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BULLETIN NO. 117-06  SCHOOL APPORTIONMENT AND FINANCIAL SERVICES

TO:
Educational Service District Superintendents


Chief School District Administrators


Assistant Superintendents for Business and/or Business Managers


School District Personnel Directors

FROM: 
Dr. Terry Bergeson, State Superintendent of Public Instruction

RE: 
2006–07 S-275 Personnel Reporting Handbook


2006–07 School Personnel Report, Form S-275

purpose

The 2006–07 S-275 Personnel Reporting Handbook provides school districts and  educational service districts (ESDs) with instructions for reporting certificated and classified staff to School Apportionment and Financial Services (SAFS) at the Office of Superintendent of Public Instruction (OSPI).

Initial data for certificated and classified staff for 2006–07 are due in the educational service district (ESD) offices as follows:


FORM NO.
                     TITLE                     

DUE IN ESD



S-275

Annual School Personnel Report

November 1–21


This bulletin, Form S-275, and the S-275 Personnel Reporting Handbook are posted at:  http://www.k12.wa.us/safs/INS/PER/0607/ph.asp.
S-275 PERSONNEL REPORT

Submit a report for each employee who, as of October 1, 2006, is contracted or hired to provide services any time during the 2006–07 school year.

Reporting Methods

School districts are responsible for preparing and transmitting their S-275 data to the appropriate ESD through one of the following procedures:

•
Electronic Transmission.

•
Electronic files:  S-275 data may be submitted on CD, 3.5 inch diskette, or file transfer protocol (FTP).

•
If the school district does not have electronic transmission capabilities, a paper form can be submitted to your ESD.

FTP Procedure for S-275



FTP Address:




FTP 164.116.18.36



Username and Password:




Name:  ospi/S275user




Password:  S275user



Change Directory:




FTP>cd S275

Each educational service district superintendent has appointed an individual to act as liaison with the local school districts in the resolution of report submission problems as follows:


ESD 101—Jerry McDermott
Olympic ESD 114—Rosemary Ziara


ESD 105—David Curry

Puget Sound ESD—Kirstine Whisler

ESD 112—Tim Merlino

North Central ESD—Douglas Poole


ESD 113—John Molohon

Northwest ESD 189—Marilyn Sollers


ESD 123—Russ Whiteaker


Local school districts should notify these liaison individuals if they have submission problems or require additional forms and instructions.

QUESTIONS
Questions regarding instructions for reporting experience, credits, and other employee data should be directed to Ross Bunda in School Apportionment and Financial Services at (360) 725-6308 or ross.bunda@k12.wa.us.

Questions regarding data transmission problems should be directed to Information Technology Services, Customer Support at customersupport@k12.wa.us, (360) 725-6371 or (800) 725-4311.  The agency TTY number is (360) 664-3631.
K–12 FISCAL SERVICES AND POLICY

Jennifer Priddy, Assistant Superintendent

K–12 Fiscal Services and Policy

Calvin W. Brodie, Director

School Apportionment and Financial Services
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