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Agenda
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 Process for Budget Vote
 Legal Notice
 Petitions for Board Candidates
 Budget Statement and Attachments
 Budget Hearing
 Budget Notice

 Process for June Revote
 Contingent Budgets

 Contingent vs. Non-contingent Expenditures
 Administrative Budget Cap Calculation

 Spring Reminders

Agenda



SAP 2022-23 Sample Budget Deadlines
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 https://www.questar.org/services/financial/state
-aid-financial-planning/resources/

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


Legal Notice
March 29, 2022 - April 2, 2022
 Legal Notice to inform 

public of:
 Date, time, and place 

of School Budget 
Hearing and Annual 
Budget Vote

 Must advertise four times 
within seven weeks 
 1st legal notice 

publication. At least 45 
days before Annual 
Budget Vote 
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 Notice should appear in two 
general circulation 
newspapers

 If no such newspapers 
exist in the district, the 
notice should be posted 
in at least 20 public 
places at least 45 days 
in advance of the Budget 
Vote



Legal Notice & Additional 
Details to be Included

 Date of annual meeting/vote (May 17, 2022) 
including hours polls open and locations

 Date of Budget Hearing (May 3-10, 2022)
 Budget Statement availability (when and where 

statement can be found)
 BOE seats up for election
 Where to get nominating petitions and date for 

filing
 Where to get absentee ballots (public inspection 

of list of recipients)
 Voter registration info (if applicable)
 Additional propositions on ballot (if applicable)
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Petitions for BOE Candidates
April 18, 2022

 Submit petitions for Board 
of Education candidates 30 
days prior to vote 

 Accept petitions through 
Monday, April 18th

 For small cities, the 
deadline is 20 days prior to 
budget vote
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Property Tax Report Card (PTRC)
Due April 25, 2022

 PTRC must be submitted to SED the day following BOE approval
(within 24 hours of adoption), but no later than 24 days prior to the May 
17th Budget Vote
 Monday, April 25th
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Property Tax Report Card (PTRC)
Due April 25, 2022

 The following information is included for 2021-22 & 2022-23:
 Percentage increase/decrease in spending under GF Budget
 Tax levy limit, allowable exclusions, total estimated school tax levy 

(with and without exclusions)
 Percentage increase/decrease in proposed levy compared to prior 

year proposed levy
 Public school enrollment and percentage change from prior year
 Fund Balance & Reserves

 Including restricted, appropriated, unrestricted 7/1/21 and 7/1/22 & unrestricted 
as percentage of actual 21-22 & proposed 22-23 budget

 List all district reserves, actual balances as of 3/31/22 and estimated balances 
as of 6/30/22 as well as intended use in 2022-23

 Percentage increase in CPI
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Budget Statement & Attachments
April 26, 2022 - May 3, 2022

 Must be made available at least 7 days prior to 
Budget Hearing and at least 14 days prior to 
Budget Vote as follows:
 Upon request
 Each school building
 District office 
 Public library 
 District website
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Budget Statement & Attachments
April 26, 2022 - May 3, 2022

 Budget Statement – proposed budget prepared in 
plain language (similar detail to ST-3 and SBM-1) 

 Prepare in plain language and in 3-part format
 Administration, Program, and Capital

10

School District 
Budgets & 

Alignment of 
Account Codes to 
Three-Part Budget 

Format



Budget Statement & Attachments 
April 26, 2022 - May 3, 2022 

 Which reports/documents should be included as 
part of the required Attachments?
1. Property Tax Report Card 
2. School Academic Report Cards to detail student 

performance (district & building level)
3. Financial Transparency Report from ESSA data

Reports can be found here: https://data.nysed.gov/
4. Administrative Salary Disclosure Notice 
5. Property Tax Exemption Report which is obtained from 

assessor
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https://data.nysed.gov/


Attachment #1:
Property Tax Report Card (PTRC)
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Budgeted   
2021-22

Proposed Budget  
2022-23

It is important 
to know what 
these Fund 

Balance 
amounts are 
comprised of 

before 
entering 
2021-22 

actuals (D) & 
2022-23 

estimates (E)

