
Michigan Institute for

Educational Management
in cooperation with

Michigan School

Business Officials
Presents seminars that qualify for the MSBO Voluntary Certification Program*

Register on-line at www.gomiem.org or mail your completed registration form with a check to Michigan Institute for Educational Management,
1001 Centennial Way, Suite 300, Lansing, Michigan 48917-9279 or fax with purchase order or credit card number to 517.327.0771. Questions? 517.327.2589

 For overnight accommodations at the Kellogg Center, East Lansing, call 1.800.875.5090. Identify yourself as a MIEM participant for the special rate.

For:
Chief Financial Officer • Facilities Director

Transportation Director • Food Service Director

School Technology Management • Business Office Manager
School Payroll Specialist •Business Office Specialist

MSBO Voluntary
Certification Program

2004-05
Class Schedule



R=Required Course  E=Elective Course R=Required Course  E=Elective Course

Introduction to School Business
September 21-22, 2004 • Kellogg Center • East Lansing

Registration form will be mailed separately; contact Marte Thompson, MSBO,
at 517.327.5920 or check the MSBO Web page at  www.msbo.org
R=Chief Financial Officer, Business Office Manager,
School Payroll Specialist, and Business Office Specialist E=all others

6th Annual Facilities Conference
October 3-5, 2004 • Crystal Mountain Resort • Thompsonville

R=Facilities Director E=all others

14th Annual MIEM Technology Conference
December 1-3, 2004 • Radisson Plaza Hotel • Kalamazoo

R= School Technology Management E=all others

Choose from many clinics. Registration form will be mailed separately; contact
Sue White at 517.327.2589 or check the MIEM Web page at www.gomiem.org.

Take Certification classes at the following conferences:

Accounting Manual/Record Keeping Retention, Automation
August 30, 2004 • Kellogg Center • East Lansing

8:45 am – noon - Accounting Manual and Chart of Accounts
Presenter: Glenda Rader, Michigan Department of Education
What every school payroll/personnel should know about State Bulletin 1022
Accounting Manual and its relationship to their position in the school district.
Learn how to account for payroll division of state and federal programs and
compensated absences and averages. Find out how to monitor the budget.

12:45 – 4:00 pm – Record Keeping Retention, Automation
Presenter: Margaret Clinton, Beecher Schools
Review requirements for payroll/personnel records, automated file maintenance,
and related retention procedures. Learn the privacy issues related to payroll and
the rules in accessing personnel records. Also covered is an overview on FOIA,
COBRA, and criminal record checks.

R=School Payroll Specialist E=all others

R=School Payroll Specialist E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Budgeting for Food Service/Food Service Computer Systems
March 8, 2005 • Kellogg Center • East Lansing

8:45 – noon – Budgeting for Food Service
Presenter: Catherine Durocher, Dexter Community Schools
Principles in school budgeting, and method of establishing and maintaining a
budget in a Food Service Department.

12:45 – 4:00 pm – Food Service Computer Systems
Presenter: Catherine Durocher, Dexter Community Schools
Use of computers and technology in the food service office including: overview of
hardware; developing a technology plan, food service software applications for
purchasing, inventory, recipe and production management, student information
systems and point-of-sale systems including meal benefit applications and
verifications.
R=Food Service Director E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

R=Food Service Director E=all others

Facilities for the Business Manager/Cash Management
February 16, 2005 • Kellogg Center • East Lansing

8:45 – noon – Facilities for the Business Manager
Presenters: Steve Lenar, Holly Area Schools and Scott Little, MSBO
The basic structure and function of building and grounds and maintenance
operations, laws relating to school construction, environmental laws and
regulations, planning maintenance programs, and what to expect from your
director of facilities.
R=Chief Financial Officer E=all others

12:45 – 4:00 pm – Cash Management
Presenters: Kimberly Goethe, Flagstar Bank; Michelle McHale, Plante & Moran,
PLLC; and Don Sovey, Charlotte Public Schools
This session will develop specifications for the selection of banking and other
financial services, teach you how to apply concept of compensating balances,
comprehend procedures and legal constraints for cash collection and disburse-
ment, analyze monthly internal transfers and loans, prepare a cash flow
analysis, including a fund balance report, for the board of education, and
identify and deal with fraud and abuse.
R=Chief Financial Officer, Business Office Manager, and Business Office Specialist

E=all others
COST: Full Day Half Day

$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Financial Analysis/Maintenance Operations
September 14, 2004 • MSBO • Lansing

8:45 – noon – Financial Analysis
Presenter: Scott Little, MSBO
Methods of performing a financial analysis of options and life-cycle costing.

