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Who Does What at the CBO 

The CBO is broken into departments based on tasks (i.e. purchasing versus accounts payable). There are 
many people at the CBO who work with each district. To best know who to contact, please refer to the 
CBO telephone list which shows the function of each individual and the districts they work with. If you 
are unsure who to call, please do not hesitate to call Sandy Cragle at 786-8562 and she will direct your 
call. 

Accounting Frequently Asked Questions – by topic 

General Questions 
Q. The wrong expenditure codes are being charged? How can this be corrected? 

The district’s CBO accountant can prepare a journal entry to move an expenditure from one code to
	
another. It is also recommended that the code be corrected on the related purchase order. The
	
district’s purchasing agent can help with this.
	

Q. Where do I find the cash balances for the reserves? 

The district’s cash reserve balances are in one (or two if a certificate of deposit is open) bank accounts. 
The district’s CBO accountant can provide a general fund balance sheet showing the individual reserve 
balances that are included in those bank accounts. In addition they can provide an interest calculation 
spreadsheet showing the allocation of interest earned to the individual reserves. 

Q. Can you print out a vendor history payment for a vendor that is going through an external 
audit? 

There is a vendor history report available in the accounting system that will show a vendor’s payment 
history. Contact the district’s CBO Accountant to obtain this report. 

Q. What do we do about prior year non-resident tuition invoices that haven’t been paid? 

If a bill for non-resident tuition from another district is received at the district, a claim form should be 
prepared. The Superintendent or his/her designee should sign it and send it along with the invoice to 
the Accounts Payable department at CBO. 

Q. Who does the quarterly census tax survey? 

The district’s CBO accountant prepares the quarterly census tax survey with help from the district’s tax 
collector. 
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Q. How much is available in this (Federal, Trust (TA or TE)) code? 

Call the district’s Accountant at CBO for questions regarding available balances in account codes. 

Q. What month’s data is reported at each Board meeting? Do we lag one month? 

Ordinarily, the prior month’s information is provided in the monthly treasurer report for a district. For 
example, in January the December reports are provided. There are two exceptions to this. If a district’s 
Board of Education meeting is so early in the month that all the required monthly accounting work 
cannot be completed by the district’s internal due date the reports will lag a month. Additionally, the 
school lunch fund income statements lag one month. 

Billing/Receivables 

Q. Generally, what are health and welfare billings and why is it done in the April/May timeframe? 

Health and welfare charges are billed by a public school district that has private or parochial schools in 
its borders and there are students who live in other public school districts that attend these schools. 
The district receives a roster of students from the parochial school, establishes a board approved rate, 
and draws up contracts for the other public school district(s) involved. Contracts are signed by both 
parties, invoices are prepared and sent out. The April/May timeframe was agreed upon by the area 
business officials years ago. The rationale is that almost all of the student’s statuses would be finalized 
at that time, minimizing any changes. 

Q. Who establishes new billing customers in nVision and what information is needed? 

The district or the CBO accountant can establish new customers in the accounting system. The 
customer name and mailing address is needed. There are also some additional fields that may be used 
such as website, phone and fax number. 

Q. Can you tell me the types of billings that should be entered to the nVision system? 

All types of billings should be entered to the accounting system on a timely basis. This ensures that all 
revenues due to a district are recorded and subsequent receipt of payments can be tracked. 

Q. Have we received payment on an invoice? 

This information is available from the accounting system. Contact the district’s CBO accountant for 
assistance. 

Q. Can you post the invoices I entered? 

Yes, contact the district’s CBO accountant to review and post invoices entered to the accounting system. 
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Q. Can corrections be made to an invoice?
	

Generally, incorrect bills need to be voided and re-established within the accounting system. Contact 
the district’s CBO accountant for assistance. 

Q. Can a credit be applied to an invoice? 

Yes. Contact the district’s CBO accountant for assistance. 

Q. Can I reprint an invoice after it’s been posted? 

Invoices can be reprinted from the accounting system under the customer record. Contact the district’s 
CBO accountant for assistance. 

Banking 

 We received a deposit correction from the bank. Can you research this to see what it was for? 
 Has this check cleared the bank? 
 I lost/damaged my check. Can you replace it? 
 May I come to CBO to sign the letter required for a replacement check - I am unable to scan 
right now? 

 What interest rate is the district currently earning? 

The district’s CBO accountant can be contacted for assistance in all banking matters. 

