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Agenda
2

 SBO Calendar for August 2022

 Kathy’s Corner

 Tips for Preparing the ST-3

 Completing the ST-3 and Claim Forms

 Tips for ensuring the data reported is accurate and 
consistent between the ST-3 and Claim Forms

 Questions & Answers

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



SBO Calendar for August 2022

Presentation available at: https://www.questar.org//knowledge-cafe/
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SBO Calendar for August 2022
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Meet with 

Food Service 

Director



SBO Calendar for August 2022
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SBO Calendar for August 2022
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Presentation available at: https://www.questar.org//knowledge-cafe/
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SBO Calendar for August 2022

Meet with Transportation 

Supervisor



Topics Covered Last
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Verifying Data Reported to SIRS

✓ Due in August each year

✓ Once date passes, data can’t be changed

✓ Make sure the information is accurate

▪ Used in various State Aid formulas

▪ MOE Calculator

Attorney Reporting

✓ Due 45 days after the year end

✓ Reporting information about any attorney you paid whether through P/R or A/P

ESSA Funded Consolidated Application

✓ Due 8/31 each year 

✓ For all the Title grants (I, II, III, IV, V)

Tax Collection Process

✓ Due 8/31 each year for upstate districts



SIRS Guidance
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https://www.p12.nysed.gov/irs/sirs/
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Very detailed 

guidance –

289 pages 

long!

Share with 

your District 

Data 

Coordinator.



Monthly Section – Thoughts from a Newer SDBL

Kathy’s Corner11



Kathy’s Corner
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Completing the ST-3

Lessons Learned the First Time I 

Helped a District Do Their ST-3



ST-3 Lessons

Presentation available at: https://www.questar.org//knowledge-cafe/
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 If you have good information in your accounting 
records, you can import a lot of the information into 
the ST-3!

 Current year actuals – all funds

 Budgeted amount for next year – all funds

 Takes a few minutes!

 Tip: Good idea to make sure the books are “closed” 
before you import them

 “Closed” means the Treasurer has run the routine to 
close out the detailed revenues and expenditures to 
fund balance.



Import Function in SAMS

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

new year’s ST-3 will 

be available in 

advance of the 

Import Form function



Steps to Follow

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

 Check your work.

 Run Edit Report and clear issues.
 Be descriptive in your responses. “Correct” is not enough!

 Save and Ready forms.

 Have Superintendent certify.

 Don’t Submit Claim Forms before ST-3 submitted 
because some of the edit check won’t work!
 For example, the check between the Supplies charged to 

Transportation in the ST-3 should be equal to or close to 
the expenses reported in the Claim Forms
◼ Only difference should be non-allowable expenditures



The Details
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When you first enter information, you enter the 

information under the “Official Data” section.

Once you submit the ST-3 to SED, any further entries 

in the ST-3 need to be done under the “Revision 

Data” section.

The Superintendent’s permissions must Certify the 

form(s) and submit them to SED, the first time.

✓ All forms should say “Ready” before submission.

✓ If corrections are needed, they need to be done 

under the “Revision Data” section, but anyone with 

permissions can submit.

✓ Be aware that the Superintendent will be notified 

when revisions are submitted.

Periodically, check the Activity Log to make sure ST-3 

was submitted & to look for any correspondence from 

SED.



Don’t Forgot the Supplemental Schedules

We harp on these for a reason!

 SS10-SS16 – for reporting cost of 
district operated Special Ed Summer 
School program

 Reporting Summer 2021 now so 
can be completed any time!

 SS31-SS34 – for reporting cost of 
running the CPSE

 They have their own certifications!

 Make sure they get certified and 
submitted too!
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Tips for Minimizing Your Time and Maximizing Your Efforts

Digging Into Preparing the Claim Forms/ST-3 - Part II18



Working Together to Maximize Aid
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 Generally, we see the Treasurer complete the ST-3 and 
the SBO complete the Claim Forms

 That is fine but work together!

 Here are 10 examples we hope will convince you!



Transportation Expenditures

▪ Treasurer reports 
Transportation costs in 

A5510 codes.