Actual 2021-22 
(D)

Estimated 2022-23 
(E)

22-23 21-22

62,158

4.70 %

1,466,842



Fund Balance Crosswalk for PTRC: Pulling 
Data from Financial Statement into PTRC
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“Actuals” for the 
2021-22 SY should 
reflect balance as 
of July 1, 2021 (or 

June 30, 2021)

“Estimates” for the 
2022-23 SY should 

reflect projected 
balance as of July 
1, 2022 (or June 

30, 2022)

Remember Encumbrances are carried 
over

This is the fund balance 
amount that is limited to no 

more than 4% of your 
estimated budget

Certiorari

06/30/21



Attachment #1:
Property Tax Report Card (PTRC) Continued

14

3/31/22 Actual 
Balance

6/30/22 Estimated 
Ending Balance

Intended Use of the Reserve in the 2022-23 
School Year (limit 200 Characters)**

List of 
reserves 
for PTRC 
reporting



Attachment #1:
Property Tax Report Card (PTRC) Continued
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“Estimated 2021-22
Ending Balance” 

column should list 
projected 7/1/22

balances 
(= 6/30/22
balances)

“March 31, 2022 
Actual Balance” 

column should list 
actual current year 

balance as of 
March 31st

Sample comments 
to list within 

“Intended Use” 
column could 

include statements 
such as:

“$100,000 planned 
use in 2022-23 SY”

or 
“No planned use in 

2022-23 SY”

3/31/22 Actual Balance 6/30/22 Estimated 
Ending Balance

Intended Use of the Reserve in the 2022-23 
School Year (limit 200 Characters)**



Attachment #’s 2 & 3:
School Academic Report Cards & ESSA Financial 

Transparency Report
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https://data.nysed.gov/

https://data.nysed.gov/


Attachment #4: 
Administrative Salary Disclosure 
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2022-23 SAMS 
form will be 

made available 
soon

*Due May 9th

*School Administrator Salary 
Disclosure is due within 5 

days of preparation, but no 
later than May 9, 2022.

http://www.p12.nysed.gov/mgtserv/admincomp/

Form Due May 9, 2022 2022-23 Salary Threshold = $150,000

2022-23 School Year

school year 2022-23

http://www.p12.nysed.gov/mgtserv/admincomp/


Attachment #4: 
Administrative Salary Disclosure Continued 
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Only list the financial commitments 
which your district is responsible for 
here for the shared Superintendent.  

Do not list budgeted amounts from/for 
other participating districts. 



Attachment #5: 
Exemption Impact Report
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Exemption Reporting form can be found here: https://www.tax.ny.gov/forms/

https://www.tax.ny.gov/forms/


Budget Hearing 
May 3, 2022 – May 10, 2022

 Budget Hearing must be held no earlier than 14 
days and no later than 7 days before the annual 
budget vote

 Budget Statement (including required attachments) 
must be made available to the public at the hearing. 
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Budget Notice
May 4, 2022 – May 11, 2022

21

Mail budget notice to eligible 
voters after the Budget 
Hearing. No later than six 
days prior to Budget Vote. 
Also, must submit an 
electronic version to 
emscmgts@nysed.gov 
https://www.p12.nysed.gov/mgts
erv/documents/2022-23-bn-
template.docx

You may contact David 
Elliott of SED’s Ed. Mgmt. 
Office w/any questions on 
the 2022-23 School 
District Budget Notice 
form by phone 
(518) 474-6541 or email at 
david.elliott@nysed.gov.

http://www.p12.nysed.gov/mgtserv/budgeting/school_district_budget_guidance.html

https://www.p12.nysed.gov/mgtserv/documents/2022-23-bn-template.docx
http://www.p12.nysed.gov/mgtserv/budgeting/school_district_budget_guidance.html