Cash receipts 

Q. Can this cash receipt go back into my budget code? 

Generally, no. Cash receipts will only go back to an expenditure code if it is a current year refund for 
overpayment or return of cash advance monies. 

Q. Has this expected check been received? (i.e. insurance checks the district is waiting for) 

If the district is anticipating a particular check and would like notification on when it is received, 
background information needs to be provided to the district’s accountant at CBO. They will be on the 
lookout for the check and communicate back to the district. 

Q. Who should I give this cash/check to in order to be deposited? 

Contact your building principal or secretary to find out who is in charge of forwarding cash and checks to 
CBO. They will send the item(s) to CBO in a secure manner. 
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Debt 

Q. What do I do with this bond paperwork that I received from bond counsel (i.e. Orrick, 
Herrington, & Sutcliffe LLP)? 

When bond paperwork is received from bond counsel, the Board of Education president needs to sign 
multiple copies of the forms which will then need to be distributed per Orrick’s or Fiscal Advisor’s 
direction. 

Q. What do I do with an e-mail from Fiscal Advisors asking where funds will be deposited? 

These e-mails should be forwarded to the district’s CBO accountant. The accountant will confirm this 
information with Fiscal Advisors. 

Claim form questions/Purchasing 

Q. I have received an invoice. What do I do with it? 

All invoices should be sent over to the district’s accounts payable clerk. 

Q. Should this (event/reimbursement/request) go on a claim form or purchase order? 

A purchase order should be used for all purchasing of goods or services if at all possible. The purchase 
order should be in place PRIOR to making the actual purchase or commitment. There are some 
instances where claim forms are appropriate such as reimbursements for mileage, travel and conference 
expenses, or cash/travel advances. Check with your District’s Purchasing Agent for further guidance. 

Q. I am doing a claim form. What code should I use? 

Call the district’s Accountant or Budget and Financial Analyst at CBO for help identifying the proper 
account code to put on the claim form. Remember to fill in the payee name, address, and vendor 
number if known. 

Grants 

Q. I have a new grant. What do I need to do? Who can set up my grant budget? What codes 
should I use? 

Send a completed copy of the FS-10 budget or other grant documentation to the district’s CBO 
accountant. In addition, be sure to send a list of employees that are to be paid from the grant. The 
district’s accountant will assign the proper account codes, get them established in the accounting 
system, and e-mail the information back. The district’s business official or superintendent will need to 
contact Financial Services at BOCES to grant access to the new codes. 
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Q. Who can help me with this budget amendment? 

The district’s CBO accountant can assist with budget amendments. Please provide a description of what 
the change is for and the dollar amount. 

Q. In what circumstances would a grant amendment need to be submitted? 

A grant amendment needs to be submitted for budget changes that require prior approval as follows: 
 Personnel position changes, number and type 
 Equipment items having a unit value of $5,000 or more, number and type 
 Any increase in a budget subtotal, i.e. salaries, purchased services, travel, etc., by more than 
10% or $1,000 whichever is higher 

 Any increase in the total budget amount 
 Local grants may have specific requirements 

Q. How much do I have left to spend in my grant? 

Contact the district’s CBO accountant to find out how much is left to spend in a grant. 

Q. Why did my allocation change? 

A district’s allocation may change due to calculations made at the state level. Some examples include: 
UPK - the amount may change based on the number of Pre-K pupils served. Title I - the amount may 
change based on the NYS calculation of the percentage of total funds awarded to individual districts. 

Q. Can you tell me what my carryover will be? 

The district’s CBO accountant will determine what the carryover will be based on the rules for the 
particular grant. 

Petty cash 

Q. What should petty cash be used for? 

Petty cash should be used for only those items which require payment upon delivery (in compliance 
with Commissioner's Regulation 170.4). It is not to be used to circumvent the established purchasing 
policy of the district. 
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Q. What is the process for replenishing petty cash? 

A petty cash reimbursement form needs to be prepared, signed and sent to CBO Accounts Payable in 
order to replenish petty cash. The district’s CBO accountant can provide the form. Please state on the 
claim form when you would like the check sent to you (i.e. “As soon as possible after reorg meeting” or 
“Sept. 1”, etc.). The vendor will be you, or whoever the new custodian will be. The account code will 
either be A210 for General Fund or C210 for Cafeteria fund. 

