
Preparing and Collecting Data,

Year-End Closing and ST-3 Items

June Coffee Talk

June 16, 2021



Agenda

❑ Planning/scheduling year-end deadlines

❑ Accounting items to check now

❑ Preparing the NYS Transparency Report

❑ Federal grant requirements

❑ Access to SAMS

❑ Gathering data for your State Aid claims

❑ 180 Day Guidance for 2020-21

❑ STAC deadlines
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Preparing for the Audit
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❑ Contact auditor and coordinate audit process

➢ Plan backwards from when the audit is due

◼ Set dates for preliminary and final fieldwork

◼ Regular meetings with Audit Committee

◼ Board meeting date

➢ Get their list of what they will need and assign 

responsibilities now



Preparing for the Audit
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❑ Getting information to fixed asset company

➢ Listing of equipment purchases

◼ .2 object codes – General Fund, Special Aid Fund, Food 

Service Fund

◼ Assets purchased or constructed in Capital Fund

◼ Can always add late purchases

❑ Getting information to actuary for GASB 75 reporting 

(Post Employment Benefits Other than Pensions)

➢ Employee and Retiree data

➢ Plan descriptions



Review Grants – Not Too Late
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❑ Compare aid received vs. eligible expenditures 

to date, by state/federal grant

➢ Have you recorded all eligible expenditures in the 

Special Aid Fund (F)?

◼ If not, you may go in and complete this process now

◼ Revenues and expenditures must be equal

➢ FS-25 for the difference + next month

➢ Not too late, even for 6/30 ending grants



Benefits from Reviewing Grants Now
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❑ Improved cash flow this summer (?)

❑Better information for (A) fund balance 

management

➢No last-minute movement of expenses out of General 

Fund and related spike in fund balance

❑ If have available appropriations in General 

Fund, could fund more costs in 20-21 and 

carryover more federal funds into 21-22

➢This option might be helpful if at risk of exceeding 4%

➢Does have cash flow affect



Fund Balance Reserves
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❑ By June 30th have Board of Education:

➢ Establish any new reserves needed

➢ Fund ongoing reserves, if appropriate

➢ Resolutions that set reserves at amounts “up to”

❑ Make accounting entries to adjust reserves to 
year-end balances for:

➢ Planned uses

➢ Approved additions

➢ Interest earned



Receivables
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❑ Remember to review year-end receivables

➢ Foster Care

➢ Special Education
◼ N-R children at non-publics receiving 

special education services

◼ N-R children attending your programs

➢ Health Services

➢ Non-resident students

➢ Shared services

 We have a guidebook on Non-Resident Billing -
https://www.questar.org/wp-content/uploads/2021/05/Non-Resident-
Guidebook-2020-21-FINAL.pdf

https://www.questar.org/wp-content/uploads/2021/05/Non-Resident-Guidebook-2020-21-FINAL.pdf


Things to Consider for 2021 

Receivables
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 What transactions still require an invoice for 

services rendered in 2020-21?

 Do you have the documentation on hand to 

prepare these invoices?

 If not, track down documentation before the year end

 Any prior year invoices to follow up on?

 If so, write-off or attempt to collect?



Due to/Due from
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❑ Reconcile Due to/Due From accounts

➢ Make journal entries to net those between same 

funds

➢ Pay off those you can by June 30th

630

391 General

Food 

Service

Special 

Aid Due To

General 150,000 300,000 450,000

Food 

Service

100,000 100,000

Special 

Aid

450,000 450,000

Due From 550,000 150,000 300,000 1,000,000



“Netting” Journal Entries
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C/F-630-Due To Other Funds 100,000 300,000

C/F-391-Due From Other Funds 100,000 300,000

A630-Due to Other Funds 100,000 300,000

A391-Due From Other Funds 100,000 300,000

Food Service Special Aid

630

391 General

Food 

Service

Special 

Aid Due To

General 50,000 0 50,000

Food 

Service

0 0

Special 

Aid

150,000 150,000

Due From 150,000 50,000 0 200,000

Can you 

pay any 

of these 

off?