12:45 – 4:00 pm – Maintenance Operations
Presenters: Mitch Bart, Kent ISD and John Bowers, Consultant
An overview of maintenance operations, including: grounds, with a focus on
preventive maintenance; scheduling and staffing; work order systems; and service
contracts.
R=Facilities Director E=all others

R=Facilities Director E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Grant/Fund Writing/Working With the Architect
February 8, 2005 • MSBO • Lansing

8:45 – noon – Grant/Fund Writing
Presenter: Nancy Davis, Assistant Superintendent, Novi Community Schools
General background - tips and recommendations - on grant writing, general
advice on grant sources with specific attention to “most used” technology related
grants including: Michigan Department of Education grants, Michigan
Association for Computer Users in Learning (MACUL); Universal Service Fund
(USF) and Michigan Electronic Grant System (MEGS).
R=School Technology Management E=all others

12:45 – 4:00 pm – Working With the Architect
Presenters: Tom McCurdy and Linda Moskalik, Pinckney Community Schools and
Gary Jelin, TMP Associates, Inc.
The nuts and bolts of what technology managers need to know about the logistics
of bringing technology into a school building. Topics covered include: basics of
reading a blueprint, working with an architect when planning a new building,
retrofitting an existing building and understanding the roles and relationships of
people working on technology projects.
R=School Technology Management E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers



R=Required Course                   E=Elective CourseR=Required Course  E=Elective Course

Year-end Payroll Reporting: Payroll & Tax Returns
November 11, 2004 (in conjunction with the MIEM Support Staff

Conference) • Amway Grand Plaza • Grand Rapids

1:30 – 5:00 pm
Presenters: Bruce Dunn and Mike Weller, Maner, Costerisan & Ellis, P.C.
Understand the 941s, W-2s, tax deposit requirements, business expense
accounting, retirement incentives, and other paperwork related to payroll. Learn
how to track sick time accurately.  Be aware of the payroll function as it relates to
automation, i.e., EFT, garnishments, and vendors. Know the difference between
salary and hourly employees and how the payroll function may change.
R=School Payroll Specialist E=all others

COST: $75 MIEM members
$90 nonmembers

Directions to sites:
Crystal Mountain – www.crystalmountain.com.
Kellogg Center –  www.kelloggcenter.com
MSBO Building – www.msbo.org

For more information on the MSBO Voluntary Certification Program, please
check the MSBO Web site at www.msbo.org or contact Debbie Kopkau at 517.327.2587
email: dkopkau@msbo.org. For registration information, please check the MIEM
Web site at www.gomiem.org and register online. Questions? Contact Sue White at
517.327.2589 or email swhite@gomiem.org.

Human Resource Leadership/Student Discipline
November 16, 2004 • MSBO •  Lansing

8:45 am – 12:00 pm  – Human Resource Leadership
Presenters:  Errol and Candy Goldman, Consultants
The principles of human resource management applied to a school district
setting. Learn to hire, train, and motivate staff. Understand the basic laws and
regulations which apply to human resource management.