ST-3, Annual Financial Information - SAMS 

Q. When does CBO need the information for the ST-3 filing? 

Generally, information should be provided to CBO towards the end of June but definitely by the end of 
July at the very latest. The CBO accountant will follow up if any additional information is needed. 

Q. Who can help with various questions related to edit exceptions for additional info from NYS? 

The district should contact their CBO accountant with any edit exceptions. They will help to identify the 
correction(s) necessary. 

Can I get a copy of the ST-3? 

The district’s CBO accountant can provide a PDF file of the district’s ST-3. 

Scholarships 

Q. I would like to start a scholarship. What do I need to do? What codes should I use? 

Scholarships can be established by individuals or organizations for specific purposes. In all cases the 
donor individual or group must communicate to the district how any funds are to be collected, used, and 
distributed. The school district Board of Education should approve a resolution to establish the 
scholarship so that funds can be collected and properly accounted for according to the donors’ 
intentions. The district’s CBO accountant can assist in establishing account codes. 

Q. Who can help me with scholarship questions such as the amount of scholarship interest 
earned, and check preparation, and timing of distributions to individuals? 

The district’s CBO accountant can assist with any of the questions regarding scholarships. Generally, 
information regarding scholarship recipients and amounts should be send to CBO two weeks prior to the 
date checks are needed. This allows sufficient time to establish scholarship awardees in the accounting 
system, prepare checks, and deliver to the district for distribution. 
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Payroll Frequently Asked Questions: 

From District: 

Q. Requests for payroll information. What can you provide? 

CBO has the ability to run all reports available in the Payroll Module, and, for unusual requests may be 
able to create a report that provides the information you have asked for. However, CBO will require 
specific information to meet these requests, such as what data is needed, employees this is needed for 
if applicable, and in some cases why this is needed. The more specific the request is the better we can 
serve you. 

Q. What budget code should be used? 

CBO Payroll cannot provide budget code allocation information. The district has the responsibility of 
determining which codes should be used. These codes should be included on all new hire paperwork, 
changes in job/position, timesheets, and other claims for payment. 

Q. What days did Substitute Teachers get paid for? 

The specific days that substitutes are paid for are not identified in the payroll system. The software pulls 
this information into payroll at a summary level based on what is input into the nVision Attendance 
module. These detailed records are kept at the district and these should be the source documents to 
address these questions. 

Q. When employees change departments/locations—what is the process to move them in 
payroll? 

When an employee changes departments or buildings (i.e. an aide moves from the elementary school to 
the middle school), the HR department should submit a personnel change form to the payroll 
department to change the budget code. This is especially important because often people continue to 
do the same job, but at a different location—state and federal reporting requires that we report salaries 
by location so it is important to notify payroll of the change and to change the budget code for that 
employee. 

Q. What is the difference between Elective and Non Elective contributions to a 403(b)? 

 An elective contribution is also called an employee contribution. This is where an employee 
chooses or elects to put a portion of their pay into their 403(b). These amounts reduce their 
taxable wages for income tax purposes and are subject to FICA and Medicare. 

 A Non Elective or “employer contribution” is where the employer pays a specified amount 
of money into an employee’s 403(b) account on behalf of the employee. It is not considered 
compensation that is subject to tax because the employee does not get to decide how the 
money is paid to them. 
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 In both of the above situations there are complicated IRS rules and limits that govern the 
administration of the districts’ 403(b) plans. Your third party Administrator (OMNI, 
Pennserv, etc.) is responsible for compliance issues and approving/disapproving 
contributions to these plans in accordance with the IRS rules. 

Q. Why does an employee’s Elective contribution to their 403(b) not equal the total amount 
they chose to defer to their 403(b)? 

There are situations where someone is entitled to a lump sum payout, such as a retirement incentive, 
and they have the option to “elect” to defer the full amount to their 403(b). These amounts are still 
subject to FICA and Medicare withholdings, so the gross amount of their payment will be reduced by 
these withholdings and the net amount will go to their 403(b). 

From Employees: 

Q. How should I fill out my W4, Employee’s Withholding Allowance Certificate, what filing status 
and how many exemptions should I claim? 

These are questions neither District Personnel nor CBO Payroll can answer for you. You should follow 
the IRS instructions for filling out a W4 and contact your tax professional if you have one. 