Compensated Absences and 

Unsettled Contracts
12

❑ Run payroll reports now that have current 

information for compensated absences

➢ For benefits that are based on current salary

◼ Before Payroll adjusts contract salaries for 2021-22

➢ Takes time to calculate, so start early

❑ For unsettled contracts from before 7/1/2021, 

record accrual for potential settlement



Purchase Orders and Payables
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❑ Review purchase orders

➢ Close out unnecessary POs, e.g.:

◼ POs from beginning of the year or prior year

◼ Blanket POs for monthly services

➢ Carry forward valid open purchase orders

➢ Convert to accounts payable those that goods or 
services have been received by 6/30

❑ Review outstanding Accounts Payable from before 
June 30, 2021

➢ Still valid?

➢ Adjust as appropriate



State Aid 
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❑ Smart Schools Bond Act 

➢ Claim reimbursements?  Record receivable?

❑ Instructional Materials Aid

➢ Did you spend enough? Code it correctly?

❑ State Aid Reconciliation available

➢ https://www.questar.org/services/financial/state-

aid-financial-planning/topics/

➢ Helps you determine what aid is still due.  

◼ Use current GEN Output Reports & Payment 

Certificates to perform reconciliation

https://www.questar.org/services/financial/state-aid-financial-planning/topics/


Capital Projects
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❑ Issue a bond this year?

➢ Do you have breakout of revenue by SED project #?

 Do you have capital fund expenditures sorted by 

SED project #?

➢ If not, need to break them out for ST-3

◼ By SED # and

◼ By funding source

❑ Pay down on BANs this year?

➢ Recognize revenue in Capital/BAN reduction?



Other Year-End Steps
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❑ Food Service

➢ Coordinate with food service staff before they go 
home for the summer to verify inventories

❑ Review Appropriations Status Report

➢ Any budget transfers needed?

❑ Extraclassroom Activity Funds

➢ Might need some extra work to pull records together 
this year (GASB 84)?

❑ Any FCR due for capital outlay exception/Early 
Aid Start projects?

➢ These projects have FCR deadlines



ST-3 – One Last Chance
17

❑ CPSE Admin. (SS31-34):

➢ Did you report costs for 19-20?

➢ Claim costs for 18-19? (DQDAD)

❑ In-District 4408 Program (SS10-16):

➢ Summer 2019 reported so rate can be set?

➢ Gather data for Summer 2020 for submission this September 
(and make sure accounting entries have been made) 

❑ Was ST-3 updated to agree with audit?

❑ Make sure changes are “Submitted” and “Accepted”.



NYS Transparency Reporting
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❑ Required for all districts receiving Foundation Aid

❑ Submission deadline is September 3, 2021, by 5:30pm

❑ Items to gather now while 2021-22 budget is still fresh in 

your mind and 10-month administrators are around:

➢ Staffing counts, by building, by type of position

▪ Teachers need to be further broken out by years of experience

➢ Student counts, by building:

▪ K-12 FRPL Count – Based on federal income limits, regardless if 

participate in CEP

▪ K-12 ELL Count – Identified per Part 154 of Comm. Regs

▪ K-12 SWD Count – Have IEP, IESP, or service plan



NYS Transparency Reporting
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❑ Break out Special Aid grant budgets, by building

➢ What about CRRSA & ARPA? Use the 2021-22 budgets?

▪ DoB to update guidance documents in July

❑ Fringes Benefits – need to separate budget by:

➢ Active employees

➢ Retirees

❑ August is usually busy. May be better to get this done sooner 

rather than later.



We are Here to Help with 

Transparency Report
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❑ We have an Excel template to help you 

summarize your budgets into the format 

required by the NYS Transparency report

❑ In addition:

➢ Account code guidance

➢ PowerPoint on an overview of report, how to use 

template and review of common questions and 

answers from DOB

➢ PowerPoint on the statistics and narrative portions 

of the report



Federal Grants
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❑ Part II of the grant application ARPA funds

➢ Will be completed within NYSED’s business portal 

when available – Due TBD

❑ MOE 2021-22 Eligibility (Budget) – Due 7/12/21

➢ Version 1.4 of MOE Calculator

➢ On our website:

◼ PowerPoint about the new Calculator

◼ Template to gather information

◼ Instructions for preparing report



Federal Grants
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 MOE reporting for 2020-21 and beyond uses the 
MS Excel worksheet named 2020-21-idea-lea-
moe-calculator-version-1.4.xlsx

 If you do not already have a copy of the Version 
1.4 calculator, see Maintenance of Effort (MOE) 
– General Guidance here: 
http://www.p12.nysed.gov/specialed/finance/ide
a-grant-application-guidance.html

http://www.p12.nysed.gov/specialed/finance/idea-grant-application-guidance.html


Getting Ready for the Single Audit
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 Uniform Grant Guidance

➢ Need written policies and procedures over internal 

controls over federal funds

➢ CRSSA and ARP Acts allocated significant dollars to 

school districts - is a revision to preexisting policies and 

procedures over I/C needed?