12:45 – 4:00 pm  –  Student Discipline
Presenter:  TBA

R=Transportation Director E=all  others

Explore behavior modification techniques and expectation to achieve classroom
behavior on school buses. Develop understanding of student’s behavior; what
works, what doesn’t work, and why. Learn to deal with students, staff, and parents.
R=Transportation Director E=all  others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Strategic Planning/Instructional Program Evaluation
September 16, 2004 • Kellogg Center • East Lansing

8:45 am – noon – Strategic Planning
Presenter:  Tom Pridgeon, Regional President, Michigan Leadership Institute

This session will focus on team participation in the identification of short- and
long-term goals in all aspects of school district activities.  Drawing from current
research and practices, you will explore opportunities for your school district.  This
class will also assist in the making of a strategic plan that will move the district
toward the achievement of its mission and goals.  The session will provide data-sets
required to facilitate the strategic planning process and assist in the implementa-
tion, monitoring, evaluation, reporting, and revision of a strategic plan.

R=Chief Financial Officer E=all others

12:45 – 4:00 pm – Instructional Program Evaluation
Presenters: Linda VanderJagt, Christine Marcy, and Chris Hill, Forest Hills Public
Schools

This session will assist the Business Manager in understanding the components
of the instructional programs within the school district; planning and imple-
menting program improvement; analyzing economic factors associated with
delivering and evaluating instructional programs.  This session will also include
learning how to develop procedures for the evaluation and reporting the cost-
effectiveness of the programs; using evaluation data toward changes to the
instructional program; and learning how to allocate resources to improve the
programs.
R=Chief Financial Officer E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Team Leadership/Supervision: One Size Does Not Fit All!
March 22, 2005 • Kellogg Center • East Lansing

8:45 am – noon – Team Leadership
Presenter: Nancy Colflesh, Consultant
Explore the components of leadership and the methods and challenges of
managing people including:  recruiting, training, motivating, and evaluating
your staff.

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers

Labor Relations and Employment Law
January 18, 2005 • Kellogg Center • East Lansing

8:45 am – 4:00 pm
Presenter:  Thrun Law Firm
Understand the major state and federal employment laws that apply to public
schools. Includes: collective bargaining, wage and hour, discrimination, COBRA,
Family Medical Leave Act, and federal and state retirement issues.
R=Chief Financial Officer, Transportation Director,
Food Service Director, and Business Office Manager  E=all others

COST: Full Day
$105 MIEM members
$135 nonmembers

R=Chief Financial Officer, Facilities Director,
Transportation Director, Food Service Director,
School Technology Management, Business Office Manager,
and Business Office Specialist      E=all others

12:45 – 4:00 pm –  Supervision:  One Size Does Not Fit All!
Presenter: Nancy Colflesh, Consultant
When supervisors are committed to the on-going growth and development of
their employees, they find that one supervisory style does not fit all situations.
During this session, we will explore the four supervisory styles provided by the
Situational Leadership model and determine strategies for choosing the
appropriate style for a specific situation. Some practice on providing specific
feedback and validation will also be part of the learning session.

E=all certification tracks

Payroll and Related Personnel Issues/Purchasing
December 10, 2004 • Kellogg Center • East Lansing

8:45 am – noon – Payroll and Related Personnel Issues
Presenters: Susan Tinney. Ingham ISD and Accounting firm
Know the laws and regulations related to the payroll function, including state and
federal payroll laws and regulations, pertinent tax regulations, employee retirement
plans, practical aspects of completing a payroll, and electronic check deposits.
R=Chief Financial Officer and Business Office Manager E=all others

12:45 – 4:00 pm – Purchasing
Presenters: Patrick Higdon, Clark Hill, PC and Mike Adamczyk, Troy School District
Learn the basics of performing the purchasing function, including:  related
Michigan laws, the structure of a purchasing operation, electronic and cooperative
purchasing, bidding, reviewing contracts, lease-purchase options, and “partner-
ships.”
R=Chief Financial Officer, Facilities Director, Food Service Director,
School Technology Management and Business Office Manager E=all others

COST: Full Day Half Day
$105 MIEM members $75 MIEM members
$135 nonmembers $90 nonmembers



 Accounting Manual/Record Keeping, Retention, and Automation – August 30, 2004
❒ Full day – $105 member, $135 nonmember $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below) $_________

❍ Accounting Manual and Chart of Accounts
❍ Record Keeping, Retention, and Automation

Budgeting for Food Service/Food Service Computer Systems – March 8, 2005
❒ Full day – $105 member, $135 nonmember $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below) $_________

