Step One: What do I want my School Business Official to do? 

Task and Function Checklist – Check all that apply 
	Functions (
Tasks(
	Perform Specific Tasks (i.e. payroll)
	Direct, Oversee, and/or Supervise
	Key Decision Maker and/or Evaluator

	Financial Planning/ Budgeting
	
	
	

	Accounting & Finance Systems
	
	
	

	Debt Services

& Capital Fund Management
	
	
	

	Auditing
	
	
	

	Purchasing & Supply Management
	
	
	

	School Facility Planning & Construction
	
	
	

	Facility Operations
	
	
	

	Insurance/Risk Management
	
	
	

	Cost Analysis
	
	
	

	Reporting & Compliance
	
	
	

	Collective Bargaining
	
	
	

	Data Processing
	
	
	

	Cash Management & Investments
	
	
	

	Food Service
	
	
	

	Legal & Policy Management
	
	
	

	Personnel Management
	
	
	

	Grant Writing & Management
	
	
	

	Office Management
	
	
	

	Community Relations
	
	
	

	Property Management
	
	
	

	Campus Security
	
	
	

	Staff Development
	
	
	

	Student Activity Funds
	
	
	

	Transportation Services
	
	
	

	Health and Safety
	
	
	


