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Budget Calendar
* Review Budget Calendar Cycle

Overview of SAP Budget Reports
* QOverview of various SFE Budget Reports

Hyperlink Control Sheets
* Monitor and track program balances to ensure
accuracy within the planned budget

Manual Budget Adjustment (BAR) Request
* For funding programs not available in SAP




GENERAL FUND SCHOOL PROGRAMS FISCAL YEAR 2018-19

BUDGET DEVELOPMENT

LAUSD’S BUDGET CALENDAR

= May Revision of Governor’s State Budget
= Purchase deadlines for P-card, Shopping
Carts and T-card, Imprest Fund Claims

= Purchase deadlines for Warehouse
* Instructional Year Ends

* Board adopts Final Budget & LCAP

* SFE closes for Budget
Development
P-2 ADA captured

* Budget
Development

* Schools Front
End (SFE)
opens for
Budget
Development

* Allocation
Letters

*
o "M
L .’
ﬂ sanannnany

E-CAST enroliment
available
Carryover Memo

Estimated Rate Sheets
Unduplicated TSP count

> = LAUSD submits Final Budget
& & LCAP
> to LACOE
* SFE opens for Budget
Maintenance

Instructional
Year Begins

Norm Day
Carryover
funds
posted

BUDGET

CALENDAR

3 :

= Per Pupil Schools - Norm Day Settle-up
* Governor's Proposed State Budget

I' * Norm Day Settle-up of

school resources




SCHOOL BUDGET TIMELINES

FEBRUARY

« E-CAST enrollment is available

« Estimated Rate Sheets (estimated costs of budget items) is available
« Carryover memo is issued

« Budget development resources available at

* Meeting with school’s stakeholders

MARCH

» School budget development appointments begin

« Allocations become available

» Schools budgets are implemented in School Front End (SFE)

APRIL
« School budget development appointments continue
» Budget development ends and SFE closes for budget planning

MAY-JUNE
» Deadline to purchase items; refer to annual memo issued by Services Division
» Process “Good Receipts” online to enable Account Payable to pay the vendors

SEPTEMBER
« Actual carryover funds in schools accounts
« Norm Day

« Enrollment and Staffing Dashboards are available

NOVEMBER - JANUARY
« Norm Day Settle-up process; adjustments to norm-based resources
« Alignment of budgets to actual position costs


MEM-6016.6_18-19_Year-End_Closing_Dates.pdf
http://achieve.lausd.net/sfs
MEM-6016.6_18-19_Year-End_Closing_Dates.pdf

BUDGET
REPORTS IN
SCHOOL
FRONT END




SAP—SCHOOL FRONT END COMMONLY USED
REPORTS
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POSITION WITH INCUMBENT

DISPLAYS DETAILS OF ALL BUDGETED
POSITIONS



Position With

Fund Center

Location Code

SCHOOL NAME

Version CMO | Current Modified Version
Incumbent Fiscal Year 2019
Italics = HR Data
0 = Obsolete
Position | Position Description PSA |PSGrp |Personz/ID Employee Subgroup | Emp Status | S$tart Hrz/Day |FTE Salary Amount
Job Job Title Frog |PS Level | Last Name, First Name Deascription Pos Status | End Days/Wk | Fund % | (w/ Benefits)
30424093 | Sr Office Technician ESxX | 2838 R1 Active 07/01/2017 8.000 1.00 70,272.00
24102838 | Sr Office Technician 13027 {05 Regular/Permanent Active 12/31/9399 2.000 { 100.00
30090824 | CAMPUS AIDE & RESTRICTED CSXX | 4657 W1 Active 07/01/2015 3.000 0.38 3,036.00
29104687 | CAMPUS AIDE & RESTRICTED 11449 |05 Restricted Active 12/31/9399 2.000 25.00
30090824 | CAMPUS AIDE & RESTRICTED CSXX | 4657 W1 Active 07/01/2015 3.000 0.35 9,100.00
29104687 | CAMPUS AIDE & RESTRICTED 11673 |05 Restricted Active 12/31/9399 2.000 75.00
30090910 |CAMPUS AIDE & RESTRICTED CSXX | 4657 W1 Active 07/01/2015 3.000 0.35 3,036.00
29104687 | CAMPUS AIDE & RESTRICTED 11449 |05 Restricted Active 12/31/9399 2.000 25.00
30090910 |CAMPUS AIDE & RESTRICTED CSXX | 4657 W1 Active 07/01/2015 3.000 0.35 9,100.00
29104687 | CAMPUS AIDE & RESTRICTED 11673 |05 Restricted Active 12/31/9399 2.000 75.00
30092055 |CAMPUS AIDE & RESTRICTED CSXX | 4657 R1 Active 07/01/2015 8.000 1.00 13,850.00
29104687 | CAMPUS AIDE & RESTRICTED 11449 |05 Regular/Permanent | Active 12/31/9959 2.000 25.00
30092055 |CAMPUS AIDE & RESTRICTED CSXX | 4657 R1 Active 07/01/2015 8.000 1.00 41,545.00
29104687 | CAMPUS AIDE & RESTRICTED 11673 |05 Regular/Permanent | Active 12/31/9999 5.000 75.00
30092514 | CAMPUS AIDE FEMALE SPAN LG &R CSXX | 4689 R1 Active 07/01/2015 8.000 1.00 13,850.00
29104689 | CAMPUS AIDE FEMALE SPAN L 11449 |05 Regular/Permanent | Active 12/31/9959 2.000 25.00
30092514 | CAMPUS AIDE FEMALE SPAN LG &R CSXX | 4689 R1 Active 07/01/2015 8.000 1.00 41,545.00
29104689 | CAMPUS AIDE FEMALE SPAN L 11673 |05 I o— RegularPermanent | Active 12/31/9399 2.000 75.00

