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State Aid and Financial Planning Service



Agenda
2

 SBO Calendar for August 2024
 Kathy’s Corner – Making the most of the summer – 

tips to help various Business Office departments
 Details of how to prepare the 180 Days Calendar claim 

form and determining the SWD student counts 
reported on Lines 19-54 of Form A 

 Questions and Answers

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



SBO Calendar for August 2024
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Presentation available at: https://www.questar.org/knowledge-cafe/
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SBO Calendar for August 2024



Presentation available at: https://www.questar.org/knowledge-cafe/
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SBO Calendar for August 2024

As 9/2 is Labor Day, we 
get an extra day this 

year!  Due 9/3/24.



Presentation available at: https://www.questar.org/knowledge-cafe/
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SBO Calendar for August 2024



Topics Covered Last July

Presentation available at: https://www.questar.org/knowledge-cafe/
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 School District Income Verification (SDIV) program –
 What is the purpose of the program?
 Why is it beneficial to participate in the program? 
 How to participate in the program.

 Review data reported to SIRS before the deadline –
 3-Year BEDS enrollment summary – what it is, why it is important 

and how to review/revise the data.
 Attorney Reporting
 Done through the Business Portal, then under SED Monitoring and 

Vendor Performance System – Education Management Services.
 Whom and what to include in the report.



Monthly Section – Thoughts from a Newer SDBL

Kathy’s Corner8



Kathy’s Corner
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A Conversation with a Seasoned 
Business Official…

Making the Most of the Summer –
Tips to Help Various Departments



Board Agenda Review

Presentation available at: https://www.questar.org//knowledge-cafe/
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 Review all contracts for 9/1 to ensure you have 
them in place for the new year

 Out-of-District Placement contracts
 Look ahead to planned time off and schedule 

people that you need to communicate with



Closing Year-End and Opening 
New-Year

Presentation available at: https://www.questar.org//knowledge-cafe/
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 Be sure to schedule your audit sooner than 
later

 Schedule staff to help during this process and 
what will need to be pulled ahead of time

 It is a busy time of year as closing books can 
take some work, so plan ahead!



Claim Forms

Presentation available at: https://www.questar.org//knowledge-cafe/
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 Projections – Impact on Aid 
 It is important to work with department heads with 

the data to ensure that the information is 
reasonable because of the impact on state aid

 Know the lines on the claim forms that will drive 
aid and ensure folks have information needed in 
order to gather data accurately

 Be careful not to over inflate projections



Accounts Payable

Presentation available at: https://www.questar.org//knowledge-cafe/
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 Encumbrances - need to be sure that they are 
set up and dated properly

 Separate invoices properly
 Essentially working with last year and current 

year



Payroll

Presentation available at: https://www.questar.org//knowledge-cafe/
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 If the district has new contracts, make sure 
that payroll knows so folks are paid properly 

 Ensure salary titles are listed properly, e.g., 
12-month vs. 11-month vs. 10-month titles – 
and salary structure in properly set up



What Every SBO May Need to Know

Digging into How To Gather Information for the 
Claim Forms – Part 115



Preparing Claim Forms
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180 Day Calendar Form Example 

Presentation available at: https://www.questar.org/knowledge-cafe/
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K-6 = 900 hours
7-12 = 990 hours



Highlights from Instructions
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 At the bottom of the form set, there will be a “save” and a “ready” 
button. District can “save” the data at any point. The form set will need 
to be marked as “ready” once all data has been entered and saved, in 
order for the Superintendent to certify. Once the form set has been 
certified, no changes will be allowed by the district, unless an email is 
sent to OMSSAMS@nysed.gov to request decertification. 

   

 Please note that both the 180 Calendar Form AND the 180 Day 
Calendar Waiver form need to be set to “ready” status when complete, to 
allow for Superintendent certification. For further information regarding 
the 180 Day Model Calendar, please see our website: Model Calendars.

    

 Please note that all revisions to the 180 Day Calendar form set must be 
made under “official data” in SAMS, as this form set does not exist under 
revision data. This is different from all other form sets.

mailto:OMSSAMS@nysed.gov
https://stateaid.nysed.gov/attendance/htm_docs/Model_Calendars.html
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Use the model 
calendar for 23-24 to 
gather the information 
to be reported on the 

180 Day Calendar 
Form



Sample 180 Days Calendar Excel Template
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Use the Drop Downs Available

Presentation available at: https://www.questar.org/knowledge-cafe/
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To Add a Building
22

To Add a 
Building:

Right click on 
the 

Worksheet 
Tab, select 
“Move or 

Copy” option, 
check the 
“Create a 
copy” box, 
pick where 

you want the 
new tab to go 
and click “OK”



Superintendent Conference Days
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6.50 (average day) x 4 = 26



Total Days/Hours Check

Presentation available at: https://www.questar.org/knowledge-cafe/
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6.25 (average day) x 4 = 25

Total Days = Minimum is 180, anything lower than that will show up in red.
Total Hours = Minimum for K-6 is 900, 7-12 is 990 – waiver may be available in 
23-24. NOTE: No waivers currently available in 24-25!
Total SCD Hours = Maximum Superintendent Conference Days hours is 4 x 
average daily hours.