Absentee Ballots
Absentee Ballot List - Up through May 16, 2022

 List of Individuals w/Absentee Ballots:
District Clerk must maintain listing of all 

individuals w/absentee ballots 
Listing is subject to public inspection and legal 

challenge until the day of election
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Absentee Ballots
Ballots Mailed - April 18, 2022 – May 10, 2022

 Mailing of Absentee Ballots 
Must be mailed upon request to qualified 

voters
 “Permanently Disabled” voters receive 

absentee ballots automatically
Must be identified as “permanently disabled” by county 

board of elections
 Ballots must be mailed no earlier than 30 days or no 

later than 7 days before election day
 April 18th – May 10th  
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District Budget Vote
2022-23

 If voters defeat budget on first vote (May 17th):
 Same or modified budget may be presented for 2nd

vote BOE may adopt contingent budget

 If voter defeat budget on second vote (June 21st):
 BOE must adopt a contingent budget
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Legal Notice (Revote)
June 7, 2022

 Publishing Timelines:
 Must publish legal notice 1 time each week in the 

2 weeks before revote day
 1st publication 14 days before revote (June 7th)
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Budget Statement (Revote)
May 31, 2022 – June 7, 2022

 Budget Statement – Proposed budget prepared in 
plain language similar detail to ST-3 and SBM-1

 Prepare in three-part format (Administration, 
Program, and Capital)

 Required Attachments:
 Property Tax Report Card
 School Academic Report Cards
 ESSA Financial Transparency Report
 Administrative Salary Disclosure Notice
 Property Tax Exemption Report

 Report obtained from assessor
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Budget Hearing (Revote)
June 7, 2022 – June 14, 2022

 Budget Hearing must be held no earlier than 14 
days and no later than 7 days before the Budget 
Revote Day.

 Budget Statement (including required attachments) 
must be made available to the public at the hearing. 

 Present three components of budget in plain 
language:
 Administrative
 Program
 Capital
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Budget Notice Mailing (Revote)
June 8, 2022 – June 15, 2022

 Mail budget notice to eligible voters after the 
Budget Hearing: 
 Mail no later than 6 days prior to Budget Revote 
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June Budget Revote
June 21, 2022

 Statewide budget revote date is the 3rd Tuesday 
in June (June 21st)

 Districts are not required to submit a budget to 
the voters more than once and voters cannot 
require the Board to do so

 The BOE may choose to adopt a contingent 
budget after first budget defeat
 All requirements that apply to annual May budget 

vote also apply to budget revote
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Contingent Budget
 Includes teachers’ salaries and ordinary 

contingent expenses
 Definition of ordinary contingent expenses
 Expenses necessary to provide the minimum services 

legally required to:
 Operate & maintain school buildings & the educational 

program
 Preserve the property of the district
 Ensure the health & safety of students and staff
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Ordinary Contingent Expenses
 Examples of Ordinary Contingent Expenses:

 Interscholastic athletics, extracurricular activities, field 
trips as well as related transportation

 Transportation per mileage limits previously approved 
by the voters

 Pre-existing contractual obligations
 General Fund support for School Food Services.

 Note: Hardware Aid received while operating under a contingent 
budget may be used to purchase computer equipment, even though 
equipment is not an ordinary contingent expense
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Non-Contingent Expenses
 Examples of Non-Contingent Expenses include 

(but are not limited to):
 Capital Construction projects (transfer to capital fund)
 Multi-year bus/building leases & other multi-year 

contractual obligations
 School bus purchases/new multi-year bus lease
 Most equipment
 Rental of office equipment
 Certain student supplies
 Salary increases for mgmt. confidential, civil service 

employees not covered by a collective bargaining 
agreement (w/recognized bargaining unit)

 Note: Teachers, Administrators, Superintendent and other positions requiring 
SED certification, District Clerk, District Treasurer and Internal Claims Auditor 
may receive salary increases under contingent budget

32



Contingent Budget Restrictions

 Tax Levy - Cannot exceed prior year actual tax levy 
(no increase allowed)

 School districts must adhere to the contingent 
budget administrative cap

 All non-contingent items of expenditure must be 
removed from a contingency budget