e D ==,




COFE REPORT

DISPLAYS BUDGET DETAILS FROM
CENTRAL OFFICE FRONT END (COFE)
AND INCLUDES ALL SCHOOL SITE
PROGRAM CODES



BUDGET SERVICES and FINANCIAL PLANNING DIVISION BUDGET MAINTENANCE
BUDGET REPORT Fiscal Year 2019
Central Office Front-End (COFE) Version CMO Current Modified Version
Ling Typs DerDlv 5Gmp  Fund Fund Functonal Cmmtlim I Deacription Grant Grw  Pos Job P& P§ Arily HrelDay FTE Start Data Salary F Bansfita Todal Amt
Ling#  SubDlv_ Opiad  Cenfer REr Area Bud Itm Bl Deacripticn FundPgm  Cd  Siafus P54 TyiGrp  Daye/Wk Funds:  End Dafs Hgalth
1POSITH Your Location Code 0l 1110-1000-10183 110001 ToriafegAsgnmt  NOT RELE D 30038927 11100736 2UTK  UTH3 J.0ao 0.50 O7A1201E 40,603 o444 fi6,052
Q10200 Your Sehool Name D000 Tangeted Student Fopu 13273 CERTCHR SECMTH  OPROIO0D A SECONDWRY TEACHER — CoXX 0227 2000 100000 OBAO201% 19,000 =
1Tk =
20THEL v Lo G 010 1110-2700-10400 UH04  OMceFeippe  NOTRELE C 0712018 140 i 4201
0ogog7 Yo s e 0000 TP - Investmenis 12443 ENROLL-Z DAYS-CLACL OPROJO0 002018 0
0THL D0 1110-4000-40405 SN0 mrvGmPem NOTREE O DB/25/2018 i i B 16
000005 Your sl Name 0000 TSP-PaentalEngagemen 40312 CARRYOVER=0ETVE  OPRODO0 0B30:01¢ 0
J0THL Yo Locaton o 010 1110-1000-10423 430010 Instr Mat5en Pum NOTRELE D 070172018 0 0 1,968
Q000 Your Setootteme 0000 TSP-ARTS at the Core-d 40263 [WA-ARTE OPROD00D 063072018 0
20THE-L Yo Locaion Code 010 1110-4000-13027 110004 Torsa-Guppetth  NOT RELE D 072018 4,574 853
000064 Your School e 0000 (General Fund Schooi Fr 13817 ATHLETICDIRZTME  OPRDD00D D6/30/2015 0
20THE-L S 010 1110-4000-13027 250002 OtherCiaerBR?  NOTRELE D 070112018 13,560 204

0000 Your oo Nae 0000 General Fund School Fr 13650 ATHLETIC CoacH oFF - OPRO0CD DB3072018 0




SCHOOL SIGNATURE FORM

DISPLAYS THE SITE’'S BUDGET WITH
SIGNATURE PAGE FOR REQUIRED
APPROVALS



School Budget Signature Form

BUDGET MAINTENANCE WORKSHEET

Total Allocation 4 876 507.00
Fund Center Your Location Code/School Direct Budgeted 4 861,507.00
Fund 010-0000 GF-Unrestricted Indirect  Limit 0.00 0.000 %
LAUSD Program 13027 eneral Fund School Program Budgeted 15,000.00 0.308 %
Version / Year CMO 2019 COFEIFMIGM Docs i
Grant / Funded NOT RELEVANT / OPROO0OO0DO Comment
Division Your Local District Status B
Budget Item Line Functional Area |Job! Person. | Position P Stat | Start | HrsDay | Fund % | Total Cost Change
Description Type Commit Hemn Description Subarea End Date | DaysWk | FTE
40204 JOTHAL | 1110-1000-13027 0712018 200,00
REPROGRAFHIC SERVICE 430004 Feprographic Svos 05302018
4027 JOTHL | 1110-1000-13027 0712018 38,253.00
GEMERAL SUPPLIES 430001 General Suppliss OEE02018
40267 JOTHL | 1110-1000-13027 0712018 21,628.00
M8 430010 nstr Mat-Gen Pup 06302018
40310 JOTHAL | 1110-1000-13027 0712018 000
PEND PAY SCALE ADV 430008 ristl MatsSupls-Bud 05302018
40312 JOTHAL | 1110-1000-13027 Q5252016 95,516.00
CARRYOWVER-POSITIVE 430010 nistr Mat-Gen Pup 05302018
40320 JOTHL | 1110-1000-13027 0712018 .00
POSITION COST IMNC 430077 nstr Mai-Reimb Obj 06302018
40335 JOTHAL | 1110-1000-13027 0712018 000
H&W/BEMEFIT ADJ 430008 ristl MatsSupls-Bud 05302018
50003 Indirect JOTHAL | 1110-2100-13027 0712018 15,1000.00
OTH MOM INSTRL CONT 530002 Other Contracts 05302018
50035 JOTHL | 1110-1000-13027 0712018 15,000.00
PROF ¥ INDEF CONTR 530030 ProfSv Contr-3P-Inst 06302018
50080 JOTHL | 1110-1000-13027 0712018 120500
STAFF CONF ATTEMD 520002 TravelConf Atindnce 05302018
50123 JOTHAL | 1110-1000-13027 0712018 S0 ,
REMTALLEASE EQUIP 560011 Fental OF Equipment 05302018 S
50161 JOTHL | 1110-2100-13027 0712018 1, 000.00
PRS SER CONT NOM NS 530001 Prof Svc Coniracts 05302018
50174 JOTHL | 1110-1000-13027 0712018 3,000.00
CURRICULAR TRIFS 530012 Coniract Bus Svcs 05302018
50243 JOTHAL | 1110-1000-13027 0712018 7, (0600000
SOFTWARE LICHS MAINT 530020 Software Licns Maint 05302018

