Tips for New Business Managers
2016 NBOA Business Officer Institute
Harpeth Hall – Nashville, TN
1. Join the NBOA List Serve

2. Find an experienced business manager mentor, either through Summer Institute contacts or other avenues 
3. Get rid of ineffective employees in your office, and build a good team
4. Invest in yourself and participate in professional development opportunities on an annual basis.  Don’t save money in this area – budget for it and spend it on yourself.
5. Stand up for your office and lobby for more staff if you need it.

6. Strive for appropriate work and personal balance.
7. Bundle extra fees vs. “nickeling and diming” parents for lab fees, yearbook fees, activities fees, etc.
8. Make tuition non-refundable and require parents on extended payment plans to purchase tuition insurance.
9. Prepare a work calendar and personal calendar that runs July – June vs. the traditional January – December.  This is much more helpful and consistent with your work flow.
10. Prepare file folder summaries of annual rates, terms of contracts, etc. for things such as medical insurance, property insurance, dental insurance, LTD, vision, food service, tuition insurance, etc.  Update the chart each year and tape it to the outside of the applicable folder.  That way you have annual renewal information and trends at your finger tips at renewal time.
11. Prepare a list of items to do each month (i.e. June – do NAIS Salary and Enrollment Survey, October – do NAIS All Other Information Survey, November – file Form 990, etc.).  
12. IF AT ALL POSSIBLE, SET A GOAL to forward fund the Annual Fund (i.e. raise the money this year 
and spend it in next year’s budget).  In that manner, there is NO guessing of what Development will raise, and no sudden shortfalls if they have an off year.  You will be taking guesswork out of the budgeting process. 
13. Put an annual allocation in the budget for technology and STICK TO IT. 

14. Put an annual allocation in the budget for physical 
plant enhancements (PPRRSM) and STICK TO IT.  
15. Compare your NAIS stats figures year to year.  I give my board a 5 year history of our NAIS stats so they can see changes in employee headcount, financial aid, tuition, average faculty salaries, 
etc.
16. Get your insurance agent to put language in your medical plan document that indicates employees are covered through the end of their contract period.  Otherwise, an employee who moves out of state in June, but is on your payroll through August, and is in a terrible wreck in July could get denied coverage by your carrier since they are 
living out of state and clearly not working for you anymore.  
17. 6 months before your worker’s comp insurance matures, your worker’s comp mod rate will be calculated.  The mod rate will take into effect (i.e. penalize you) for any claims that are still open.  Thus, 8 months before your renewal date, you should work to close out any open claims.  That will lead to a lower mod rate, and thus lower premiums.

18. If you have a noncontributory medical plan, offer Medical Opt Out to employees who have coverage through their spouse.  Pay them to get off of your plan.  You will save the difference between your annual cost and the payment to them.
19. Prepare Excel schedule for all facilities with the following information: building name and address, date built, square footage, floor plans, renovation or maintenance plans, etc.  It is helpful to have all of this data in one central location for bond applications, renovation plans, etc.
20. Prepare Excel schedule for all vehicles with the following information: vehicle, make, model, make date, date of acquisition, VIN, major repairs, etc.  It's great for use by AP when the tags are due as well as for aging analysis for financial planning.
21. Organize all vendor information in one central location for ease of use.  Suggestion is one business card holder for facilities, for example.
22. In addition to background checks through 3rd party on all new hires, do Google search on all new hires.

23. Don’t EVER let the Headmaster or Board of Trustees get surprised by news of bad information.  ALWAYS keep them informed.

24. Invest in the hiring process to make sure you hire the RIGHT people.
25. Volunteer to chaperone student trips, coach a sport, advise a club, attend plays and performances, etc. to get to know the students.  It is important that the business office fits into the culture of your school.
26. Relationships with co-workers - stand firm on the things you need to and bend when you can.

27. Investigate College Partnerships with local colleges.  We have formalized partnerships whereby children of their employees receive 50% discount at our school, but they have to offer us something in return (free graduate classes for our faculty, free use of their facilities (pool, auditorium), cooperation between faculty (robotics students visit their lab, use their equipment), etc.).  We now share facilities on a regular basis with no money changing hands (they use our track, we use their pool, etc.)

28. Early Enrollment Incentive of $100 for returning enrollment contract and paying deposit by the deadline.  Easier to have a “reward” than to charge families a “penalty” for enrolling after the deadline.  Late enrollees will argue a penalty in July for paying 3 months after the due date but they won’t argue not receiving a reward 3 months after the due date.

29. Create a notebook of important excel schedules – update each annually (annual tuition increases, enrollment history, deposit amounts, salary increases, annual fees for After School program, number of families with 1 child, 2 children, etc.).  Next time data is needed for accreditation, consultant, etc., you’ll have everything needed in one location.
30. Create a 14 year Financial Aid model to see the long range impact of the current year’s financial aid awards on the following years.
31. Create a Net Tuition Revenue Model and compare the figures year by year.
32. Dashboards – compare to regional and other benchmark groups of similar schools – compare tuition, enrollment, staffing, financial aid, etc.
Audit

33. Put audit out to bid to save money
34. Insist that your auditors do preliminary work in May or June, so there is less to do after year end

35. Review the boilerplate annual audit checklists in May or June, so there is less to do after year end

36. During campaigns, prepare preliminary donor lists and prepare audit confirmations before year end.  Have the Development Office prepare all of the campaign pledge confirms.
37. Discuss accounting or audit issues with auditors in advance, so no surprises during the audit, and no corrections because you handled a major issue differently that they would have advised.