Q. I signed up for direct deposit but received a check…why? 

When you first sign up for direct deposit there is a process called prenote that takes place with your first 
check after signing up. This is a test with your bank to ensure your banking information is correct and 
that your bank can accept your funds. Your banking information is sent to the bank for verification 
purposes, but a live check is still provided to you. If this test is successful, your direct deposit will begin 
with the following payroll. 

Q. What is FICA and Medicare and why is this taken out of my pay? 

FICA (Federal Insurance Contributions Act – Social Security) and Medicare are taxes on income that 
everyone has to pay. Employers must withhold these taxes from employee paychecks and pay them to 
the Internal Revenue Service (IRS). 

Q. I am retired but continue to work for the district. If I continue to work, do I still have to pay 
FICA and Medicare taxes? 

Yes, you do. As long as you work at a job that’s covered by Social Security — as most are — your 
employer has to deduct both Social Security and Medicare taxes from your paycheck. 
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Q. What are ERS or TRS deductions on my paycheck? 

ERS is the Employees Retirement System and TRS is the Teachers Retirement System. Full time 12 
month ERS employees are required to join their respective retirement system and part time employees 
have the option of joining. All full time TRS employees are required to join the TRS retirement system. 
Depending on the tier you are in and your years of service, you may be required to contribute to the 
retirement system through deductions from your paycheck. If you are in Tier 4 you are required to 
contribute to the retirement system for 10 years. Once you reach this, your deductions will stop. If you 
are in Tier 5 or 6, your contributions to the retirement system do not end. 

Q. My paycheck has a negative deduction on it. What is this? 

Negative deductions are a refund of a deduction to you that should not have been taken from a previous 
paycheck. 

Q. Why does my biweekly paycheck not equal 10 days of pay? 

 If you are an hourly employee paid off of a timesheet, your paycheck will be for the number of 
hours submitted on your timesheet. 

 If you are a Contractual employee or an hourly employee paid on an Annualized (even pay) 
basis, your gross paycheck is calculated based on your annual pay divided by the number of 
paychecks in the year. This may not equal out to an even 10 days per pay. 

Q. I don’t understand my paycheck? 

Questions related to your pay or deductions on your paycheck should be directed to your district’s CBO 
payroll contact. Questions related to attendance, compensated absences, or insurance benefits should 
be directed to your district Personnel office. 

Q. I lost my paycheck, or my paycheck is torn and the bank will not cash it. …can you give me a 
new one today? 

In the unfortunate event that you lost or damaged your paycheck, it is unlikely that a new one can be 
issued the same day. There are procedures in place to protect the district from issuing new checks and 
subsequently having the original check also cashed. It typically takes 1-3 days before a new check can 
be issued. To avoid this, it is recommended that you utilize the direct deposit option. 

Purchasing Frequently Asked Questions 

Q. Do I need to bid? 

New York State laws and individual district policy dictate bidding requirements. Generally, commodity 
groups exceeding $20,000 annually (or $35,000 for a public works project) require a bid. Your district 
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policy may include additional thresholds. State contracts may negate the need to bid. Contact your 
Purchasing Agent (PA) for assistance. 

Q. How do you place an order for goods or services? 

Generally, district staff, such as main office personnel, will enter specific requests into the requisition 
module of nVision for non-bid items. Also, “bid decks”, such as classroom supplies, health supplies, or 
building maintenance items to name a few, are sent out to district staff for individual quantity requests, 
then compiled by district office staff. 

Q. How do I order from a frequently used vendor? 

A blanket purchase order should be established with the Purchasing Agent’s assistance. Examples would 
include Weis, Lowes, or Home Depot. 

Q. How should conferences / travel arrangements be made? 

It varies depending on the conference or area of travel. Conference registration fees are either pre-paid, 
covered by purchase order, or again reimbursed after the fact. A purchase order should be used if 
accepted by a particular hotel. Otherwise, a district credit card may be used to guarantee rooms. 
Further, a district check may be issued up front to the traveler or as a reimbursement after the fact. 

Q. How can I get a new vendor set up? 
Contact your district purchasing clerk to set up a new vendor; they may also assist in locating an existing 
vendor in the system that you may not have been aware of. 

Q. When should I use a claim or a PO? 

A purchase order should be used for all purchasing of goods or services if at all possible. The purchase 
order should be in place PRIOR to making the actual purchase or commitment. There are some 
instances where claim forms are appropriate such as reimbursements for mileage, travel and conference 
expenses, or cash/travel advances. Check with your District’s Purchasing Agent for further guidance. 