▪ So, if Treasurer makes a 
late change to any 

transportation expenses 
e.g., finds a late accounts 
payable, make sure SBO 

knows!

▪ SBO reports allowable

Transportation costs 

from A5510 codes on 

Schedules G, H, I, J, K.

▪ SBO should verify with 

Treasurer that 

expenditures reported 

haven’t been revised.
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Presentation available at: https://www.questar.org//knowledge-cafe/

ST-3 Claim Forms

Example #1



ESY Summer Transportation

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

21 Example #2

When you report these 

miles, they reduce 

Transportation Aid.

Make sure expenditures 

are not in A5510 codes.



Make Sure They are Included on 

Sch. B3-Special Aid Expenditures

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

Transportation 

Aid, those miles 

will get Summer  

§4408 Aid at 80% 

of the 

expenditures, if 

reported here

(Not F5510!)
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All 

A2304!

Example #3:

Whenever 

there are two 

or more lines 

in the ST-3 

with the same 

account 

number use 

caution as 

they are used 

in State Aid 

formulas!

Used in NRT Calculation



Report 

expenditures here 

to get aided in the 

following year
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Schedule G3 –Capital 

Funds Expenditures

Is claim form for 

Capital Outlay 

Exception Aid for:

For Project < $100,000

For Small City Waiver 

Projects

For Approved 

Emergency Projects

Example #4

Make sure Capital Outlay 

Exception Projects are 

reported correctly



Schedule G3 – Capital Funds
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If Treasurer puts the capital outlay exception project expenditures on 

Line 30-59, there is not an edit check!

Aid will be paid over 15 years instead!

Make sure that your Treasurer is aware of which projects are the 

Capital Outlay Exception Projects and make sure they are reported 

correctly in the ST-3! 

CAPITAL 

OUTLAY 

EXCEPTION 

EXPENSES



Check Schedule G3 Classifications

 Expenses should be reported based on funding 

source.

 Check!  Some of the numbers are used in the NRT 

calculation!

26 Example #5



Instructional Materials Aid
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Make sure your 

Treasurer understands 

what should be 

reported on these lines.

Use Schedule C to 

maximize aid!

Example #6



Check the “Other” Categories Carefully

28

28

Example #7

“Other State Aid” is a 

deduction in the NRT 

calculation.  Caution!



Did You Refund Debt This Year?
29

 Accounting standards require that the value of the 

refunding bond (revenue and expenditures) be 

recorded in a governmental fund type.  Make sure that 

it is the Debt Service Fund, not the General Fund.

Example #8



Refunding Bonds
30

 If you record the activity in the General Fund, you 
will increase both the revenues and expenditures, 
and this will drive up the district’s Approved 
Operating Expenses (AOE) amount

 This will, in turn, cause the portion of eligible special 
education expenditures for SWD to be reduced and 
you will lose aid

Public Excess Cost Aid formula:

(Total Expenditures – (3 x AOE)) x Excess Cost Aid 
Ratio

Every $1 

increase in 

AOE is a $3 

reduction!



Match Up Charter School Information

31 Example #9 ST-3



Review General Fund Balance Sheet
32

 Review Fund Balance Reserves

 Compare 6/30/21 to 6/30/22

 Is all the activity you planned, recorded?

 Verify final amount appropriated for 22-23 is 

included in ST-3

 Review Section on RPTL §1318 Calculation

 Is the amount listed as “Unexpended” as % of 22-23 

budget what you expected?

 Are the estimates for next year reasonable?

Example #10



Review Reserve Balances
33

Prior Yr. Current Yr.



34



Conclusion

35

• Continue your efforts to delegate some of the tasks 

needed to gather information for the Claim Forms

• Review and then prepare Claim Forms

• Work with your Treasurer to ensure ST-3/Claim 

Forms are accurate and complete

• Meet with each of the department heads that you 

supervise and/or work with about school year 2022-23

• Review department budgets

• Review plans for school opening

• Make plans for Labor Day weekend!



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:

07/20/22 01/18/23

08/24/22 02/15/23

09/28/22 03/15/23

10/19/22 04/19/23

11/16/22 05/17/23

12/14/22 06/14/23

http://sap.questar.org/

