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Agenda
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 SBO Calendar for July 2022

 Kathy’s Corner
 Are Your Permissions and Passwords Up to Date?

 Claim Forms that can be completed in July
 Tips on Getting Them Done!

 Questions and Answers
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SBO Calendar for July 2022



Topics Covered Last July
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Uniform Grant Guidance
• Federal rules about how federal funds are supposed to be handled
• If you haven’t looked at in a while or ever, now is a great time to do!

What is the SDIV Program All About?
• SDIV = School District Income Verification Program
• Gives you an opportunity to review a listing of properties that people said were 

part of your district (on their NYS tax return) that ORPTS doesn’t agree with and
a listing of properties that people said were not part of your district that ORPTS 
thinks should be.  Information will be used to determine your district’s income 
wealth, which is used in various State Aid formulas.

When Should A District do an Assessment Roll Verification?
• Complete the form if your assessment rolls have changed
• Used in determination of Actual Valuation for your district which is also used in 

various State Aid formulas.

Maintenance of Effort for Section 611/619 Grants
• Overview of what is include in the report and how exclusions are used.



Looking Forward
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Monthly Section – Thoughts from a Newer SDBL

Kathy’s Corner11



Kathy’s Corner
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Getting Ready for the New Year –
Updating Key Contacts and 

Computer Access
• Summer is a good time to review
• Has your district had staffing changes?



Access to SAMS
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SEDDAS - SED Delegated Account System : NYSED

Tip: Make sure SBO, Treasurer and 
Superintendent all have access, and 
their passwords are up-to-date

https://www.p12.nysed.gov/seddas/seddashome.html


SAMS Points of Contact
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Update for Any New:
● Superintendent
● Director of Special 

Education
● Fiscal Advisor
● ST-3 Contact
● Transportation Contact

Take Note!



OSC Website
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 For Tax Cap Reporting
 For Verification of Compliance with Tax Cap
 For Assessment Roll Verification

https://www.osc.state.ny.us/local-government/required-
reporting/assessment-roll-verification-arv-school-districts/

https://www.osc.state.ny.us/local-government/required-reporting/assessment-roll-verification-arv-school-districts/
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https://www.osc.state.ny.us/local-
government/property-tax-cap



DOB Transparency Reporting
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https://www.budget.ny.gov
/schoolFunding/index.html

Don’t Wait Until the Last Minute!



Permission to STAC System
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http://www.oms.nys
ed.gov/stac/contact
_us/form_requests.
html

http://www.oms.nysed.gov/stac/contact_us/form_requests.html
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Who needs access?
-Superintendent

-SBO
-Treasurer

-PPS
-Support Staff

http://www.oms.nysed.gov/stac/forms/stac_access_form.pdf

http://www.oms.nysed.gov/stac/forms/stac_access_form.pdf
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http://www.oms.nysed.gov/stac/forms/stac-603_form_authorization_ftp.pdf

Print, Complete 
& Mail to SED

Complete for 
multiple staff 
within your 

district:
-Superintendent

-Business 
Administrator

-Secretary
-PPS Director

-PPS Secretary
Tip: Review 
annually to 
ensure staff 
need access. 
Remove staff 

who leave 
district.

Use Google 
Chrome only

Permission 
to FTM 
System

http://www.oms.nysed.gov/stac/forms/stac-603_form_authorization_ftp.pdf


Other Permissions in Business Portal
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FINANCIAL 
SURVEYS

ESSA 
REPORTING

CLAIMING REIM./ APPLYING

If you don’t see 
the Application, 
you don’t have 

permission to it!



Other Permissions to Consider
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 Access to on-line banking
 Access to NYS sales tax reporting
 Access to NYS income tax reporting

 Access to SAM reporting
 Access to SIRS reporting

 Access to nVision and/or WinCap



Tips for Minimizing Your Time and Maximizing Your Efforts

Digging Into Preparing the Claim Forms/ST-323






Five Areas to Check in SAMS Before 7/1/22

SAMS24



Make Sure All Revisions Have 
Been Submitted by June 30, 2022
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Review Your Forms Tree in SAMS
(for Claims Year 21-22)

26

Is everything “Clean” or “Certified” or are there “Clean with Issues”?



If You Have “Clean with Issues”
Run a ST-3 Edit Report
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Scroll to the bottom of the form to see what 
issues need to be resolved. Resolve them!



Review RSU Forms and Schedules
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If you operate your 
own ESY Special 

Education Summer 
Program – Are Forms 
SS10-SS16 Ready, 
Clean and Certified?

If you have a CPSE 
Committee – Are 

Forms SS31-SS34 
Ready, Clean and 

Certified?



Tie Out Fund Balances to Audited 
Financial Statements from 6/30/21
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Save yourself time in the end!  
Go under Revisions and revise 
the 6/30/21 ST-3 for late audit 

adjustments not previously 
reported and submit by 6/30/22.  
Start off the 21-22 reporting year 
with fund balances that agree to 

your external audit.



CLAIM FORMS30



July 2022 To Do List
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Don’t wait for the 
22-23 Claim Forms 

to be posted!