Q. What do I need to do with my new Purchase Order? 

CBO will mail the Purchase Order to the vendor and send the receiving copy to you, (or to central 
receiving). This copy will be used to confirm receipt of goods or services and will ultimately be returned 
to CBO’s Accounts Payable Department for invoice payment. 

Q. What do I do if I do not receive my order? 

Your Purchasing Agent can confirm the status of your order and follow up on any problems, issues, or 
concerns with delivery. 
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Q. What if a vendor does not accept POs? 

Purchasing will request a pro-forma invoice from that vendor or attempt to find an alternate source for 
your order. 

Q. Can I order online? 

For online ordering, please contact your Purchasing Agent for assistance. Many districts have accounts 
with Amazon or Staples with online ordering options available. 

Q. What do I do with incorrect or damaged merchandise? 

For assistance with these items, please contact your district requisition entry person to initiate the 
return/replacement process. 

Q. How do I get quotes when needed? 

Generally, you contact as many vendors as necessary per district policy. Contact your Purchasing Agent 
for any assistance necessary. 

Q. What is the difference between a material and supply and a contractual expense? 

A material and supply is something that has substance, or as we may say, something that can be “held in 
your hands”. A contractual expense usually has to do with services. If you have questions on whether 
something is a material and supply or a contractual expense, please contact your Purchasing Agent. 

Q. How much do I have available to spend? 

Purchasing can answer this question for you, or you can run an appropriations status report from the 
Accounting module or the Requisition module of nVision. If you are not sure how to run these reports, 
please contact your Purchasing Agent or Budget and Financial Analyst. 

Budget and Finance Frequently Asked Questions 

Budget transfers/understanding appropriation status reports 

Q. I am out of money—where can I transfer budget from to make a purchase? 

If at all possible, budget transfers should be made between lines in the same program or location (i.e. all 
within buildings and grounds or all within the special education). If funds are not available within your 
area, please contact your Budget and Financial Analyst and they can help arrange for a transfer if 
appropriate. 
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Q. I do not understand the difference between a budget transfer and a PO adjustment? 

A budget transfer shifts budget from one expenditure line to another. A PO adjustment changes the 
amount of the budget encumbered (tied up) on a PO. In many cases, a PO adjustment can be done 
without a budget transfer. For questions on budget transfers, please contact your Budget and Financial 
Analyst; for questions on purchase orders please contact your Purchasing Agent. 

Q. How can I tell how much money is left in an account code? 

By running an appropriation status report under “reports” in either the accounting module or the 
requisitioning module you can see how much remaining budget is available. If you are not sure how to 
run these reports, please contact your Budget and Financial Analyst or Purchasing Agent. 

Q. I have budget available in this line - can I just make the purchase from here instead of 
transferring the budget? 

The CBO recommends transferring the budget to the correct expenditure line so that in future years the 
historical expenses are correct for budgeting purposes. 

Q. Why are budget codes important? 

New York State requires annual reporting in a specific format—the budget code is what drives where 
these expenditures are reported. Specific budget codes are also used to track special programs that 
may require particular reporting to Administration or the Board of Education. 

Q. I do not understand the appropriation status report. How can I see the requisition amounts? 

In the accounting module when running an appropriation status report, to see the requisition amounts, 
please check the box “Include Requisition Amount.” In the requisitioning module, this column will 
automatically appear. If you have questions on what the specific columns of the appropriation status 
report mean, please contact your Budget and Financial Analyst. 

Q. I thought this code existed, but I do not see it on my appropriation status report? 

Only codes with activity will show on the appropriation status report. To show codes with no activity, 
please check the box “Include Null (Zero) Accounts”. 
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Budget 

Q. I am trying to run a report under the budgeting module, but there is nothing available to run? 

Even though you may have access to the budgeting module, in order to run reports you need to have 
access to the particular budget projection. Please contact your Budget and financial Analyst for this 
access. 

Q. Where did we budget for this? 

The Budget and Financial Analyst can help to determine where something should be paid from; 
however, if a district does detail budgeting, please note that the detail is not forwarded to us at the CBO 
so we don’t always know where it was budgeted, but we can see where it was historically paid from and 
can advise where it should be paid from. 