=




SCh00| Blld et SI nature Form BUDGET MAINTENANCE WORKSHEET .
getolg | Total Alocation TS50 SCh00| BUdgEt Slgnﬂture Form BUDGET MAINTENANCE WORKSHEET
Fund Center Your Location Code/School Direct Budgeted 4.861,507.00 Total Allocation 47650700
Fund 010-0000_GF-Unresticted Indirect _Limit 0.00 0.000% : .
LAUSD Program | 13027 _ General Fund School Program Budgeted 1500000 nanes [ LFund Center Your Location Code/School Direct _ Budgetd ARIIN]
Version/Year | CM0/2019 COFEFMGM Docs | // Fund 0100000 GF-Unrestricted Indirect  Limit 000 0.000%
Grant/Funded | NOT RELEVANT / OPROOOOD Comment LAUSD Program | 13027 General Fund School Program Budggted 1500000 0.308 %
Diison___Your Location Code/School s : VersionYear | CMD/ 2019 COFEFMIGH Docs | //
- . . Grant/Funded | NOT RELEVANT / OPROOO00 Comment
The local district signatures below confirm that the budget request has been reviewed and approved. e _Your Location Code/School | Statts B

The Board of Education has delegated to the general superintendent and the local district supenintendents, the responsibility for budget and program decisions
based on state and federal laws, collective bargaining unit agreements, Personnel Commussion Rules, Human Resources Division Rules and Policies, court
orders, consent decree, and LAUSD's Local Control and Accountability Plan (LCAP), f applicable.

The principal’s signature below confirms hisher understanding that: (a) the stakeholders had the opportunity to provide recommendations/input during budget
planning and development, (b) the Targefed Student Population (TSF) funds will be used to support the English Leamers, low income, and foster youth
students, and (c) the TSP funds are subject fo audit

Reason:
FOR SCHOOL SITE USE ONLY FOR BUDGET SERVICES AND LD USE ONLY
BAlLog Sheet No. Tnput Date Processed By
Fiscal Specilists Signatu Date
Principal’s Signature Date ST S :
Instructional Area Superintendent or Designee’s Signature Date
T5C Chairperson's Signature/SLC Signature [as appropriate] Date andfor
Administrator of Operations or Designee's Signature (opfional) Date
Diate
Program Coordinator's Signature Date
Date Fiscal Services Manager's Signature Diate

"Unt D, Collective Bargaining Agreement, Appendix C, 4.0, b

..Crtena: The identfication of indidual employees witin a depariment or unitfor reassignment shall be based upon consideration of senionty (as defined below)
and also consideration of the objective operafional neads of the department or unit, such as the nead to minmize disnuption of services, the need fo minmize
refraining of the remaining employees, and the need to retain employees who possess special skils andlor expertise. It may also be based upon the avoidance of
extraordinary personal hardship o an employee.

Employees who have valunteered for reassignment shall be considered first, subject to and consistent with the above considerations. Reassignment selections are
notto be used to evade appropnate progressive disciplinary procedures; however, employees whose perfomance is marginal or below standard shall remain
subject to te above reassignment cntena along with all oter employess. For purposes of idenfificafion for reassignment,*semionty” means length of reqular Distict
senvice wihin the dlassfication.”

"My signature confim that | have folowed the Unit ) Collectve Bargaining Agreement crtenia set forth above In approving the reassignments resuling from this
budget fom.”

Principal's Signature Date




BUDGET REPORT

DISPLAYS BUDGET DETAILS BY
BUDGET LINE, INCLUDES BUDGET
ITEM DESCRIPTION, PROGRAM
CODES, AND TOTAL COST



A B C D E F G H | J K L M
SACS Fund  Program ‘LAUSD Program Text Total Budget Fund Budget tem Budget tem Text Indirect EudgetLineTyptrns'rtinn 0] Temp Position| SACS Function SACS Function Text
Allocation
010 M3027  General Fund School  4,876,507.00 010-0000 03017 TCHR SEC C1T 26M10 1POSITN 30030498 1000 Instruction
010 3027  General Fund School  4,876,507.00 010-0000 102998 TCHR SEC C1T 23110 1POSITN 30033471 1000 Instruction
010 "3027  General Fund School  4,876,507.00 010-0000 "03017 TCHR SEC C1T 25/10 1POSITN ~ "30035215 1000 Instruction
010 3027  General Fund School  4,876,507.00 010-0000 M0103 TCHR SEC CAT 24/10 1POSITN  "30020422 1000 Instruction
010 13027  General Fund School  4,876,507.00 010-0000 10028 TCHR SEC C1T 26/10 1POSITN 30007900 11000 Instruction
N 0 = Q R 5 T U \% W 4 Y Z AA AR ==
Commitment item |Goal ‘SACSGD&ITE:H Position Position Start Date Position End Data‘Huurs Per Dﬂ‘Huurs per Mo|Days per We|Job Job Title Pay scale  Pay Pay Scale Pay scale ‘
Status lewel Scale |[Area type
"110001 1110 Regular Education, K-12 A 7M/2017 12/31/9999 6.000 0.000 £.000M1100736 SECONDARY TEACHER 10 25 UT 02
110001 1110 Regular Education, K-12 A 7M/2017)  12/31/9999 6.000 0.000 £.000M1100736 SECONDARY TEACHER 0 P3 UT 02
"110001 1110 Regular Education, K-12 A 72017, 12/31/9999 6.000 0.000 5.000M1100736 SECONDARY TEACHER 0 B UT b2
"10001 1110 Regular Education, K-12 A 72017 12/31/9999 6.000 0.000 5.000™1100736 SECONDARY TEACHER R0 P4 UT 2
M10001 1110 Regular Education, K-12 A TA2017 12/31/9999 6.000 0.000 £.000M1100736 SECONDARY TEACHER A0 PE UT b2
’Ac AD AE | AF AG AH Al A
Functional Area ESG for Perzon |Perzon |Perzonnel Subarea Text |Morm Total Cost Salary Amount
cCAP nel nel Indica
1110-1000-13027 "3 2UTK CSXX C Basis 1 track oor 107,747.00 73.470.00
1110-1000-13027 ™3 2UTK CSXX C Basis 1 track 007 99 790.00 66.883.00
1110-1000-13027 ™3 2UTK CSXX C Basis 1 track 007 107,747.00 73.470.00
1110-1000-13027 ™3 2UTK CSXX C Basis 1 track 007 103,726.00 70.141.00
1110-1000-13027 "3 2UTK CSXX C Basis 1 track o7 111,682.00 76,728.00
1110-1000-13027 "3 2UTK C Basis 1 track 007 111.682_00 76.728.00
AR AL AN AN AD AP AQ AR AS AT Al AV
Total Benefits Worker Unemplo | STRS Benefits Social PERS Benefits PARS Benefitz Medicare Health Benefiz Resource Fund Percentage FTE Percentag:
Compensation [vment Security Benefits
15, 277.00 2.205.00 4500 11,961.00 0.00 0.00 0.00 1.066.00 19,000.00 '0000 100.000 1.000
13,907.00  2.,007.00 41.00 10,889.00 0.00 0.00 0.00  970.00 19,000.00 D000 100.000 1.000
16 277.00  2.205.00 4500 11,961.00 0.00 0.00 0.00 1.066.00 19,000.00 D000 100.000 1.000
14,685.00  2.105.00 43.00 11,419.00 0.00 0.00 0.00 1.018.00 19.000.00 D000 100.000 1.000
16,954 .00  2.,302.00 47.00 12,492 00 0.00 0.00 0.00 1.113.00 19_000_00@000 100.000 1.000



