Attachment C to Reg. Supts. Menp No. 001

| nstructions for Accessing the Entitlenent Cal cul ation
Tenpl ates for the Anended 2006- 2008 Budget Adopted by
t he 2007 CGeneral Assenbly on February 24, 2007

A downl oadabl e Excel file has been created to all ow schoo
divisions to calculate their projected state entitlenents and
required | ocal matches for the Standards of Quality (SOQ,
incentive, categorical, and school facilities accounts based on
t he anended 2006- 2008 bi enni al budgets adopted by the 2007
General Assenbly on February 24, 2007. This Excel file tenplate
al so allows divisions to change March 31 average daily
menbership (ADM projections to test the effect on the projected
state entitlenents and required | ocal matches. The tenplate is
provi ded for your use and does not have to be returned to the
Departnment of Education. The Excel file is located on the
departnent’s Wb site at the foll owi ng Web addr ess:

http://ww. doe. virginia. gov/ VDOE/ Fi nance/ Budget/ cal ct ool s. ht nf

The Web address noted above brings you to the Budget O fice’s
“Cal cul ation Tenpl ates” Wb page. To downl oad the Excel file,
click on the “Excel Tenplate” cell |ocated next to the topic
cal |l ed “Amended 2006-2008 Budget Adopted by the 2007 Gener al
Assenbl y”.

You may al so access the tenplate by | ogging onto the
departnment’s Wb site at http://ww.doe.virginia.gov. Fromthis
home page, select the drop-down box in the top right hand corner
of the page, titled "DOE Ofices.” Fromthis option, click on
"Finance;" click on "Budget Ofice;" click on "Cal cul ation

Tenpl ates; " and click on the “Excel Tenplate” cell |ocated next
to the topic called “Anmended 2006-2008 Budget Adopted by the
2007 General Assenbly”.

Pl ease follow the steps below to access the Excel file if you use
| nt ernet Explorer as your |Internet browser:

1. RIGHT-CLICK on the "Excel Tenplate" link for the
correspondi ng entitlement sheets.

2. Sel ect "Save Target As" and save the file to your |ocal
drive.

3. Once the file is saved, close Internet Explorer and open
the file using Excel.
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4. A box will appear warning you that the file contains
macros. The box will pronpt you to di sable the macros or
to enable the macros. Please note that in order for the
tenplate to operate correctly, you nust click on the
"ENABLE MACROS" button.

I f you are pronpted with a Mcrosoft Visual Basic error
pl ease see instructions bel ow on adjusting nmacro security
| evel s in Excel.

Pl ease foll ow the steps below to access the Excel file if you use
Mozilla Firefox or Netscape as your Internet browser:

1. After you click on the file nanme on the Wb site, you wll
be pronpted to open the file or save it to a drive. You
may choose either option.

2. A box will appear warning you that the file contains
macros. The box will pronpt you to disable the macros or
to enable the macros. Please note that in order for the
tenplate to operate correctly, you nust click on the
"ENABLE MACROS" button.

| f you are pronpted with a Mcrosoft Visual Basic error
pl ease see the instructions bel ow on adjusting macro
security levels in Excel

Pl ease follow the steps belowif you are pronpted with a
M crosoft Visual Basic error alerting you to disable nmacros in
Excel :

1. Select the “Tools” nmenu fromthe drop-down options at the
top of the spreadsheet.

2. Sel ect “Macro;” then select “Security.”

3. Set the security level at “Medium”™ This will give you the
option to disable or enable macros.

4. You must exit out of the spreadsheet and reopen the
calculation tenplate file for the macro security changes to
take effect.

5. When accessing the cal cul ation tenplates fromthe
Depart ment of Education, you nust click on the “ENABLE
MACROS” button before using the spreadsheets.
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The Excel file consists of 13 spreadsheets that are described
bel ow

The first spreadsheet, |abeled “Instructions,” contains
instructions for using the Excel tenplate. Please reviewthis
spreadsheet carefully, as it provides specific guidance for
calculating projected entitlenments and required | ocal matches.
Once you have finished reading this spreadsheet, click on the
button marked “Click here to continue” to proceed to other
spreadsheets in the file.

The second spreadsheet, |abeled “State & Local Funds Worksheet,”
contains the spreadsheet that is used to cal cul ate projected
state entitlenents and required |ocal matches to state funds for
fiscal years 2007 and 2008:

1. Select your division using the drop-down box | ocated at
the top of the sheet | abeled "State & Local Funds
Wor ksheet.” A box will appear that notifies you that the
file will automatically be saved to the follow ng | ocation
on your conputer's hard drive:

C. \ DOE_DATA\ General Assenbly 2007\2007 Cenera
Assenbl y Adopted Anmendnents. x|l s

2. Next, 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 sel ect the correct division using
t he dr op- down box.

3. After you have confirned your division selection, you wl|l
be pronpted with a formthat provides you with DOE s
current FY 2007 and FY 2008 March 31 ADM proj ections and
you nmay either select the "Use DOE' s Projected ADM
button, or if you want to use your own ADM projecti ons,
select the "Use Local Projected ADM' button and follow the
instructions as presented. Please note that changi ng ADM
in the calculation tenplate only changes the estimated
funding for accounts that are funded on the basis of ADM
Also note that, for each fiscal year, the paynent of sem -
nmont hly SOQ entitlenments and ot her accounts paid on the
basis of ADM are based only on DCE projections of division
March 31 ADM pending the recal cul ation of final
entitlements based on actual March 31 ADM at the end of
each fiscal year.
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The third spreadsheet, |abeled “Budget Variables,” provides an
overview of certain budget variables used in the cal cul ation of
state entitlenents and required | ocal matches. Per pupi

anounts, fringe benefit rates, enrollnent projections for
Renedi al Summer School and English as a Second Language,
conpensati on suppl enent equi val ency tables, funded sal aries, and
cost of conpeting adjustnment (COCA) rates are included in this
spreadsheet for your infornmation.

