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Instructions for Conpleting the Required Local Effort
Tenpl ate for Mandatory Standards of Quality Prograns
Fi scal Year 2004

The Excel tenplate conbines the certification of adequate
funds budgeted to neet the required |ocal effort for the
Standards of Quality (SOQ based on House Bill/Senate Bil
29 (i.e., introduced anendnments to 2002- 2004 appropriation
act) with a spreadsheet that allows you to cal cul ate your
division’ s projected required local effort for SOQ prograns
for fiscal year 2004. The tenplate allows divisions to
calcul ate these requirenments using either the departnent’s
projected Average Daily Menbership (ADM or locally

devel oped ADM projections. This docunment provides detailed
instructions for accessing the tenplate through the
departnent’s Wb site, using the tenplate to cal cul ate your
requi red | ocal expenditures for the mandatory SOQ prograns,
and submtting the certification formand final Excel file
to the departnent.

Accessi ng and Downl oadi ng the Excel Tenplate

The Excel tenplate for conpleting the projected required
| ocal effort calculation for fiscal year 2004 can be
downl oaded fromthe foll owi ng Wb addr ess:

http://ww. pen. kl2. va. us/ VDOE/ Fi nance/ Budget / cdc/ i ndex. ht m

To access the tenplate, you nay either enter the conplete
Web address as printed above or |1og onto the departnent’s
Website at http://ww. pen. kl2.va.us. Fromthis homne
page, select the drop-down box titled “DOE Ofices,”
click on “Finance,” click on “Budget,” click on “Current
Data Col |l ections,” and click on “Fiscal Year 2004
Certification of Adequate Budgeted Funds to Meet the
Requi red Local Effort for the Standards of Quality.”

Both the Excel tenplate and the instructions for
conpleting the required |local effort calculation are
avail able at this site.

Not e: Speci al Downl oading Instructions for Internet
Expl orer Users:

To downl oad the Excel file using Internet Explorer:

1. RI GHT-CLI CK on the "Excel Tenplate" link for the 2004
Required Local Effort certification
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2. Sel ect "Save Target As" and save the file to your
| ocal drive. (Note: The file will be renamed once
you sel ect your school division fromthe drop-down
box. Make sure you do not change the file name
assigned to your file.)

3. After the file is saved, close Internet Explorer and
open the file using Excel.

After the File has been Downl oaded:

After you have opened the Excel tenplate, a box will appear
warning you that the file contains macros. The box wl|l
pronpt you to disable the macros or to enabl e the macros.
In order for the tenplate to operate correctly, you nust
click on the "ENABLE MACROS" button.

Conmpl eting the “State and Local Funds” Worksheet Using the
Departnent’s Fiscal Year 2004 ADM Proj ections

Thi s spreadsheet offers two options for cal cul ating your
division’s required |l ocal expenditures for the nandatory
SOQ prograns. You can choose to cal culate required | oca
expendi tures using the departnent’s fiscal year 2004
Average Daily Menbership (ADM projections for your

di vision or you can choose to cal culate required | ocal
expenditures using a |l ocal ADM projection for fiscal year
2004. To begin using the tenpl ate:

A. Sel ect your division using the drop-down box | ocated
at the top of the spreadsheet. A box will appear that
asks you to confirmthat you have chosen the correct

division. |If the division nane is correct, click
“Yes.” |If you have selected the wong division, click
“No” and select the correct division using the drop-
down box.

B. After you have confirmed your division selection, a
box will appear that notifies you that the file wll
automatically be saved to the following | ocation on
your conmputer’s hard drive:

C: \ DOE_DATA\ RLE_Certification\ RLE xxx[ di vi si on
nunber ] FYO4. xI s

C. An Excel macro will calculate the projected required
| ocal expenditures for the SOQ prograns offered in fiscal
year 2004 based on DOE s | atest ADM projections for your
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di vi sion and the SOQ per pupil anpbunts and Sal es Tax
estimate for your division as contained in HB/ SB 29
(1.e., introduced anendnments to 2002- 2004 appropriation
act).

Speci al Note for Fiscal Agents of Jointly-Qperated
Di vi si ons

Beginning with fiscal year 2004, each locality
participating in a jointly-operated school division nust

i ndividually report their budgeted and actual expenditures
to nmeet required local effort. In previous years, jointly
operated divisions reported expenditures to neet required
| ocal effort for both localities in total. For fiscal year
2004, each locality participating in a jointly-operated
school division (Bedford County-Bedford City, Fairfax
County-Fairfax City, Geensville County-Enporia, and Janes
Cty County-WIlianmsburg Cty) nust submt separate
budgeted required |l ocal effort reports.