HYPERLINK
CONTROL SHEETS

* [YPES OF TRANSACTIONS TO
BE POSTED



SUPPLEMENTAL SALARIES
Certificated

Replacement Time
Auxiliary

PD Regular

X Time

Training Rate
Differentials

Teacher Release Time
Administrator Z Time
Nurse X-Time

PSA X-Time

Day to Day Sub Days

Classified

Clerical OT
Custodial OT
Clerical Relief
Custodial Relief
Clerical Z Time
TA Relief



OPERATIONAL EXPENSES

NON-SALARY
TRANSACTIONS

Budget Adjustments
Additional Allocations
Shopping Cart

IMA

General Supplies
Contracts (Toshiba copiers,
webpage, etc.)

P-Card

Conference Attendance
Curricular Trips

Imprest Checks



TABLE OF CONTENTS
Summarizes balances available in hours/days for supplemental
salaries

(=] i (= — 1 —

Fiscal Year: 2018-2019
Cost Center: 1888601 Enter Data
Cost Center Name UNIVERSITY SH Select from Dropdown List
Balances as of: March 26, 2019 * When entering Program 7E046, type '7E046 to avoid format error
Commi N Budgeted
ommitment Item | Budget Item Description |* Program Program Name Amount Control Sheet - Tab Reports
Total LTD Contract Teacher Available™®
110002 Day to Day Subs 13027  General Fund School Program g - Tchr{Tchr Librarian DTD Sub, Tchr Release DTD Sub
110002 Day to Day Subs 10183  Targeted Student Popultion  § 10,530.00 §  10,550.00 TchrTchr Librarian DTD Sub, Tchr Release DTD Sub2
110002 Day to Day Subs *75046 CE-NCLB T1 Schoals § 34,950.00 §  34,950.00 Tchr|Tchr Librarian DTD Sub, Tchr Release DTD Sub3
110002 Day to Day Subs *75176  T3A-LEP-Limited Eng Profcney § 2,058.00 5 2,058.00 Tchr[Tchr Librarian DTD Sub, Tchr Release OTD Subd
g - Tchr{Tehr Librarian DTD Sub, Tchr Release DTD Subs
= g Tchr[Tehr Ligrarian DTD Sub, Tchr Release DTD Subf
g Tchr[Tehr Librarian DTD Sub, Tchr Release DTD Sub7?
g Tchr|Tchr Librarian OTD Sub, Tchr Release OTD Sub8
g Tchr|Tchr Librarian OTD Sub, Tchr Release OTD Subd
g Tchr{Tchr Librarian OTD Sub, Tchr Release DTD Sub-Magnet
g TchriTchr Librarian OTD Sub, Tchr Release DTD Sub-hlagnet?