 Ordinary contingent expenses must be eliminated 
(as necessary) to ensure there is no tax levy 
increase
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Administrative Cap

 The lesser of:
The % of the Administrative Component in 

the 2021-22 adopted budget (exclusive of 
capital)

OR
The % of the Administrative Component in 

the last defeated budget proposed for the 
2022-23 school year (exclusive of capital)
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Sample Admin. Cap Calculation

A) 2021-22 Program Component  =   $50,000,000
2021-22 Admin. Component = $9,000,000

$9,000,000    =  15.25%
$59,000,000

OR

B) 2022-23 Program Component  =   $61,700,000
2022-23 Admin. Component = $9,700,000

$9,700,000    =  13.59%
$71,400,000

(Capital component is excluded from administrative cap calculation)
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Amending Contingent Budgets

 Once contingent budget is adopted, BOE may 
increase/add appropriations for:
Additional unanticipated ordinary contingent expenses 

District must adhere to administrative cap and no resulting 
increase in the tax levy can occur

 Tax levy required to fund a contingent budget 
may be no greater than the prior year levy

 Additional appropriations must be funded by unanticipated 
increase in revenue and/or the appropriation of available 
fund balance
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Amending Contingent Budgets

 Following adoption of a contingent budget, BOE 
may increase/add appropriations to provide for the 
expenditures of:
 Additional gifts
 Grants-in-aid
 Insurance proceeds not already budgeted

 Resolution by the Board of Education is required 
[NYS ED. Law §1718(2)]

 NOTE: BOE must always identify and appropriate revenues 
sufficient to cover any increases in appropriations
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Contingent Budget Requirements

 Document compliance with contingent budget 
administrative cap at time of budget adoption and 
throughout the school year

 Specify the projected percentage increase or 
decrease in the overall budget
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Budget Transfers
 Part 170.2 (l) of Commissioner’s Regulations permits 

transfers between and among contingent budget codes

 Non-contingent budget codes may never be increased, 
but can be decreased

 Under a contingent budget, transfers may not be 
made that cause the limitation on the contingent budget 
administrative cap to be exceeded

39

http://www.p12.nysed.gov/mgtserv/budgeting/handbook/legalaspects.html

http://www.p12.nysed.gov/mgtserv/budgeting/handbook/legalaspects.html


Reminders
40

 Non-Allowable Pupil Decimal (NAPD) (March, 
April or May)

 Updated Model Calendar for Attendance 
Requirement is Available

 Calculation of 2021-22 Instructional Materials 
Aids (IMA) frozen mid-April 2022

 Final Cost Reports
 Form BP for Bus Purchases
 MOE for 2020-21 Actuals Due March 31, 2022



Reminders
41

 Begin STAC verifications (In-District and other 
Public).

 Finalize and verify ESY 2021 placements 
including transportation cost.

 2022-23 Reapplications will be available to the 
field by late March/early April 2022
 To fully utilize this feature for reapplications you must 

review all 2021-22 service approvals currently on the 
STAC online system.



Reminder 
Property Tax Cap Calculation Revisions
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 Your tax cap calculation sent to OSC on March 1st must 
be revised if it does not reflect data submitted within 
the PTRC
 OSC portal is open for revisions at least through April 25th (PTRC Due Date)



Additional Resources
43

 SAP Budget Development Guidelines:
https://www.questar.org/services/financial/state-aid-
financial-planning/guidebooks/

 NYSED Budgeting Handbook:
https://www.p12.nysed.gov/mgtserv/budgeting/hand
book/

https://www.questar.org/services/financial/state-aid-financial-planning/guidebooks/
https://www.p12.nysed.gov/mgtserv/budgeting/handbook/


Next Coffee Talk
44

 April 13, 2022 at 9AM
 Topic:

 State Budget Analysis



Questions?
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Questar III
State Aid & Financial Planning Service

10 Empire State Boulevard
Castleton, NY 12033

(518) 477-2635, Option 1
Fax (518) 477-4284
sap.questar.org

@qiiisap

Contact Us!
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