Conpleting the “State and Local Funds” Wrksheet Using Your
Di vision’s Fiscal Year 2004 ADM Projections

After you have conpleted steps A through C. above, click
on the button | abeled "Cick Here to Change ADM After

Sel ecting Division." You will then view a text-box with
two buttons, one to allow you to use DOE's ADM
projections and one to allow for use of |ocal ADM
projections. If you wish to use your |ocally devel oped
ADM proj ections, you should choose the button | abel ed
“Local Projections.” Wen pronpted, enter your

di vision’ s projections for both unadjusted ADM and ADM
adj usted for half-day kindergarten. (If your division's
ADM i s not adjusted for half-day kindergarten, these
projected ADMfigures will be the sanme.) An Excel nmacro
will calculate the required |ocal expenditures for the
SOQ prograns for fiscal year 2004 based on the | ocal ADM
projections entered into the spreadsheet. (Should you
choose to go back to using DOE s projected ADM you
shoul d again click the button labeled "Click Here to
Change ADM After Sel ecting Division" and choose the
button in the text-box marked “DOE Projections”).

Compl eting the Required Local Effort Wrksheet for Fisca
Year 2004

General Notes: The tenplate for the fiscal year 2004 has
been changed fromthe format used for the fiscal year 2003
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data collection. The current format is based upon Schedul e
E of the 2002- 2003 Annual School Report (ASR), including
the additional exclusion for School Nutrition revenues and
expenditures. (The sanme exclusion will be added to the
2003- 2004 ASR). In order to provide the information needed
for the fiscal year 2004 data collection, you will need to
esti mat e budget ed expenditures and state, federal, and | oca
revenues as they would be reported on the 2003- 2004 ASR.
The “FY 2004 Local Funds” worksheet al so contains nunerous
cell comments that should be reviewed as the data are
ent er ed.

You are only allowed to enter data into shaded cells on the
wor ksheet; all other cells will automatically be updated by
formul a.

The followi ng informati on explains the data that wll be
entered in Sections | to V:

v' SECTI ON |

o Total budgeted expenditures for fiscal year 2004
- Enter the estimted total expenditures planned
for fiscal year 2004 in this cell. 1nclude al
educati onal prograns, both operational and
capital, and all fund sources in this estimte

o Capital Qutlay Additions — Enter budgeted
expendi tures that would be categorized in al
functions under object 8200 and in activities
68800, objects 8210 and 8220 and/ or 69800,
obj ects 8200, 8210 and 8220. Please refer to
Attachment D of the 2002- 2003 Annual School
Report (ASR) instructions for function, activity,
and object definitions. (This deduction is
requi red per |anguage in the Appropriation Act.)

o Facilities — Enter budgeted expenditures that
woul d be categorized in function 66600, object
8100 and/or activity 68800, objects 8110 and
8120. You shoul d al so enter budgeted
expendi tures for function 69800, objects 8100,
8110, and 8120. Please refer to Attachnment D of
t he 2002- 2003 Annual School Report (ASR)
instructions for function, activity, and object
definitions. (This deduction is authorized per
| anguage in the Appropriation Act.)
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Debt Service - Enter budgeted expenditures that
woul d be categorized in functions 67100 and
activity 69900. Please refer to Attachnment D of
t he 2002- 2003 Annual School Report (ASR)
instructions for function and activity
definitions. (This deduction is authorized per

| anguage in the Appropriation Act.)

School Food — Enter budgeted expenditures that
woul d be categorized under function 65000 (which
i ncludes activities 65100, 65200, and 65300).

Pl ease refer to Attachment D of the 2002-2003
Annual School Report (ASR) instructions for
function definitions. (Please note: This

excl usion category was not part of Schedule E of
t he 2002- 2003 ASR. School nutrition funding is
not considered part of a school division s cost
of operations relating to the Standards of
Quality and should therefore be excluded. This
category will be treated as an excl usion on
Schedul e E of the 2003-2004 ASR )

Budgeted Intra-Fund Transfers (67200) — Enter any
transfers budgeted under this activity in object
9400. Please refer to Attachnment D of the 2002-
2003 Annual School Report (ASR) instructions for
activity and object definitions. (These transfers
are not considered part of a school division's
operational costs and shoul d be deducted.)