1
Do go under 

“Forms” and print 
out blank forms 
from the 21-22 

Claim Year

2
Do go under Help
function and print 

out the Help 
guidance for each 

section you want to 
assign to others

3
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Key Players in Claim Forms

 SBO
 Treasurer
 Special Education Director
 Transportation Supervisor
 Student Attendance Data 

Collector
 Facility Director

 Payroll and A/P Staff
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Form A is Where Attendance Data is 
Provided

- Meet with those that track attendance
- Discuss the increasing importance of 

accuracy
- Review categories of children that 

should be reported
- Provide a copy of the blank forms
- Provide a copy of last year’s completed 

forms
- Print out the Help function instructions
- Have them complete the form like you 

do the DOB Transparency report – if 
zero, have them fill in zero so you know 
the line has been completed!
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ADM ADA

Recommendation:

Take the time to make sure the 
Data Gather fully understands 
what is included in:

ADM – Average Daily Membership

ADA – Average Daily Attendance

Definitions on the following three 
slides



Average Daily Membership (ADM)
36

Average Daily Membership (ADM) is equal to the sum of:

• Possible aggregate attendance of students in kindergarten 
through grade 12 (or equivalent ungraded programs), which is 
the total of the number of enrolled students that could have 
attended school on all days of session divided by the number 
of days of session; 
• Possible aggregate attendance of non-resident students (in-
state and out-of-state) attending the district full time, but not 
resident students enrolled full time in another district; 
• Possible aggregate attendance of Native American students that 
are residents of any portion of a reservation located wholly or 
partially in New York State; 
• Possible aggregate attendance of students living on federally 
owned land or property; 



Average Daily Membership (ADM) (con’t)
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• Possible aggregate attendance of students receiving home or 
hospital instruction (not home-schooled students, including students 
receiving instruction through a two-way telephone communication 
system);
• Full-time-equivalent enrollment of resident pupils attending a charter 
school;
• Full time equivalent enrollment of pupils with disabilities in BOCES
programs;
• Equivalent attendance of students under the age of 21, not on a 
regular day school register in programs leading to a high school diploma 
or high school equivalency diploma; and 
• Average daily attendance of dual enrolled nonpublic school students 
in career education, gifted and talented, and special education programs 
of the public school district as authorized by NYSEL §3602-c. 
Attendance is weighted by the fraction of the school day that the student 
is enrolled in the public-school programs. Dual enrolled students with 
disabilities are further weighted at 1.41. 



Average Daily Attendance (ADA)
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Definition:
The average number of pupils present on each regular school day, an 
average determined by dividing the aggregate number of attendance 
days of all pupils by the number of days school was in session. 
ADA for a group of classes or schools in session for varying numbers of 
days is obtained by adding together the ADA for each. 
Adjustments are made for the adverse effects of religious holidays on 
enrollment. 
ADA includes the equivalent attendance of pupils under the age of 21 
not on a regular day-school register in a program leading to a high 
school diploma or high school equivalency diploma, the base year FTE 
enrollment of pupils with disabilities enrolled full time in BOCES, and the 
FTE of resident pupils attending charter schools within or outside the 
district. 
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4 This information can be 

gathered now too.

Remember what is 
reported here is the 
weighting that some 

children generate which 
improves your student 

count and increases your 
aid ratios.

You want to generate the 
aid for your own children 
and at least held even for 

those that you bill for 
(and discount the State 

Aid generated)
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2020-21 TOTAL FTE (ENTRIES 19 - 54) (ACTUAL)
Enter the full-time-equivalent enrollment (FTE) during 2020-21 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. 

Note that for students with disabilities 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 student with a 

disability 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. 
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2020-21 TOTAL FTE (ENTRIES 19 - 54) (ACTUAL) (con’t)
Do not include enrollment of students in dual enrollment status from
 a nonpublic school, 
 in a charter school, 
 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, or 
 enrollment of students eligible for aid pursuant to Education Law 3202(5) 

(Chapters 47, 66 and 721 - OPWDD students) or 
 nonresident homeless or runaway homeless students eligible for aid 

pursuant to Education Law 3202(8) or 
 students claimed for Incarcerated Youth Aid pursuant to Education Law 

3602(13). 

 Sum all individual enrollments applicable to each entry and carry the sum to 
two decimal places without rounding. 

 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, 2020.

 (Used to calculate total wealth pupil units, total aidable pupil units for 
expense and Public Excess Cost Aid.)
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Schedule N –
Security Cameras, Metal Detectors and Other Safety Equipment

42

 No changes in funding for 21-22 so Claim Form 
shouldn’t change.

 Talk to your Facilities Director to determine quantities 
purchased in 21-22 & planned for in 22-23.
 Form FB – for 22-23 Projection: 

 Have A/P pull invoices for you.



43

Pencil in the information in 
anticipation of the new claim 

forms.
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Transportation 
Supervisor should be 
able to provide this 

information.

Provide them with:
-Blank form for 21-22 
information
-Copy of last year’s 
completed form
-Printout of the Help
function for this section



Calculate Employee Benefits for 
Transportation Staff

46

Work with your Payroll Staff to determine which Transportation 
employees have health insurance and have them provide total fringe 

benefit costs (HI, ERS, WC, UE, etc.) (but remember that only individual 
health plan is aidable for calculation).  PPS can provide names for Line 

174 which Payroll can use to determine amounts.



Review 22-23 Budget for Planned 
Transportation Equipment Purchases

47

Report Planned Purchases for 22-23



Transportation Schedules
48

Schedule G – Transportation Equipment
Schedule H – Transportation Supplies and Materials
Schedule I – Contractual Transportation Expenses for District 
Operated Programs

 Run detail of expenditures for the related account codes
 Have A/P pull the invoices for the expenditures charged to 

each account 
 Review invoices, verify coding and revise if necessary
 Pencil in the expenditures on the appropriate lines of the 

Claim Forms
 Review Allowable/Non-Allowable list of Transportation 

Expenses for any questions
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Schedule G
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Schedule H
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Schedule I



Conclusion
52

 There are many parts of the Claim Forms that can 
be completed in July.

 Many parts can also be delegated to others in the 
district.
 Assuming you give them enough time!
 Make sure to explain the importance of what data is 

being collected.
Good information is the first step to maximize your State Aid



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

53

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/
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