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Agenda
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 SBO Calendar for September 2023

 Kathy’s Corner –Lessons Learned from an Interview 
with a New SBO regarding Claim Form Preparation

 Preparing Form SA-139 for New Capital Projects

 Questions and Answers

Presentation available at: https://www.questar.org/knowledge-cafe/
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SBO Calendar for September 2023
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Topics Covered Last August 

Presentation available at: https://www.questar.org/knowledge-cafe/
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 How to complete various claim forms:
 SA132/135 forms
 Schedule F6-Bus Amortization
 Interest Rate Reduction Waiver

 Review of COVID Related federal grants:
 CARES Act, CRRSA and ARPA

 Resources available to assist in preparation of Claim 
Forms

 Recommendation to look back and evaluate the good 
and bad of the previous year and plan accordingly for 
the upcoming year



Monthly Section – Thoughts from a Newer SDBL

Kathy’s Corner9

Presentation available at: https://www.questar.org/knowledge-cafe/
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Kathy’s Corner

Key Takeaways 
from a District 

Interview



Claim Form Preparation

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Start Early!
 There really is an advantage to plan out each claim form 

set
 Four Important Things to Do that will Help Others Help 

you with the Claim Forms
1. Print/share previous claim form submission so they can 

review for comparison purposes
2. Print/share blank copy of form 
3. Print/share SED Help File – directions are actually 

helpful
4. Schedule and meet with department to review 

information and allow opportunity to as questions for 
follow-up



Prepare Timeline

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Set up a time frame on when you need to have 
all the information back to you

 Set expectations on when you expect the 
information to be completed

 Sit down and discuss before due-date to allow 
opportunity to answer any questions or 
address concerns about deadline
 Explain the importance of claim form process and 

how it impacts the district



Schedule G and Schedule H
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 When asked which form caused the most difficulty?
 Schedule G – Equipment
 Schedule H – Supplies and Materials

 Supplies and Materials
 The Schedules have you break out your expenditures 

into sub-categories. Some tips to save time:
 Have invoices scanned into software for easy identification
 Have A/P staff pull invoices and note purpose of payment at YE
 Expand your chart of accounts to breakout the categories for 

ease in preparing the Claim Forms
 See next slide for example

Presentation available at: https://www.questar.org/knowledge-cafe/



Example of Separate Codes
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Example of Help File

Presentation available at: https://www.questar.org/knowledge-cafe/
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Tips for Smooth Claim Forms 
Preparation

 Do you have access to the 
Business Portal?

 Invest in Professional 
Development to ensure your 
district has accurate data

 Work with your superintendent 
to get access to the 
applications that you are 
responsible for

 Make sure other new 
professionals also have the 
access they may need

 Address edit checks timely
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Presentation available at: https://www.questar.org/knowledge-cafe/



SA-139 – Request for Building Aid Data

Digging into Preparing SA-139 Forms17

Presentation available at: https://www.questar.org/knowledge-cafe/






Overview of Form SA-139
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 Which capital projects need a SA-139?
 All projects need one for building aid to be included 

in the State Budget.
 When should a SA-139 be prepared?

 Right after the bids are awarded.
 Are there any key dates to remember?

 Yes! For building aid to be paid next year (24/25), 
SA-139 must be submitted by 9/29/23 this year. 
 If deadline missed, aid will be delayed until at least July of 

the following year (July 2025).



How Do You Know Which Projects 
Need a SA-139 Completed?

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Go to the StateAid.nysed.gov website
 Click on the District Level Prospective Projects 

Information Report
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Being Aided 
or 

Previously 
Aided

Not Being Aided, 
may need SA-139 

form to be 
submitted
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https://stateaid.
nysed.gov/publi
cations/pdf_doc
s/sa139_fi.pdf

Form 
SA-139
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District Information
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 District Code = BEDS Code
 District Name = School District Name
 Building Name = Name of Building Construction 

Work is Occurring In/On/Around
 Project Description = Work Identifier, e.g., roof 

replacement, addition, windows, science labs, 
etc.

 Facility Code and Project Number: From 
Facilities Planning website
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Presentation available at: https://www.questar.org/knowledge-cafe/25



From District Level Prospective 
Project Information Report 

Presentation available at: https://www.questar.org/knowledge-cafe/
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 What is this date used for?
 To ensure that project was not bid before the 

Commissioner’s Approval Date

 Why is this important?
 If work is bid before Commissioner’s Approval 

Date, project will not be eligible for Building Aid

Complete “Date General 
Construction Contract Was Signed”
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This is where you 
report the revised 

estimated costs of the 
project based on the 

bid awards.

Costs split between 
New/Addition vs. 