Adjust Calendar for District Specific 
Closings

Presentation available at: https://www.questar.org/knowledge-cafe/
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Counting Regents Examination Days
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Regents Examination Days can only be counted for grades 7-12 if grades 7-8 are 
in the same building as HS.
If your 7-8 grade students come to school on Regents Exam Days, do a separate 
calendar for those grades.



Days when Regents Exams are 
Occurring – K-6
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Children K-6 are expected to go to school when Regents exams are being held 
and attend their regular day.



Snow Delays

Presentation available at: https://www.questar.org/knowledge-cafe/
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Review Your Calendars
29

 Look for changes to the calendar that occurred 
during the year:
 Weather emergencies
 Building specific issues – e.g., no heat in Elem School
 Solar Eclipse
 Extra days given around Memorial Day
 Heat related closures in June

 Adjust calendars, as needed



Summary Tab  To Claim Form
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You do not have to 
submit the excel 
template with your 
claim forms 
submission.  

SED may do a 
claims verification 
and ask for a copy 
of the template at a 
later date.  

Keep a copy of your 
completed excel 
template.



Completing the 180 Day Calendar 
Portion of the Claim Forms

Presentation available at: https://www.questar.org/knowledge-cafe/
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After completing the 180 Days Calendar 
Form, if you need a waiver, complete the 
180 Days Calendar Waiver Form.

Next run the 180 Days Calendar Edit 
Report.

This form set needs to agree to Form A- 
Schedule A5 Line 6, so you will need to 
complete those claim forms before this set 
is certified.

Once the two match, then have the 
Superintendent certify the forms using the 
180 Days Calendar Certification link.



Schedule A5:Days of Session Matrix

Presentation available at: https://www.questar.org/knowledge-cafe/
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Must agree with 
180 Day Calendar

From Schedule A8



If You Don’t Have 180 Days, 
Review Schedule A8 Options
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Extraordinary Conditions – up to 5 days, per grade – only available after all breaks have passed.
State of Emergency Closure – Needs a properly executed declaration of a state or local 
emergency to claim.



Form A and Schedules
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Tips on SWD Counts – Form A, 
Lines 19-54

35

FTE counts 
are split by 
placement, 
residency 

status, level of 
service and 
grade level.
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Tips on SWD Counts – Form A, 
Lines 19-54

You need to verify the reasonableness of the information being reported for the 23-
24 year, the projected counts for 24-25 and how they compare to what was reported 
for 22-23.
Review the backup that generated this information and retain for future reference.

Note: Students 
reported here add 

1.41 x FTE to 
Foundation Aid 

pupil counts



2023-24 TOTAL FTE (ENTRIES 19 - 54) (ACTUAL)
Instructions

37

 Enter the full-time-equivalent enrollment (FTE) 
during 2023-24 of students with disabilities in the grade 
grouping (K-3, 4-6 or 7-12), school of placement 
(district operated, BOCES or other public school), 
residency status (resident or nonresident) and intensity 
of special education service provided (60% of the 
school day, 20% of the school week or consultant 
teacher for 2 hours per week, except that the committee 
on special education may recommend that a student 
with a disability who also needs resource room services 
in addition to consultant teacher services, may receive 
a combination of such services consistent with the 
student's IEP for not less than three hours each week) 
as indicated in the specific entry title. 
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To determine FTE of 
SWD for attendance:

Go to:
https://stateaid.nyse
d.gov/ftecalc/calcfte.
htm
 

https://stateaid.nysed.gov/ftecalc/calcfte.htm
https://stateaid.nysed.gov/ftecalc/calcfte.htm
https://stateaid.nysed.gov/ftecalc/calcfte.htm