➢ Template for policy and procedure is available on 

ASBO’s website under “resources”

https://www.asbonewyork.org/page/uniformgrantguidance

https://www.asbonewyork.org/page/uniformgrantguidance


ST-3 and Claim Forms
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❑ Make sure you are “ready” in SAMS:

➢ Passwords up-to-date?  (They expire annually.)

➢ Are the Contacts current? (Emails based on these.)

➢ Someone new that needs access to SAMS?

◼ Superintendent gives rights through the SED Delegated 

Account System (SEDDAS) application.



Permissions in Separate Application

25



Getting Ready for Claim Forms
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❑ Print out 20-21 blank forms vs. waiting 

❑ Meet with colleagues in June/July to discuss 
information you will need from them

➢ Attendance

◼ Template for hours and days

➢ Enrollment – many categories

◼ 20/21 Actual and 21/22 Projected

➢ Detail of Transportation costs

◼ Contracts

◼ Supplies

◼ Contracted services

◼ Calculate fringe benefits for Transportation staff

◼ Something different this year because of pandemic?



Attendance – 180 Days
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 Memo released April 29, 2021

https://stateaid.nysed.gov/attendance/pdf_docs/R
eporting%20Instruction%20on%20Form%20A%20
in%202021-22%20SAMS.pdf

https://stateaid.nysed.gov/attendance/pdf_docs/Reporting%20Instruction%20on%20Form%20A%20in%202021-22%20SAMS.pdf


Attendance – 180 Days
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 Memo covers how to report instructional hours 

and session days for the 2020-21 school year 

through SAMS

 Continue using SED provided Excel calendar 

template for planning and tracking purposes

➢ Will be necessary documentation for future Claims 

Verifications

 No calendar upload in SAMS, replaced by a 

calendar table that the user will populate



Attendance – 180 Days
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 Waivers for Instructional Hours

➢ The 2020-21 SAMS claim year included a waiver for 

2020-21 school year instructional hours

➢ Districts that did not previously apply for a waiver may 

apply for a waiver for the 2020-21 school year in the 

upcoming SAMS release.

 Waivers for Session Days?

➢ There is no waiver for short-session days in 2020-

21. Districts must meet the 180 annual days of 

session requirement.



Short Session Deduct
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 Grade group with < 180 days of session

 Deduction to Foundation Aid 

➢ Generally, the deduction is exercised in the following 

year (GEN, Entry #32)

 Based on ADM, days short, pupils affected and 

Foundation Aid payable



STAC Deadlines – 6/30/2021
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https://www.questar.org/wp-content/uploads/2020/08/June-30-2021-Deadlines-

Chart.pdf

https://www.questar.org/wp-content/uploads/2020/08/June-30-2021-Deadlines-Chart.pdf


For Help/Assistance
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▪ SED’s State Aid Unit website
▪ SAMS help is available online - you do 

not have to be logged on to SAMS to 
review the help screens

▪ Information for specific topics

▪ SED’s State Aid Unit

▪ 518-474-2977

▪ State Aid Planning Service
▪ 518-477-2635



Upcoming Coffee Talks
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 July 14th @ 9:00 a.m. – Getting Ready for State Aid Claims 

Forms – What Data Should You Gather Now?

 August 18 @ 9:00 a.m. – Preparing the State Aid Claims 

Forms – How to Complete and Key Areas to Review to 

Maximize Aid



Contact Us!
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State Aid and Financial Planning Service

Questar III BOCES

10 Empire State Boulevard

Castleton, NY 12033

(p) 518-477-2635, Option # 1

http://sap.questar.org
twitter.com/qiiisap - @qiiisap