Budgeted Inter-Fund Transfers (67300) — Enter any
transfers budgeted under this activity in objects
9600 and 9700. Please refer to Attachnment D of

t he 2002- 2003 Annual School Report (ASR)
instructions for activity and object definitions.
(These transfers are not considered part of a
school division s operational costs and should be
deduct ed.)

Excl uded Prograns — Pl ease enter any budgeted
expenditures that woul d be coded to cost center
9, prograns 7, 8, and/or 9 under subfunction
61100 or activity 61310. Please refer to
Attachment D of the 2002- 2003 Annual School
Report (ASR) instructions for function, activity,
obj ect, and cost center definitions. (Programs
7, 8, and 9 relate to adult education, non-
regul ar day school, and non-LEA prograns and are
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t herefore not considered part of the operational
costs related to the Standards of Quality. These
expendi tures shoul d be deducted.)

o Total Excluded Budgeted Expenditures — This cell
does not require any data entry. It contains a
fornmul a that deducts the sumof itens 1 through 4
and the budgeted transfers and program excl usi ons
fromtotal budgeted expenditures.

v SECTION 11

o0 Projected Sales Tax — This field is automatically
popul ated with the DOE' s |latest estimate. (This
deduction is authorized per |anguage in the
Appropriation Act.)

o0 O her State Funds — Enter your estimate of
revenues fromall state sources. Oher State
Funds do NOT include the follow ng revenues
related to equi pnment, pre-school, school food,
and adult education, as these revenues are not
part of the definition of operational costs as
they relate to the Standards of Quality and have
al ready been accounted for as an excl uded
expenditure in Section | above:

240238 Sal e Tax (already included above)

240281 At -Ri sk Fours

240220 St at e- Oper at ed Programns

240295 Speci al Education Jails

240252 Career & Techni cal Education
Equi pnent

410405 VPSA Technol ogy

240218 Career & Techni cal Education
Adul t Education

240262 Career & Techni cal Education
Adult - Regional Center

240270 Career & Techni cal Education
Equi pment - Regi onal Center

240206 Adul t Secondary Educati on

240240 Adult Literacy

240215 School Nutrition - State

o Carry-Forward State Funds - Includes state funds

paid fromthe Departnent of Education as well as
ot her state agencies. (This anpbunt represents a
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deducti on because the funds were accrued in the
prior fiscal year.)

Begi nni ng of year carry-forward bal ances wi ||
i ncl ude unexpended FY 2003 funds related to the
foll owi ng prograns:

240274 SCL Renedi ati on

240405 SOL Al gebra Readi ness

240306 School Construction Grants Program
240233 Lottery

240237 Additional Lottery

Unspent State Funds — Enter the budgeted anount

of state funds that you anticipate will remain
unexpended at June 30, 2004. Please note that
House Bill/Senate Bill 29 does not contain

provi sions for the carryover of state funds into
t he next biennium (The anmpbunt entered into this
cell represents an addition because the funds
will not be expensed in the current fiscal year
and are not part of current operational costs.)

Budget ed Capital Expenditures from State Funds —
Ent er the budgeted anobunt of expenditures from
state funds related to objects 8100, 8110, and
8120 (capital outlay replacenents) in activities
66100 to 66600, 68800, and 69800. You wll also
need to include budgeted expenditures anmounts
related to functions 68800 and 69800, objects
8200, 8210, and 8220 as well as expenditures for
obj ect code 8200 across all functions not

excl uded above. Please refer to Attachnent D of
t he 2002- 2003 Annual School Report (ASR)
instructions for activity and object definitions.
(Please note that this entry adds back part of
the capital deduction taken in Section | in order
to ensure that state funds related to capital
outlay are not deducted tw ce.)

Total Projected State Revenues to be Excluded —
This cell does not require any data entry. The
cell contains a fornula that deducts Sal es Tax,
O her State Funds, and Carry-Forward State Funds
and adds Unspent State Funds and Capita
Expenditures from State funds. The sumtotal of
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t hese deducti ons and addi ti ons becones an
adj ustnment to total budgeted expenditures.

v SECTION |11

0 O her Federal Funds — Enter your estinmate of
revenues fromall federal sources. Oher Federa
Funds do NOT include the follow ng revenues
related to equi pnent, pre-school, school food,
and adult education, as these revenues are not
part of the definition of operational costs as
they relate to the Standards of Quality and have
al ready been accounted for as expenditure
exclusions in Section | above:

84173 Speci al Education Preschool
93600 Head Start
81815 | npact Aid
81874 | npact Aid
10665 Forest Reserve
12112 Federal Land Leasing
84002 Adult Literacy
84213 Even Start
10553 School Nutrition - Federal
o Carry-Forward Federal Funds - Includes federal

funds paid by the State Departnment of Education
or directly by federal agencies that are carried
forward at June 30, 2003. (This anobunt represents
a deduction because the funds were accrued in the
prior fiscal year.)

