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Agenda
2

 SBO Calendar for November 2023
 Kathy’s Corner – Advice from a seasoned SBO on: 

Value of Output Reports, Tips on Tasks to do in 
November, Debriefing Ideas for after a BOE Meeting 
and the Benefits of Networking

 Transportation Contracts – What Needs to be Done to 
Maximize State Aid?

 Tips on Beginning the Budget Development Process 
for 2024-25

 Questions and Answers



We are at the critical stage!  

All claim forms and the ST-3 need to be “Clean” 
or “Clean with Issues” by 10/19/23 to ensure that 
your district’s information will be included in the 

November 15th database (which is used to 
prepare the Executive Budget Proposal).

Claim Forms and ST-3 Submission
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SBO Calendar for November 2023
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SBO Calendar for November 2023
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SBO Calendar for November 2023
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Presentation available at: https://www.questar.org/knowledge-cafe/



Topics Covered Last October 

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Open Tasks from the Summer
 Make sure key documents are posted on your website
 Reconcile ST-3 to external audit and revise, if necessary

 Claiming CPSE Admin Fee
 In STAC – DQDAT Screen – 4410 Admin Cost Listing to 

School District ACL – Rate is now max of $638/student
 Overview of State and Federal Grants

 Discussion of common grants & what they can be used for
 How to determine funding source for each grant
 SAM renewal – now have a Unique Entity Identifier (UEI)
 Remember to renew BEFORE registration expires
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Tax Collector’s Report Example
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Tax Collector’s Report Example



Presentation available at: https://www.questar.org/knowledge-cafe/11

Exhibits available at: 
https://p12.nysed.gov/mgtserv/taxation/SchlTaxProced.htm

Tip: Verify that the Treasurer has recorded the levy and the 
outstanding receivable in A250/A260 agrees with amount 
turned over to the county.



Monthly Section – Thoughts from a Newer SDBL

Kathy’s Corner12
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Kathy’s Corner

Key Takeaways 
from a District 

Interview



Output Reports

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

14

 Link to Output Reports: 
https://stateaid.nysed.gov/

 Importance of reviewing output reports 
regularly
 If your numbers have changed – do you know 

why and how?
 Print/scan to be able to review if numbers are 

fluctuating – why?
 Compare your budget to output reports
 SAMS snapshot feature can be helpful

https://stateaid.nysed.gov/


Tips for November Planning
 Take the time to understand 

and learn your budget – 
especially if this is your first 
time through the process

 Budgeting is fluid
 Prepare for scenarios – what 

will you do if you have an 
emergency?

 Understand your reserves 
and policies 

 Now is a great opportunity to 
begin looking at your fund 
balance

 Work on FS-10-Fs 
 https://www.oms.nysed.gov/cafe/forms/
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Presentation available at: https://www.questar.org/knowledge-cafe/

https://www.oms.nysed.gov/cafe/forms/


Board Meetings
 Involve your staff in Agenda 

preparations 
 What is expected of your 

office?
 Importance of planning 

together
 Post BOE Meeting 

 Gather BO staff together for 
debrief

 What work needs to still need 
to be done?

 This builds trust, comradery 
among the team

 Remember our work is about 
the students!
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Presentation available at: https://www.questar.org/knowledge-cafe/



Importance of Networking

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

17

 New to a district? 
 Introduce yourself at monthly SBO meeting.

 New to the role?
 Find a few seasoned veterans that you can call to 

help with a question.
 New staff members?

 Encourage them to network.
 Find time for Professional Development

 Encourage Business office staff to attend PD for their 
job – and yourself!

 Remember, mentoring is a good way to pay it 
back if you’ve had successful mentors!



Have They Been Submitted?
Have They Been Received?