BOCES 

Q. How do you initiate a BOCES cross contract? 

A BOCES cross contract is used when Broome-Tioga BOCES cannot provide a certain service, but another 
BOCES does. There is a cross contract form that would need to be completed (Part 1) and sent to Maria 
Majka in the BOCES Business Office. Maria will then facilitate obtaining the approvals of our BOCES and 
the cross-contracting BOCES. Once it is fully approved, she will send a copy back to the district. For 
questions on cross contracts please contact Maria Majka at 766-3813. 

Q. Why is it important to make purchases through BOCES? Why not just make them directly? 

Certain expenditures if purchased through BOCES generate aid/revenue the following school year. 
Therefore, the net cost of the purchase is significantly lower than it would be if purchased directly. 

Account Maintenance 

Q. Who can make account code changes? 

The Budget and Financial Analysis department at the CBO maintains the chart of accounts and creates 
all new account codes. Old budget codes can also be made inactive as needed. 

Q. We have a new program—what budget codes should we set up for it? 

Please contact your Budget and Financial Analyst and they can assist in creating any new codes needed. 
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Accounts Payable Frequently Asked Questions: 

Q.		What items are required to process a check? 

For invoices related to purchase orders (PO), a valid signed PO receiving copy and an invoice are 
required. For claim forms (non PO), a valid and approved claim form and an approved invoice are 
required. 

Q.		What is the CBO process to produce a check? 

Below is only a summary of the steps taken to produce a check: 
•		 CBO must be in receipt of a signed PO receiving copy or an approved claim form and invoice. 
•		 Accounts Payable matches invoice quantity and pricing to PO prices and receiving
	
documentation.
	

•		 Internal Claims Auditing must review & approve all invoices. 
•		 Accounts Payable inputs approved invoices into the system. 
•		 Treasurer releases/prints check. 
•		 Accounts Payable runs reports required for Purchasing Agent and Internal Claims Auditor 
approval. 

•		 Purchasing Agent reviews reports and “gives rise to the claim” - approves. 
•		 Internal Claims Auditor performs final review 
•		 Accounts Payable mails check to vendor. 

Q.		What is the process for getting a special or emergency check? 

The process for producing a single emergency check is the same as it is for producing a regular check as 
detailed above. The district may require additional approvals at the district level prior to requesting the 
check. 

Q.		Who sets up and maintains vendors? 

CBO Purchasing handles all vendor set up and maintenance. For internal control purposes, Accounts 
Payable personnel and district personnel do not have access to perform these tasks (see Purchasing 
Frequently Asked Questions). 

Q.		Has an invoice been paid, or, where is my payment? 

CBO Accounts Payable can look this up in nVision. District personnel may also have the ability to look up 
this information if the district has provided them access in the system to do so. This information can be 
found through “Purchase Order Query” or by running a “Vendor Payment History” report. Access to this 
area is provided at the district’s discretion. 

14 | P a g e
	



   
 

         
 
               
              

 
           
 
                 
        

 
       
 
                     

                   
                   

             
 

             
 

                   
   
               

           

       

            

 
      
 
                      
                  
              

 

 

 

Q. Can district personnel look up vendor payments? 

This information can be found through “Purchase Order Query” or by running a “Vendor Payment 
History” report. Access to this area is provided at the district’s discretion. 

Q. How much money is left on my blanket PO? 

Your district Purchasing Agent or Accounts Payable Clerk can answer this question for you. Access to 
this area is provided at the district’s discretion. 

Q. Does CBO make partial payments? 

Yes, depending on the time of year and other circumstances. There is no need for the district to hold PO 
receiving documents or invoices until the full PO is received and invoiced. If goods ordered on a PO are 
partially received, make a copy of the PO receiving copy, indicate what has been received on it, and send 
to CBO. Invoices should be sent over to CBO when received. 

Q. Why doesn’t a payment match my claim or invoice? 

There may be several reasons for this, but the main possible reasons a payment may not equal a claim 
or invoice are: 
• Mileage claim – mileage rate or # of miles driven are incorrect. 

• Invoice contained sales tax that was deducted from the payment. 

 Required back up is missing. 

• Outstanding credits may have been applied to an invoice. 

Q. Where is my 1099? 

The due date for providing 1099’s to vendors is January 31. If a vendor is paid less than $600, they will 
not receive a 1099 unless the district was required to withhold taxes from payments. Also, how a 
vendors W9 was filled out could impact if they receive a 1099. 
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