Alt/Recon and 
Construction vs. 
Incidental Costs

Use FCR instructions to 
help you split the costs.
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SA-4 numbers are 
based on preliminary 
estimates on FP-F 
Form – Application 

for Examination and 
Approval of Final 

Plans and 
Specifications

SA-139 numbers 
are based on 

estimated costs 
after work is bid



30

SA-139 is your best 
estimate at this time of 

what the Final Cost 
Report will show.

SA-139 is used to 
determine the estimated 

amount of the project 
that may be eligible for 

Building Aid.

Maximum Cost 
Allowances are checked 

for each of the four 
categories so estimating 

in the proper sections 
on the SA-139 provides 

the most accurate 
projections.
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This section must equal Section 4.

Report what the plan is for funding 
the capital project, by source.

Caution: If voters approve the use 
of your Capital Reserve, they have 
authorized a Budgetary 
Appropriation (the Interfund 
Transfer to Capital) and those 
funds should be reported here as 
Budgetary Appropriations and not 
Capital Reserves.

If reporting use of EXCEL Funds, 
please note that this amount can’t 
change.

Total Borrowing is the amount of 
the voter approved debt issuance.



SA-139 Example
32

To prepare the SA-
139 for one project, 

you need to consider 
all the projects that 

are funded under the 
same bond 

authorization.

Incidental costs are 
generally not specific 

to a building and 
need to be allocated.



Construction Costs – SA-139
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Category SA-4
New/Addition

SA-4
Alt/Recon Bids SA-139

Alt/Recon

General 
Construction

0 2,000,000 ABC Construction Co.
Contract signed 
8/1/23

2,100,000

Heating and 
Ventilation

0 400,000 Abbott Heating 425,000

Plumbing 0 0 0

Electrical 0 150,000 Lightbulb Electric 125,000

Other                 0               0               0

Total                 0 2,550,000 2,650,000



Construction Costs – SA-139
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Category SA-4
New/Addition

SA-4
Alt/Recon Bids SA-139

Alt/Recon

General 
Construction

0 2,000,000 ABC Construction Co.
Contract signed 
8/1/23

2,100,000

Heating and 
Ventilation

0 400,000 Abbott Heating 425,000

Plumbing 0 0 0

Electrical 0 150,000 Lightbulb Electric 125,000

Other                 0               0               0

Total                 0 2,550,000 2,650,000



Incidental Costs – SA-139
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Category SA-4
New/Addition

SA-4
Alt/Recon Bids SA-139

Alt/Recon

Site 
Purchase

0 0 0

Other 
estimated 
incidental 
costs

0 175,000 Legal
Architect
Construction Manager
Bid printing

10,000
180,000
100,000
10,000

                0               0               0

Total                 0 175,000 300,000



Incidental Costs – SA-139
36

Category SA-4
New/Addition

SA-4
Alt/Recon

Bids/Best Estimates 
of Cost

SA-139
Alt/Recon

Site 
Purchase

0 0 0

Other 
estimated 
incidental 
costs

0 175,000 Legal
Architect
Construction Manager
Bid printing

10,000
180,000
100,000
10,000

                0               0               0

Total                 0 175,000 300,000



Considerations
37

 Amounts reported on the SA-139 don’t need to 
be equal to bid amounts.  
 Consider potential for change orders.

 If project is being done in phases, not all bids 
may have been awarded at once, so estimate 
potential bid amounts.

 Incidental costs, such as bond counsel fees, are 
often split based on the amount of construction 
costs of this project as a percentage of the total 
bond.



Funding Plan for the Project
 $1,000,000 was approved by the 

voters to come from the Capital 
Reserve.

 Balance of the project is funded as 
part of a bond issuance approved for 
$10,000,000.
 The bond is for four capital 

projects.
 Need to look at all the projects to 

estimate how the $10,000,000 will 
be allocated between the projects.
 This is a preliminary plan and 

can change over time.
 Funding listed on the SA-139s 

should equal the financing 
authorized by the voters.

38



39

SA
-1

39
 C

om
pl

et
ed



Conclusion
40

 Claim Forms are due 9/5/23, so now is the time to 
meet with district staff to discuss information that 
you will need and provide them with due dates.

 Remember we have a guidebook on Claim Forms 
and a Webinar Recording on how to prepare the 
ST-3 (under Webinar Recordings/Special 
Webinars).

 State Aid Week is 8/21 – 8/25. Mark your calendars!
 Plan ahead for the completion of the SA-139s that 

are due 9/29/23.  Timely completion with provide 
you with your Building Aid starting promptly.



Questions?

State Aid and Financial 
Planning Service

Questar III BOCES
10 Empire State Boulevard
Castleton, NY 12033
518-477-2635
Option 1 (SAP) 
http://sap.questar.org 
twitter.com/qiiisap - @qiiisap
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Upcoming dates:
September 13, 2023

October 18, 2023
November 16, 2023 (Thursday)

January 17, 2024
February 14, 2024

March 13, 2024
April 17, 2024
May 15, 2024
June 26, 2024 

http://sap.questar.org/
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