The fourth spreadsheet, |abeled “Required Local Effort,”

sumari zes the division's projected required |local effort for
the Standards of Quality progranms in fiscal years 2007 and 2008.
No data entry is required as this sheet uses the data fromthe
“State and Local Funds Wrksheet” to cal cul ate required | ocal
effort.

Pl ease note that the hold harm ess sales tax paynent included in
t he amended budgets, as well as increases in Enrollnment Loss and
Suppl enental Basic Aid, are treated as a credit that is deducted
from each school division's projected required local effort for
SOQ prograns in fiscal year 2007 only. This credit toward
nmeeting required | ocal effort in fiscal year 2007 is included in
this worksheet, and is deducted fromthe cal cul ated required

| ocal effort total. The value of the credit is updated for
budget actions contained in the House and Senate anended 2006-
2008 budget s.

Pl ease al so note that the “Hold Harm ess Sales Tax Credit (FY
2007 Only)” anmpbunt shown on line 25 of this spreadsheet

i ncorporates the anmended sales tax estinates into the
calculation of the credit. School divisions should recognize
that this credit attributed to the calculation of required | ocal
effort may affect whether or not the division will neet required
| ocal effort in fiscal year 2007.

The fifth spreadsheet, | abeled “Budgeted Local Operational

Exp.,” is a tenplate that school divisions can use to estimate
required | ocal expenditures for the SOQ for fiscal years 2007
and 2008. This formis intended for planning purposes only, and
does not take the place of the required reporting to the
departnent for budgeted or actual required |local effort.

The sixth spreadsheet, |abeled “Hold Harm ess Sal es Tax — FY
07,” details the calculation of the hold harm ess sal es tax.
Thi s spreadsheet displays the original hold harm ess sal es tax
paynent anmount approved in the Governor’s Budget as of Decenber
15, 2006, as well as the increnmental change(s) in this paynent
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resulting fromthe change(s) to the fiscal year 2007 sal es tax
estimate. Please note that the hold harnl ess sal es tax paynents
for fiscal year 2007 are not final and may change based on
actual state sales tax receipts for fiscal year 2007 as
finalized in June 2007.

The seventh spreadsheet, |abeled “Basic Aid,” displays the

i nstructional and support cost components of the Basic A d per
pupil amounts for each division and the cal culation of the state
and | ocal shares of Basic Aid cost for fiscal years 2007 and
2008.

The ei ghth spreadsheet, |abel ed “Funded Positions,” displays the
funded Basic Aid support positions salary cost, as well as the
funded SOQ i nstructional positions. This information was
frequently requested by individual school divisions, and i s now
included in the calculation tenplate for your information.

The ninth spreadsheet, |abeled “School Nurses,” displays the
division-level detail on the estimted fiscal year 2007 school
nurse support cost funded in Basic Aid. |Item 135, Paragraph
A. 3. b of Chapter 10, 2006 Acts of Assenbly, Special Session
(2006-2008 appropriation act), requires the Departnent of
Education to report annually to school divisions the schoo
nurse support cost funded as part of Basic A d:

“The amount resulting fromthe support cost cal culation for
school nurses shall be specifically identified as such and
reported to school divisions annually. School divisions wll
all ocate these funds for school nurse positions or for
contracted services of health professionals providing health
services.”

This sheet provides the required information on the fiscal year
2007 support cost calculation for school nurses funded as part
of Basic Aid and is cal culated using the ADM forecast used in
the calculation tenplate. Actual school nurse costs funded in
Basic Aid will be based on actual March 31, 2007, ADM

The tenth spreadsheet, |abeled “K-3,” displays the actual fisca
year 2007 and projected fiscal year 2008 school -1 evel
entitlements for the K-3 Cass Size Reduction program Pl ease
note that the cal cul ati ons use base-year Cctober 2004 free |unch
eligibility data. New schools that open during each fiscal year
wi |l be assigned the division-average free lunch eligibility
rate for cal culation purposes in the first year of operation
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only; in subsequent years, the actual school-level eligibility
percentages w || be updated and used.

The el eventh spreadsheet, |abeled “Statew de Totals,” provides
information on total state and | ocal shares of funding for
Direct Aid accounts for all school divisions in fiscal years
2007 and 2008.

The twel fth spreadsheet, |abeled “Account Funding Matrix,”
contains a summary of Direct Ad account information for fisca
years 2007 and 2008. This sheet expl ains which accounts are
based on Fall Menbership or ADM and whi ch accounts require a

| ocal match. There is also information on whether an account is
automatically paid each fiscal year beginning on the July 16
paynment or whether the programrequires an application or
certification prior to paynent.

The thirteenth and final spreadsheet, |abeled “Account Funding
Expl anati ons,” provides information on funding fornmulas for the
SOQ school facilities, incentive, and categorical accounts.

| f you have any questions about this information, please contact
t he Departnent of Education Budget O fice at (804) 225-2025.