Day-to-Day Substitute Days Available @ $358.450/day 132.68 Days

110004 Teacher X/Z time 10183  Targeted Student Population  § 18,806.00 §  18,806.00 237.84 Teacher X-Z Time




USING COFE REPORT TO SET UP SALARIES CONTROL SHEETS

Line Type (DerDnSG

Fund

Functional

Cl Description |Grant

Grv

PA

Ps Alv|HrsiDay

Start Date |Salary F Benefits

Total Amt

Day-to-Day Substitute Days Available @ $358.450/day

J88.64 Days

Fund Cant Itn Po Job FTE
Line#  |SubDiOp/{Center Rrsc |Area Bud Itm |BI Description |Fund Prgm|Cd | Status PSA |TyGrp|Daystvk |Fund® |End Date Health
20THS-L 1388601 Mo §mo-1000-13027 | TI000R0AY TO DAY SUE| ROT-RELE T 555250.00{ ¢ wrs0n0of  $91,800.00
UNIERSTYEL (0000 GeneralFund SchPg Il 1055 — Ba0f2013 $ 13,000.00
20TH3-L 1358601 o {0000-2100g=027 ST TRAINRTE CE |MOT-RELE T20a S342200) ¢ hTa.00 $4,000.00
UMMERSTYEL (D000 | General FurllSich Pg 1315 Othr Cert Sal-Supp Bla0Iz013
20THS-L 1358601 Mo | M0-1000-131 TI0005| TCHR ASSTREL |MOT-RELE T2 S3172.00) ¢ a0 $3,500.00
UNIVERSTYEL [0000 | General Fund Yeh 10701 il 3
Fiscal Year: 2018-2019
Cost Center: 1888601 Enter Data
Cost Center Name UNIVERSITY ELEMERMARY Select from Dropdow gd#i=t . .
. _ Click hyperlink to open
Balances as of: March 19 * When enterin qgram TED46, type
Salary Control Record
Commitment Item | Budget tem Des Program Name B::guiﬁd ailal:::e nl-‘l'::.::.gh:e Control Shae_l |7 Reports
x r \/ T
110002 eneral Fund School Program $ 91300000 ¢ 91.800.00 256,10 Toh Toh Librarian DTD Sub, Tehy Felease OT0 Sub
1000z 150 ta Lay oubs npt argeted Student Population ' ¥ 10,500.00 29.29 Tk Tehe Libraran OT0 Sub, Tehr Beleaze OTO Sub:?
000z Dizy to Oaw Subs 15046 CE-MCLE T1Schools $ 34 EIEEI oo % 34.,350.00 37.50 Thd The Librarian OT0 Sub, Tohr Release 0T Subid
110002 Day ta Day Subs *TSITE  T3A-LEP-Limited Eng Profcncy $ 205800 % 2,055.00 0.7 Tchl Teh Librarian 0T Sub, Tehr Belegse OTO Subd



SALARY CONTROL RECORDS

Enter employee name
Enter employee number
Rate/Hour-Not required. Formula will use District average rate if left blank
For budget adjustments amounts (positive or negative)
Enter total hours worked by month

of Contents

Los Angeles Unified School District
Salaries Control Record O
Fiscal Year 2018-2019 O

FUND: 010-0000

TRl Ol T D

Click to go
back to Table

SORDING TRANSACTIONS

PROGRAM TITLE: General Fund School Program FUNCTIONAL AREA: 1110-1000-13027
POSITION TITLE: Day to Day Subs (@ §358.45 COMMITMENT CODE: 110002
Hours (or) Amount: 1.536.62 Days:  256.10
Budzat Amount 5 91300 33843
Adj. +- B} ) Balance|Balancein  Balance in
) _ :EII[]][I]}'EE (dollars) July | Aug. | Sept. | Oet. Nov. Dee. Jan. Feb. | March | April May June E}q}ended in Davs Hours rs
Emplovee Name No. in Hours L Dolla
y INPUT WORKED HOURS ONLY - BEGINNING BALANCE IN DAYS 25610 1,53662 §  91.800.00
;I Dolly Parton 123456 36 pl | ] ] ] ] 12 30 (126.00) 23510 141062 §  B427255
budget Adjustment 5 (5.000.00 (83.60) 22115 1326082 § 7927255
Joe Smith 360832 30 36 34 3 18 12 M4 ] (183.00) 19065 1143082 § 6833083
. | | Dudget Adjusmment § 30000 8.37 19205 115220 § 6383083
c 19205 113220 5 6883083




TABLE OF CONTENTS
Summarizes balances in dollars for operational expenses

Fiscal Year: 2018-2019
Cost Center: 1888601 Enter Data
Cost Center Name UNIVERSITY SH Select from Dropdown List
Balances as of: March 26, 2019 * When entering Program 7E046, type '7E046 to avoid format error
) . + Budgeted Amount Available
Commitment Item | Budget Item Description |* Program Program Name Amount Available Hours | ‘ Control Sheet - Tab Reports
; Pending Distribution § Available & KL
[ 430010 Inst Material Account 13027  General Fund School Program £ 400,000.00 g3 400,000 MA
; 430010 Inst Material Account 14242  SDEP-Proceeds Film/Photo Renta ¢ 5777.00 @5 5,777 MA2
! 430010 Inst Material Account 10183  Targeted Student Population $ 1,800.00 g5 1,800 IMA3
| 430010 Inst Material Account 13938  SDEP-Donations ¢ 2,000.00 g5 2,000 MA4
430010 Inst Material Account *75046 CE-NCLB T1 Schools g 800.00 @3 800 IMAS
: 430010 Inst Material Account 3 - IMAG
: 430010 Inst Material Account 3 IMA7
! 430010 Inst Material Account 3 IMAS
; 430010 Inst Material Account 3 IMAG
R 430010 Inst Material Account S MALD
" 430010 Inst Material Account S MALL
430010 Inst Material Account 3 MAL12
430010 Inst Material Account S MA13
430010 Inst Material Account 3 MA14
430010 Inst Material Account S IMA15
430010 Inst Material Account S IMA-Magnet :
430010 Inst Material Account S IMA-Magnet2 ’