0 Unspent Federal Funds — Enter into this cel
t hose federal funds received in fiscal year 2003
that you anticipate wll remai n unexpended at
June 30, 2004. (This anount represents an
addi ti on because the funds will not be expensed
in the current fiscal year and are not part of
current operational costs.)

0 Budgeted Capital Expenditures from Federal Funds
— Enter the budgeted amount of expenditures from
federal funds related to objects 8100, 8110, and
8120 (capital outlay replacenents) in functions
66100 to 66600, 68800, and 69800. You will also
need to enter budgeted expenditures anounts
related to functions 68800 and 69800, objects
8200, 8210, and 8220, as well as expenditures for
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obj ect code 8200 across all functions not

excl uded above. Please refer to Attachnent D of
t he 2002- 2003 Annual School Report (ASR)
instructions for activity and object definitions.
(Please note that this entry adds back part of
the capital deduction taken in Section | in order
to ensure that federal funds related to capital
outlay are not deducted twi ce.)

o Total Projected Federal Revenues to be Excluded -
This cell does not require any data entry. The
cell contains a fornula that deducts O her
Federal Funds and Carry-Forward Federal Funds and
adds Unspent Federal Funds and Capit al
Expenditures from federal funds. The sumtota
of these deductions and additions becones an
adj ustnent to total budgeted expenditures.

v SECTION |V

o O her Local Funds — This entry will be deducted
fromtotal budgeted expenditures. (This deduction
is authorized per |anguage in the Appropriation
Act.) Enter your estimate of revenues fromthe
foll ow ng sources:

1901010 Tuition from Anot her County
or City

1901020 O her Paynents from Anot her
Count or City

v' SECTI ON V

o Net Local Expenditures for Qperations - The total
di splayed in this cell represents your division’s
esti mated net operating expenditures budgeted for
neeting the division s required local effort from
| ocal fund sources for fiscal year 2004.

BUDGETED REQUI RED LOCAL EFFORT FOR Fiscal Year 2004 - The
figure calculated in Section V is conpared against the
required | ocal effort calculation in the “State and Local
Funds” Wbrksheet. |If your division has net required | oca
effort on a budgeted basis for fiscal year 2004, then a
nmessage will be displayed indicating that your division has
met all local effort requirenents related to the Standards
of Quality. Conversely, if your division has not net its

| ocal effort requirenent, a nessage to this effect will be
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di spl ayed: For purposes of conplying with 8§ 22.1-94 of the
Code of Virginia, net |ocal expenditures from operations
must be greater than or equal to zero conpared to required
| ocal effort for fiscal year 2004. |If this is not the
case, then you nust review and recal cul ate your division's
| ocal operating expenditures before continuing or you nust
request additional |ocal appropriation.

Submitting the Certification Formto the Departnent of
Educati on

After conpleting the “Required Local Effort” worksheet,
click on the button |abeled "Press Here to Check for
Errors After Conpleting this Wrksheet” at the top of the
“FY 2004 Local Funds” worksheet.

If the local funds that your division plans to spend for
operations are |l ess than the projected required |ocal
effort for SOQ prograns in fiscal year 2004, a
Superintendent’s Certification formw || appear. This
formrequires the division superintendent to certify that
addi ti onal |ocal appropriation will be requested fromthe
| ocal governing body in order to neet the local effort
requi renents for fiscal year 2004. |[If you are not able
to obtain sufficient additional |ocal appropriation,

pl ease contact budget office staff at (804) 225-2025.

If the local funds your division plans to spend for
operations are greater than or equal to the projected
required local effort for SOQ prograns in fiscal year
2004, a Superintendent's Certification formw || appear
requiring the division superintendent to verify the
accuracy of all submtted data.

For both certification forns, enter the nanme of the

di vi sion superintendent and the date for conpleting the
wor ksheet in the shaded cells inside the certification
box and e-mail the file by April 21, 2004, to

(mail to:kl2budget @mi | . vakl2ed. edu). A hardcopy of the
Certification Formnust be signed by the division
superintendent and mailed by April 21, 2004, to:

Virgi nia Departnent of Education
Attention: Budget Ofice

P. O Box 2120

Ri chnond, Virginia 23218-2120
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