MAC Quarterly Checklist

 FORMCHECKBOX 

Business Managers Submit/Certify Employee Costpool File to Wendy Chase per schedule below.

 FORMCHECKBOX 

MESD – Will notify district 10 business days prior to their survey date of the actual day.

 FORMCHECKBOX 

Coordinators – If doing face to face trainings - prior to survey date, FAX completed signed training lists to Wendy Chase (503-257-1538).  Online trainings will update automatically.
 FORMCHECKBOX 

Coordinators – Review survey results as the survey is being taken.

 FORMCHECKBOX 

Coordinators – After survey date document all claimable time and review results to verify they are correct and send to Wendy within 5 days after survey closes.
 FORMCHECKBOX 

Business Managers – Submit actual salary and benefit information minus federal funds per schedule below.
MAC Timeline – through Spring 2019
	Due Date
	Requirements

	7-13-2018
	Submit actual salary and benefit information for Spring 2018.

	8-10-2018
	Submit/Certify employee costpool for Fall 2018.

	Varies*
	Review completed Fall 2018 results, make any needed corrections.  *This should be done within a week of when your survey closes and documentation submitted to Wendy at wendy.chase@cascadetech.org at that time.

	11-09-2018
	Submit/Certify employee costpool for Winter 2019.

	1-7-2019
	Submit actual salary and benefit information to Wendy for Fall 2018.

	2-22-2019
	Submit/Certify employee costpool to Wendy for Spring 2019.

	Varies*
	Review completed Winter 2019 results, make any needed corrections.  .  *This should be done within a week of when your survey closes and documentation submitted to Wendy at wendy.chase@cascadetech.org at that time.

	4-19-2019
	Submit actual salary and benefit information to Wendy for Winter 2019.

	Varies*
	Review completed Spring 2019 results, make any needed corrections.  .  *This should be done within a week of when your survey closes and documentation submitted to Wendy at wendy.chase@cascadetech.org at that time.

	7-12-2019
	Submit actual salary and benefit information to Wendy for Spring 2019.
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