Inst Material Account $ Available § § 410,377

440001 Mon-Cap. Equip 13027  General Fund School Program £ 15,000.00 Q& 000 Non-Cap Equipment




USING COFE REPORT TO SET UP
OPERATIONAL EXPENSES CONTROL SHEETS

- — ' ' - - - - " - -

Line Type |Der Div 5 G Fund Fund |Functional Camt Itm |Cl Description | Grant Grw|Po Job PA P= Alv(HrsiDay [FTE Start Date |Salary F Benefits Total Amt
Line # | SubDir Opd Center Rrsc (Area Bud tm |El Description |Fund Prgm|Cd | Status PSA (TyGrp|Dagsiwk |Fund% |End Date Health
30THS-L 0 |0000-3100-13027 430003 M&0 SUPPLES |MOT-RELE TH2013 $6.258.00
0000 | General Fund SchPg 401533 BI3002013
30THS-L oo JM0-1000-13027 430010/ MA OT-RELE THIZ01E $400_000.00
0000 General Fund Sch P 40267 3012019
30THS-L 00 [000W-2700-13027 0001 MOM-CAP EQMT [ NOT-RELE THZ015 $15.000.00
0000 | Gerfal Fund ScfPg 40125| aLL-0TH Ei30/2013
30THS-L o0 [ooo0-Yoo-g#ozT 430002| ADWS COMM EXP|MOT-RELE THIZO1E $0.00
(0000 |Gener d Sk Pg 40169 BI30/2019
30THS-L oo [1Mo0o013027 530012 | CURRICULAR TR [MOT-RELE THIZ015 $560.00
(0000 | Gyffleral Fld SchPg 50174 i
Fiscal Year: 8-2019
Cost Center: 888601 Enter Data
Cost Center Name: UWMERSITY ELEMENTA Select from Dropdown List
Balances as of: March 19, 2019 * When entering Program €046, type '7E046 to avoid format error
. i x Budgeted Amount Available _
Commitment Item dget Item Description Pregram Program Name Amount Available Hours / Days Control Sheet - Tab
Pending Distribution § Available §
Click Hyperlink to open
430010 Inst Material Account 13027 eneral Fund School Program £ 400,000.00 400,000 yp P IMA
lulapnn Inst Material Account argeted Student Population : oo 1,800 Control Record IMAZ
430010 Inst Material Account 13938  SDEP-Donations & 2,000.00 % 2,000 IMA3
430010 Inst Material Account 14242  SDEP-Proceeds Fim/Photo Renta & 577700 &% 5,777 IMA4

430010 Inst Material Account *75046  CE-NCLB T1 Schools % BOO.0D % =l IMAS




RECORDING TRANSACTIONS

NON-SALARIES CONTROL RECORD

Requested by- Enter who requested the transaction
Enter Vendor Name
Requisition or Imprest Check # - Enter purchase order number, Imprest check #, PCard

Transaction #, or Budget Adjustment
Activity Description-Enter details that will help identify what the dollars were used for

Expenditures in dollars — Enter amounts charged for transaction

a. Enter date
b.
C.
d.
e.
f
g.
SCHOOL:
PROGRAM TITLE:-

C ! E!‘»ﬂﬂf MENT TITLE:

L.os Angeles Unified School District

Non-salaries Control Record

University Elementary

General Fund School Program

FUND:
FUNCTIONAL AREA:
COMMITMENT ITEM:

E Inst Material Account :

Requisition or

Adjustment in Dollars — Enter budget adjustment amounts (positive or negative)

Table of Contents

010-0000

1110-1000-13027

430010

o

Expenditure

Adjustment in

Balance in

DATE Requested By Vendor Name Imprest Check Number Activity Description in Dollars Dollars Dollars
BEGINNING BALANCE 5 400,000
02/20/19 M. Davidson Office Depot P-Card White Board for BEm_ 150 3 289.00 5 399.711.00
03/04/19 O. Lopez LAUSD Stores SC 10148965 Intructional Materias for Math Depart | $ 4.850.00 5 394.861.00
03/06/19 M. Davidson Budget Adjustment $  (4,000.00)| 5 390.861.00
5 390.861.00




MANUAL BUDGET ADJUSTMENT REQUEST

A manual Budget Adjustment Request (BAR) is required for:
* Programs that are not in SAP
« Restricted items that required additional approval

Lar Anqsler Unificd Schaal Diistrict

Eudast Servicer and I Flannina Divirion

BUDGET ADJUSTMENT REQUEST
Fiscal Year Z018-2013

SchoollOFfice LD Ph e Mo Contact Person Date
[RE GG RELT GV Y X3 PGS THNS
Gor Fund Center Fund T Functionsl Ares PP = | E——— m— o - o Tire {] Dwye ¢
Ewdget Line | Fund Cantar | _Fund [ Resource | Goat | Function [m tem | ntitem Date Job Status = = Personncl Pay Scale ind | Rate | Day | week| FTE | pynain Amount [§]

Jtem Id=m, Program Mame leem Mame Skart End Title Cap | Area Eut Area | Group Level Type | Mizc Salar a0 From Te
. | | | | il | | |
= [ | | | [ [ [ | | |
s [ | | | [ [ [ | | |
. | | | | | | | | | |
5 [ | | | [ [ [ | | |
. [ [ [ [ [ [ [ [ [ [

Document T. 5 -
b SO SEMGEE SITE L75E GALY FOR BLOGET SEAVICES AND LOCAL DISTAICT fLOF E5E OAEL Y

Principal s Sigeatare Date BafLog Sheet Mo, Tnput Dlake Instructional Area Supcrintendent or Dt

Al

For Categorical Program
Attack the following two doc

iz Frocessed By

trator of Operations or Designes Tiate
o Ciopy of Scheol Plan Page or Single Plan for Student Achicrement Medification

Fizcal Specializt'z Signaturs Diakz
O I multi-funded, please indicate other funding source(s): Pragram Coordinatars Sanature or Designes Dt

Budget Adjustment For Title | Program, please idestif O Tas [swe Floeal Services WManager's Signat  Date
The S8C sought and considered recommendation from the sppropriste sdrizory committec.