FTE Calculator Example

Presentation available at: https://www.questar.org/knowledge-cafe/
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Per 180 
Calendar 

work:
School year 
was 9/5/23-

6/26/24

Sample #1 
Student 
attended 
10/24/23-
6/26/24



2023-24 TOTAL FTE (ENTRIES 19 - 54) (ACTUAL)
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 Enter the full-time-equivalent enrollment (FTE) 
during 2023-24 of students with disabilities in the grade 
grouping (K-3, 4-6 or 7-12), school of placement 
(district operated, BOCES or other public school), 
residency status (resident or nonresident) and intensity 
of special education service provided (60% of the 
school day, 20% of the school week or consultant 
teacher for 2 hours per week, except that the committee 
on special education may recommend that a student 
with a disability who also needs resource room services 
in addition to consultant teacher services, may receive 
a combination of such services consistent with the 
student's IEP for not less than three hours each week) 
as indicated in the specific entry title. 



What Grade to Report SWD Under?

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Students in ungraded classes should be counted as 
grades K-3 if under 9 years of age, as grades 4-6 if ages 
9 through 12 and as grades 7-12 if 13 years old or older 
as of September 1, 2023.

 For remaining children, report under the 23-24 school 
year column the grade they were in during 23-24 and 
under the 24-25 school year column the grade they are 
expected to be in during 24-25.



School of Placement/Residency
42

 Enter the full-time-equivalent enrollment (FTE) during 2023-
24 of students with disabilities in the grade grouping (K-3, 4-6 
or 7-12), school of placement (district operated, BOCES or 
other public school), residency status (resident or 
nonresident) and intensity of special education service 
provided (60% of the school day, 20% of the school week or 
consultant teacher for 2 hours per week, except that the 
committee on special education may recommend that a 
student with a disability who also needs resource room 
services in addition to consultant teacher services, may 
receive a combination of such services consistent with the 
student's IEP for not less than three hours each week) as 
indicated in the specific entry title. 



School of Placement/Residency Status
43

 Options:
 District-operated program – Residents
 Examples of programs: Self-contained classrooms or 

therapists provide services within the district buildings, etc.
 District-operated program – Non-Residents
 Examples of non-residents – tuition paying students, children 

of employees that live outside the district 
 BOCES operated program
 Other School District program
 Example – a neighboring district runs a program for autistic 

children and your district pays tuition for your students to 
attend (your CSE oversees – the other district is a vendor)



Level of Services
44

 Enter the full-time-equivalent enrollment (FTE) during 
2023-24 of students with disabilities in the grade 
grouping (K-3, 4-6 or 7-12), school of placement 
(district operated, BOCES or other public school), 
residency status (resident or nonresident) and 
intensity of special education service provided 
(60% of the school day, 20% of the school week or 
consultant teacher for 2 hours per week, except 
that the committee on special education may 
recommend that a student with a disability who 
also needs resource room services in addition to 
consultant teacher services, may receive a 
combination of such services consistent with the 
student's IEP for not less than three hours each 
week) as indicated in the specific entry title. 



Level of Services
45

 60% of the day
 Example: Instructional day is 5 hours.  If in Special Education 

classes for at least 3 hours a day, child would be reported here.
 20% of the week

 For SWD enrolled in a period based program in grades 4-
12, 20% of the school week may be interpreted as 5 periods 
but not less than 180 minutes of instruction per week except 
that the committee on special education may recommend 
that a SWD who also needs consultant teacher services in 
addition to resource room services, may receive a 
combination of such services consistent with the student's 
IEP for not less than three hours each week. 

 Consultant teacher
 Minimum of two hours per week or combination of resource room 

and consultant teaching totaling three hours per week.



Who Isn’t Counted on Lines 19-54
46

Do not include enrollment of students:
 In dual enrollment status from a nonpublic school, (Sch. B)
 In a charter school, (Sch. U)
 In a private school under a 4402 or 4407 contract (private 

school 4405 students), 
 In a state operated school for the blind or deaf (Rome or 

Batavia 4405 students), 
 In a state supported school for the blind or deaf, 
 In a special act school district, 
 Students eligible for aid pursuant to Education Law 3202(5) 

(Chapters 47, 66 and 721 - OPWDD students), 
 Nonresident homeless or runaway homeless students eligible 

for aid pursuant to Education Law 3202(8),
 Students claimed for Incarcerated Youth Aid pursuant to 

Education Law 3602(13). 



Conclusion

 Provide the instructions to colleagues that are providing data 
for the claim forms.

 Review information provided and check for reasonableness.
 If unsure, reach out to SED:
 

 We also have a guidebook - Workbook for 2024-25 General 
State Aid Claim Forms – which will be available shortly.

 Give us a call!              (518) 477-2635, option 1

47



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

48

http://sap.questar.org/
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