❍ Budgeting for Food Service
❍ Food Service Computer Systems

Facilities for the Business Manager/Cash Management – February 16, 2005
❒ Full day – $105 member, $135 nonmember  $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below)  $_________

❍ Facilities for the Business Manager
❍ Cash Management

Financial Analysis/Maintenance Operations – September 14, 2004
❒ Full day – $105 member, $135 nonmember  $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below)  $_________

❍ Financial Analysis
❍ Maintenance Operations

Grant/Fund Writing/Working with the Architect – February 8, 2005
❒ Full day – $105 member, $135 nonmember  $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below)  $_________

❍ Grant/Fund Writing
❍ Working with the Architect

Human Resource Leadership/Student Discipline – November 16, 2004
❒ Full day – $105 member, $135 nonmember  $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below)  $_________

❍ Human Resource Leadership
❍ Student Discipline

Labor Relations and Employment Law – January 18, 2005
❒ All day, $105 member, $135 nonmember $_________

Payroll and Related Personnel Issues/Purchasing – December 10, 2004
❒ Full day – $105 member, $135 nonmember $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below) $_________

❍ Payroll and Related Personnel Issues
❍ Purchasing

Strategic Planning/Instructional Program Evaluation – September 16, 2004
❒  Full day – $105 member, $135 nonmember $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below) $_________

❍ Strategic Planning
❍ Instructional Program Evaluation

Team Leadership/Supervision: One Size Does Not Fit All! – March 22, 2005
❒  Full day – $105 member, $135 nonmember $_________
❒ 1/2 day – $75 member, $90 nonmember (Check below) $_________

❍ Team Leadership
❍ Supervision: One Size Does Not Fit All!

Year-end Payroll Reporting: Payroll & Tax Returns– November 11, 2004
❒ $75 member, $90 nonmember $_________

Full Name

Name for Badge

Position

District

School Address

City/State/Zip

Phone

E-mail

Fax

Special Services Requested:

❒ Handicap Provisions             ❒  Vegetarian Meals

❒ Other Special Dietary Needs _________________________________

Payment Information:

Check one of the following and complete the information.

❒  My check for: $ _________ is enclosed. Make checks payable to MIEM.

❒  My purchase order number is __________________________________ .

❒  Please charge my:     ❍ VISA ❍ MasterCard

Card # __________________________________________________

Expiration Date ____________________________________________

Print Name as it appears ______________________________________

Signature ________________________________________________

A $25 service fee will be retained for cancellations. No refunds are given for cancellations within two weeks
of the event. Substitutions may be made at any time. Payment must be received by the date of the event or
a $25 billing fee is assessed.
Fees include breaks, lunch, and materials for full day events. Pre-registration is strongly recommended. MIEM
cannot guarantee registration at the door.

Total Remitted                  $ _________

2004-05 MSBO/MIEM Certification Registration Form

Certification Classes - (select all classes you wish to attend)

SB-CEUs: .3 State Board Continuing Education Unit (for most programs) is granted
to each participant pending approval. To receive the SB-CEUs, you must be on time
and complete the program. Partial credit cannot be offered.

For MSBO Voluntary Certification: Each full-day program qualifies for
six hours. A half-day program qualifies for three hours. To receive full credit for the
MSBO Voluntary Certification, you must be on time and complete the entire program.
Partial credit cannot be offered.

Please Note: Your district must have paid the 2004–05 MIEM Membership Dues
to receive the member rate. The voluntary certification program is sponsored by
Michigan School Business Officials (MSBO) and is offered through the Michigan
Institute for Educational Management (MIEM).

Complete this registration form and mail with a check to: MIEM, 1001 Centennial Way, Suite 300, Lansing, MI 48917-9279
or fax with purchase order or credit card number to 517.327.0771. Questions? Contact Sue White at 517.327.2589 or email: swhite@gomiem.org

For overnight accommodations: Call the Kellogg Center, East Lansing, at

1.800.875.5090. Identify yourself with MIEM for a special rate. For directions visit

their Web site at www.kelloggcenter.com.


