                                              FRYSC Forms and Reports   FY11             Rev. 5/25/11 SBM
	REQUIRED

Form or Report
	Due Date


	District Contact Responsibilities
	Coordinator Responsibilities
	Other Personnel Responsibilities 
	How to Submit:

	End of Year MUNIS reports 
(for previous fiscal year) 
	July 31
	Ensure completion 
	
	Finance Officer: Prepares and submits electronically 
	Finance Officer submits electronically

	Implementation & Results report 
(on previous fiscal year)
	September 30
	1) Review

2) Mail all in one packet
	Prepares and presents to advisory council 
	Advisory Council Chair: Signs
	Original to:  Regional Program Manager

	Coversheet for next fiscal year (w/Dec. 1 free lunch and enrollment) 
	December 21
	1)Provide official documentation of Dec. 1 count to coordinator
	1)Prepare and send coversheet
2)Keep Dec. 1 count documentation on site
	
	Original to: Div. of FRYSC

Copy to RPM 

	Mid-Year MUNIS Report 
	January 25
	Ensure completion 
	
	Finance Officer: Prepares and submits electronically 

	Submitted electronically

	Continuation Program Plan 

	February 15

	1) Get District Assurances page to Superintendent for board signatures 

2)Review

3)Mail all in one packet to Regional Program Manager
	Prepares and presents to advisory council and SBDM  
	Principal: Sign SBDM Assurances 

Advisory Council Chair: Signs AC assurances page

Superintendent & BOE Chair: Sign District Assurances page
	Original to RPM only (when approved, Center will be directed to forward copy to Division office) 

	Funding Request /Invoice Letter 
(submitted to request funding/initiate payment for the upcoming fiscal year)


	June 15
	District Contact prepares/submits 
	
	Superintendent: Signs 
	
Original to: Div. of FRYSC 

Attn: Director


	Evaluation of Coordinator
	Per district policy, but every 2 year at minimum
	1) Complete or give input  (see Principal responsibility at right) 

2) Ensure completion
	Keep on file
	Principal: Completes with district contact input;  if FRYSC serves one school; If FRYSC serves more than 1 school, principal gives input to the district contact completed evaluation 
	n/a


	
	
	
	
	
	

	OTHER
Required or Optional 
	Date Due
	District Contact Responsibility
	Coordinator Responsibility
	Other Personnel Responsibility
	Submit to: 

	Notification of Change  
*Required when:

-New coordinator is hired

-New Supt. is hired

-Change in District Contact or  Finance Officer  

-Center has new name, phone, or address

-Coordinator has new name

-Coordinator has new email address


	Per change
	District Contact completes and emails to Division
	 
	
	Email to: 
Mysti.white@ky.gov 

	Request form 
*Required to accompany:

-Amendments: Budget, center operations, work plans 

-Purchases: Single item 

> $500., goods >$1,000, & subcontracts > $1,000.
	As needed
	Signs after AC approval   
	Prepares; signs, presents to advisory council for approval 


	Advisory Council Chair: Signs
	Original + 2 copies of Request form and attachments to: RPM 

	Advisory Council Listing Amendment Note: Request form not needed
	As needed
	
	Prepares upon change in membership
	
	Original + 1 copy to RPM only



	Reconfiguration Request Letter 

	Dec. 21
	1) Consult with RPM         2) Write letter of request
	
	Advisory Council: Recommends
	
Original to Div. of FRYSC Attn: Director
Copy to RPM

	Waiver Request form 
*of full-time coordinator
	Feb 15
	1) Consult with RPM 

2) Prepare 
	
	Superintendent: Signs
	Original to Div. of FRYSC Attn: Director
Copy to RPM

	Pilot Request or for Continuation 
	Feb 15
	1)Consult with RPM

2) Prepare 
	
	Superintendent: Signs
	Original to Div. of FRYSC Attn: Director
Copy to RPM


Addresses: 

Division of FRYSC:  Attn: ______, CHFS/Div. of FRYSC, 275 E. Main St., 3C-G, Frankfort, KY 40621 
_1285766551.unknown

_1285766553.unknown