Fzsk. Budget Directar

OSAC O ELAC
Date Date Date Deputy Budget Director Diake

SEC Chairperson's Sigeat
Farm rovired02-14-1%

Criteria: Fle ideat

Pl it o o i S i g i e # e Fe i, ths s b n e s r s e inin g w# Ghs rrm nimin g smmg S sr, mmd Phr mrs o b s #rin smmp S rsr st pmrrarr

i e sl s e S aritdin - o - it S i rdadl da harsd wpmn conrider atine wf roniwrity far Fodined doFuus} and wlvw conrider atimn mf the whisctive mporetimn ol nende uf the Separtment wr wait, rech ar
Pk B Rl mm il o gnr@ire B8 iy wdvw o B ars o wpmn #ds eewiden os wf o e emr din ey grrrmeed dorr ded iy

P 2k darr i o Fr i dn Faaradf e d, rwdisct tm ond conrirtent with the admes conrider atimnr. B arrigement rodec tinnr v mm A . Fr i iy S o n S

sl ot S mn i r v g i e f wr b Lwar it wm e drdadl v win rwdis ot tw . ol mes rrmre g —nt criferie rfee g aritd olf mthrr syl e Fur s Sl R Farrity s wnr Lrm g 0l r o g wdor Boie Orict s reics aitdie the

“Hy s

atura cmnfirme that | havs conriderad and ralicd mpan tha criteriarst Furth abmes i

al’s Signature



EXERCISE #1

Create a Manual Budget Adjustment to move $5000.00 from curricular trips to Other
Non-Instructional Contract budget line.

Information Needed:
Program: 13027—General Fund School Program

Curricular Trips Other Non-Instructional Contract
Budget Item: 50174 Budget Item: 50003

Commitment Item: 580012 Commitment Item: 580002

Fund: 010-0000 Fund: 010-0000

Functional Area: 1110-1000-13027 Functional Area: 0000-2100-13027

Enter data required for Manual Budget Adjustment Request.

Budget Line Item:

Fund Center & Fund Center Name

Funding Line —(Use Fund/Functional Area Translator)

Budget Item, Commitment Item, and Item Name

Date —07/01/XXXX to 06/30/XXXX; (for positions items, dates must be the actual start and end date of the position)

akwbdeE




Where to Find
Data Need to
Complete the
Manual Budget
Adjustment

Fund and
Functional Area:

Use the
Fund/Functional
Area Translator

Budget Item and
Commitment
ltem:

Estimated Rate
Sheets, COFE
Report, School
Signhature Form

Program Name:
Fund/Functional
Area
Translator/COFE
Report, School
Signature Form

ltem Name:

Fund/Functional
Area
Translator/COFE
Report, School
Signature Form



Exercise #1

Create a Manual Budget Adjustment to move $5000.00
from Curricular Trips to Other Non-Instructional Contract
budget line

GC* Fund Center
. Budget LI Fund Cent
1. Enter Budget Line Haget Hine Hnd enter .
ltem Name

ltem: 3OTH
1 1234567
2. Enter Fund Center -
and Fund Center SCHOOL
b 1234567

SCHOOL




Exercise #1- Continuation

3. Enter Fund: Fund and Resource
4. Enter Functional Area: Goal, Function, Program
5. Enter Program Name

| ‘ Fund ' Functional Area

Fund Resource Goal Function |Program

Program Name

0000 1110 1000 13027
- General Fund School Prorgram

General Fund School Prorgram




Exercise #1-Continuation

6. Enter Budget ltem

7. Enter Commitme
8. Enter Iltem Name

nt Item

Budget | Commitment
Item Item

ltem Name

S501r4 | 5380012

CURRICULAR TRIFPS

50003 53800022




Exercise #1--Continuation

9. Enter Date -- for non-position
items (20THS-L & 30TH-L)
Start and End date is
07/01/XXXX to 06/30/XXXX

Date

Start

7/1/2018 |  6/30/2019 |

f/1/2018 6/30/2019

Required Only for

Positions

REQUIRED ONLY FOR POSITION
Posdon | Posdn | Posdion s | |/ | ey
0| S | D | CootolR) po | P oy dcdk I | ok | Day | Weet | FTE
[ ; Op | e (Sdea| e | G | el | Ty (e | ooy | el

Fining




Exercise #1--Continuation

10. Enter From: $$ amount to move
from this budget line item

11.Enter To: $$ amount to move to
this budget line item

12. Enter reason for budget
adjustment— write the reason
and be specific.

Reasn forbudget ad: {For Catgonial oy, jostietionpages st B af e
st Sl bl eson e o e o oo o e £ o i el ol s ndelon. s ek e it 08 e e e B comple

Write reason-be specific




Exercise #1--Continuation

13. Obtain required signatures
Send signed BAR to your Fiscal Specialist for Approval

| FIOR SCHO SITE VSE GME Y FOR BUOGET SERYICES AMI L GCAL IVSTRICT fLI E5E GML Y
Principal’s Signature Date B&fLog Sheet Mo, Input Dake Instructional Area Superintendent or Diate
: andfol
For Categorical Programs:
Attach the following two documents: Proceszed By
Adminiztratar of Operations or Cesignes Diate
O  Copyof School Plan Page or Single Plan for Stodent Achievement Madification
Fiscal Specialist's Signature Diate
O  [Fmuki-funded, please indicate ather funding source(s): rogram Coardinator's Signature or Designe: Diate
Budget Adjustment For Title | Program, please identify: O TAS [ 5wP Fiscal Services Manager's Sign.  Date
The S5C sought and considered recommendation from the appropriate advisory committee. Azst. Budget Directar Diate
OSAC O ELAC
S5C Chairperson’s Signature Date Date Date Dieputy Budget Directar Dlate
Formrevired 02-14-13

wEriteria: The identification of individeal caplopees withiz ¥ deparimest or st For reassignment shall be based apor corsideration of sediority (35 defiaed befow} aad 3ise consideration of the objective operational aeeds of the department or wait, sech a5 the
reed to BiNmIce disraption of services, the peed to BiBiRIDe retraiaing of the remaizing caplopees, aad the aeed to retain caplopees who possess special shiffs zadfor expertise. It may afse be based spon the sveidaace of extrzordizary personal bardship o 22
Emplopees who dave vofentecred for reassigamest shall be considered first, sabject to aud consistent with the abave covsiderations. Reassigament sefections are pot to be #5ed to crade approprizie progressive disciplisary procedures; bowerer, caplopees
vhose performaace is marginal or befow standard shalf remais sebject to the above reassigament criteriz afong with 3if otber cmplopess. For parposes of ideatification for reassigamest, “reniority ™ means fengih of regeiar Gistrict service within the

"My signature confirms that | hare considered and relied spon the criteria set Forth abore in approving the reassiguments resalting from this badget form.”

