party 
administrator ,x 
8. Investigate other Insurance policies and vendors. 

X9. Serve as the Privacy Officer for District and Insurance 
,XTrust Board 

a. Provide training for HIPP A regulations to Insurance 
XTrust Board 

b. Except for appeals, the only individual in District 
with access to individual employee health issues 
10. 
II. 
12. 

-
Italics - These items are specific duties in the Administration Office in addition to the standard Montana Association of School Business Officials 
spreadsheet which lists those duties assigned per Montana Code Annotated and/or other reporting requirements by the District. 
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