Transportation Contracts18

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



Highlights of Transportation 
Contract Rules

Presentation available at: https://www.questar.org/knowledge-cafe/
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 Review SED’s website: 
https://www.p12.nysed.gov/schoolbus/contracts.html
 Parent contracts, CPI increases, types of contracts, 

emergency contracts, etc. 
 Needs to be executed before the contract work 

begins
 Contracts are subject to GML 104(b) bidding 

requirements
 >$20,000 between all contracts, not just individually

 Superintendent needs to approve (EL 3625(1))
 Before submitted to SED

https://www.p12.nysed.gov/schoolbus/contracts.html


Transportation Contracts

 Each contract must be submitted 
to Education Management 
Services
 Due within 120 calendar days 

following the first day of 
service
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 If Ed Mgt Services (EMS) doesn’t approve the 
contract, the contract isn’t eligible for Transportation 
Aid

 EMS will inform district of assigned contract # when 
contract is approved

 Approved contracts are listed in Schedule J
 Make sure you get documentation of approval!



Schedule J: Contract Bus Expense

Presentation available at: https://www.questar.org/knowledge-cafe/
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If Contract Not Submitted 
Timely
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 Deductions will be made on a contract:
 That is not properly executed until after service has 

begun, or
 A contract which is filed with the Educational 

Management Services Unit more than 120 calendar 
days after service has begun. 

 The deduction is calculated based on:
 The expenditures for the period prior to the execution of 

the contract, or on the expenditures in the period 
between the end of the one hundred twenty-day period 
and the date of the filing of the contract. 



Example of Late Filed Contract
23

Transportation Contract: $4,000,000
Days of Service:180 days
120-calendar day grace period: Jan 3rd
Submitted contract: March 1st (36 school days 
past 120 days) 
Deduct:  36/180 x $4,000,000 = $800,000

Wouldn’t receive Transportation Aid at your 
Aid Ratio on this portion 

Presentation available at: https://www.questar.org/knowledge-cafe/
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120 
Days – 

based on 
calendar 

days

Month Days
September 25
October 31
November 30
December 31
January 3
Total 120 calendar 
days since school 

started

Penalty – 
based on 
school 
days

Month Days
January 19
February 16
March 1

Total 36 school 
days past due date



Additional Fine Print

 Only contract expenditures 
up to the amount in the 
contract may be allowed for 
aid. 

Any excess expenditures 
must be deducted in 
computing transportation 
expenditures eligible for 
aid.
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Presentation available at: https://www.questar.org/knowledge-cafe/



Digging into the Budget Development Process26



Review Prior Year Budget Process –
What Went Right? What Went Wrong?
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Planning Pays Off
28

 Meet with the Superintendent/Board of Education to 
determine any changes requested

 What are the priorities for 2024-25?
 Instructional needs?
 Non-instructional needs?

 Do you need to re-configure the budget request 
templates?

 Do you need to add/delete/revise account codes?
 Review the  Building Condition Survey – any capital 

work that should be included in the 24-25 budget?



We Have Several Tools to Assist You
29

 24-25 Budget Guidebook should be posted during 
November 2023, under Guidebooks Link

 Budget Related Calendars Have Been Posted 
under Resources Link:



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



 Recommendations:
 Review the deadlines now
 Determine when you need to start getting prepared 

to meet each of the deadlines
 Schedule the time to accomplish each
 For steps that others need to do, discuss with them 

now and give “need by” dates
 Review Board meeting schedule to ensure PTRC 

approval occurs by 4/29/24 deadline
 Adjust now, if necessary

Key Budget Dates
31



Special Considerations for 24-25 
Budget Planning

Presentation available at: https://www.questar.org/knowledge-cafe/
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 2023-24 is the last full year of COVID funding.
 What is the plan for paying for additional staff 

added in recent years?
 If you are coming off of two years with significant 

Foundation Aid increases (to get you to be fully 
funded), what is the plan on handling only a “cost-
of-living” type of potential increase in 24-25?

 How will new ZEB requirements fit into your 
budget?



Budget Development Summary
33

 It is never too early to start!
 Give budget requestors sufficient history for them to make 

reasonable requests – generally they are not financial 
people so check their calculations and get backup, as 
appropriate.

 If you have new administrators or BOE, consider having a 
training session about how budget requests should be 
determined and supported as well as what they should be 
prepared for during the budget process.

 Planning done now, should save you 
many hours of work and stress 
during the spring and set you up for 
a better 2024-25!



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:

November 16, 2023 (Thursday)
December 20, 2023
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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