Principal's Signature Date



M (=] (=3 (5] (= r (K] n 1 o L3 L 1%¥1 14 (=] L L = = 1 (=] Y " -~ 1 < Calnl MO Ll LU e N
Lar Anqeler Unificd Schoal Dirgrize

Eudqet Servicor and Financial Flanning Divirion

BUDGET ADJUSTMENT REQUEST
Fiscal %ear 2018-2013
SchoollDFFice Py School Mame LD Central Phone No 213-241-4354 Contact Perszon Pocio Espinoaa Diate Sl2&/2013

SREGFLARE LT CIAE ¥ FERR PO TS

GC” Fund Center Fund Functional Arca - Budget | Commitme Paszition | Position | Contral Pasz Hrs ! | Daps ¢
Budget Line Fund Center Fund | Besource Goal Function | m Ikem nkt ltem Diake Job Skatus [m] i Ex Personnel FPay Scals Ind | Bate | Day | Weck FTE Fundin Amount [$]
ltam Mams Frogram Mame Ikcm Mame Etark End Title coap | Aren ] Y Area | Group | Lewel | Type [ Mizc Ealary Eicnfits %] From To
P SOTH 1234567 o0 r alalali] | 1110 | 1000 | 13027 | S0iv4 | Ss00z | | | | | 5,000
ECHOOL General Fund Echoal Prorgram CUREICULAR TEIFS THE0E | &ME0M2013
P S0TH 1234567 o0 r alulele] r alalels] | 2100 | 13027 SIIIIIIIIIS| SE0002 | | | | |
ECHOOL General Fund Echool Prorgram OTH HOH IHST COHT THE01E | &AE0M2015
5 | [ |
-+«
E
&

FEE FENGEE SITE LS5 E GAE Y FEA SLOEET FERVNCES AND LEEAL TIFTRICT fLEOF 5L GAL Y
- - . - .
| s FEAT " 1T id i
Pruncipal’s Stgwnature S
Principal®s Siguature Diate EAfLog Sheet Ma. Input Dake Inztructional Area Euperintendent or Date
amdifon
For Categorical Programs:
Attach the Following two docaments: FProcessed By
Adminiztrator of Operations or Desigre: Date
=] Copy of Echoaol Plan Page or Zingle Plan for Student Achieyement Modification
Fizcal Epecialist's Eignature Diate
=] IF multi-funded, please indicate other funding source(=]: Frogram Coordinator's Zignature or Designes Date
Budget Adjustment For Title | PFrogram, please identifp: O Tas O swr Fiscal Zervices Manager's Signat Diate
The FEC sought and « idered rec dation from the appropriate adrisory committee. Azt Budget Director Date
OsAC O ELAC
S3C Chairperson"s Sigeature Diate Date Diate Deputy Budget Director Dlake
Formreuired 02-14-1%

- B rtaries Fhr fdlem Er S e wiimn wi in diws s ol sy rrrr 2rithin w doperiment wr wnit For rearrignmrat rdeff de darsd wpon conrideratinn wf rraiwrity far drfinsd drims ) end slre conrideretizn wi (he wdirctsvsr wprretiiznsl arrde wf tds doperimrnt wr wasit, recd ar
e prro ( mrnrimixe Sirrwptiwn wf rareicor, (e wrro (o minrimms: ruir einsmg wf (de TN T e W P wpnof Cw e AT ardw » - ref rdiflr ondrwr rxprriire. St mey sirw b barsd wpen (s sewidence wf sxirewrdinery prrres el dordriip
Fmpluwrrrr sviw davsr vefentesred for rearrigament rialf be conridersd frrd, rediect tx snsd conrirtent wivd tdr =l Fall 53 = o Frafectiwnr ors smt tx e wresd tn srade apprepriots prograrrivs dircipfinery procrdersr; dusrsvrr, rmyplersar
srdmrs porfermencr ir merginef wr dofess rtondardrdeff romein rediect tm the ol i ¢ criterie afmng with aff mider smpfereor. Fur purpmrar wF ides tificetims For i b iy Frmgtd mF regwfer Birtrict roreice within tie

"My rigquaturs canfirmr that | havs conridarsd and ralicd upun ths critariarst Farth abaws in appraving ths rearrigemantr rarulting Ffrom thir kudgst Ferm.~
Privcipal’'s Siownature 328/2019

Principal’s Signature Date




RESOURCES

LOCATION WEB ADDRESS SERVICES
Classes, Employee Recognition, College
Organizational Programs, Employee Resources.
Excellence www.oetraining.net Call us for your training needs: (213)
Classified Training 241-3440

View class offerings and enroll in classes,
MyPLN https://achieve.lausd.net/mypin assessments, check your class history,
etc.

Budget Development
School Fiscal Services @ https://achieve.lausd.net/Page/794 Budget Maintenance



https://achieve.lausd.net/mypln

Rocio Espinoza,

Classified Training Representative

213-241-4954
rge90792@lausd.net

Organizational Excellence
Classified Training Branch

213 241-3440


mailto:rge90792@lausd.net

