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Introduction and General Instructions

The Annual SchodReport Financi al Section (ASRFIN) pro
public education programs to the Superintendent of Public Instruction, the Governor of Virginia,

the Virginia General Assembly, the United States Department of Education, and tle gener

public. The ASRFIN is used to collect data from 136 school division$@&retional programs

in Virginia. The data is used, in part, to help make future funding decisions both at the state and

at the federal level. This document provides instrustion completing th009-2010

ASRFIN, and is organized into sections that are similar to the layout of the ASRFIN Excel

template.

Statutory Basis and Due Date

Section 22.481, Code of Virginia(Figure 1), requires each schoolidion and regional program

to submit its2009-2010ASRFIN to the Virginia Department of Education $gptember 15,

2010. School divisions and regional prograthatwish to file for an extension (until September
30, 201Q per Section 2281, Code of Viginia) for their 20®-2010ASRFIN mustsubmit a

written requessigned by thelivision superintendent, or designee, to KénDickey, deputy
superintendent fofinanceandoperations prior to the September 15, 2010, deadline. Please note
that email exension requests will not be accepted.

Figure 1. Section 22.481, Code of Virginia
§221-81 Annual report.

Trless for good cause shown an extension of tine not to exceed fifteen days is granted by the Superintendent of Public
Instruction, each school board, with the assistance of the drnsion supermtendent, shall, on or before September 15 of each
year, make a repott covening the worle of the schools for the year ending the preceding June 30 to the Board of Education on
forms suppled by the Supermtendent of Public Instruction.

(Code 1950, § 22-54; 1980, c. 555, 1887, c. 205; 1995, cc. 1581, 452))

General Instructions

The ASRFIN Excel template is protected and designed for data ehryTime template should

not be modified or altered in any way. This includes the template that you download and store
on your hard drive. If you submit an ASRFIN file to the Virginia Department of Education
(department) that has been altered and/or fiealdand this file is identified in the course of the
department 6s revi ew, Ptowi || not be accepted
very important that the template remain protected so as not to change any -drineria

calculations or wiksheet links, as this data is used for a variety of purposes, including the
Superintendent 6 s A nStandartds offQegity (SOQ) fureding, Geinaray) i ni a
Assembly reports, and some federal funding calculations. If an altered template isexytbutt

not identified by the department during its review process, and funding to a division or regional
program is reduced because of the alteration, the department may not be able to correct the
funding deficiency.
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All divisions and regional programisicluding jointly-operated regional programs and divisions,

are required to submit200-2010Annual School Report Financial Section (ASRFIN).

Instructions for completing the ASRFIN are provided in this manual, as well as in the ASRFIN
Exceltemplateg e | f . Attachment B to the Superintend:eé
and clarifications to th20032010ASRFIN Excel template, which are also included in this

manual. Please read all of the instructions in this manual, as well as those proviged in t

ASRFIN Excel template and other attachments, to ensure the accuracy 20962010

ASRFI N submission. The ASRRDO0R20i0AmtarSehodl i ons m
Report Fi nanc2008201088RFi dbinpoasr wa2Dl®Moa s B@®Aios c a l
The20092010ASRFIN corresponds to ti#10fiscal year (i.e., July 22009 to June 302010.

The ASRFIN Excel template has been enhanced to make data entry easier for those completing

an ASRFIN for a regional program. For example, egfare data will only be accepted in

expenditure programs that correspond to the primary educational program of the regional
program (i .e., HAspecial, 06 Avocational, 0 or #dg
cell s on t he nhAtd bedookedewstiothe waeptios df evenue source codes

410405 (VPSA) and 250000 (Benefits from Other State Agencies). Edit checks have also been
updated to recognize certain unique financial arrangements of regional programs. These
enhancements shiobease some of the data entry requirements.

Modified Accrual Basis of Accounting

The modified accrual basis of accounting is required for compiling the ASRFIN. The school
operating fund and any separate funds established targdoo revenues and expenditures, for
purposes such as school food, textbooks, debt service, construction, and federal programs, are
considered to be government funds and should use the modified accrual basis of accounting for
financial reporting in accdance with generally accepted accounting principles as promulgated
by the Governmental Accounting Standards Board (GASB).

The modified accrual basis of accounting requires the recognition of certain revenue (e.g., fringe
benefits, federal grants) wherbecomes measurable and available to meet the operational needs
of the current period. Therefore, for financial reporting purposes, revenue under certain
programs will be recognized prior to being received in cash20882010ASRFIN should

include amouts that are owed if services or goods were received by Ju2@B0D even if

payments were not made until after JuneZB1,Q0 This includes amounts that will be paid to
teachers and other personnel during sunzféfagainst active contracts for ta809-2010

school year. Examples of revenue meeting these criteria wouidrbenbursee@xpenditures

incurred under federal programs, state funds allocated to a school division for current operations
not received by June 3201Q and fiscal yeaP010chargedor services rendered by the school
board but for which payments were not received by Jun2@@ Similarly, accrued revenue
receivable, received in fiscal ye2®10but attributable to fiscal ye@011, will be excluded from

this report.

The modifiel accrual basis of accounting, as it relates to expenditures, requires the recognition of
expenditures in the accounting period in which the fund liability is incurred, if measurable.

5
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Expenditures are generally recognized when an event or transactipedsesl to draw on
current expendable resources.

ASRFIN Excel Template

All divisions and regional programs, including Regional Academic Year Governor's Schools,
Regional Special Education programs, Regional Vocational Educatigrapns, and Regional

Alternative Education programs, are required to submi2@@8-2010ASRFIN using the Excel

templ at e. See Attachment A to the Superinten
how to download the Excel template.

The ASRFIN Terplate was written using Excel 2003. However, there are some school divisions
that use Excel 2007. The opening of the template is slightly different depending on the Excel
version and the setp of that version. Directions for opening the template aseribeed for both
versions below.

For Excel 2003 Users:

When the ASRFIN Excel template is opened, Excel should prompt you with an option to

ADi sable Macroso or to fAEnable Macroso; you m
the template properlylf you get an error message like the one in Figure 2 below, then you either
disabled the macros or you need to change the security setting in your Excel program.

|l f you are not prompted with the ADiIi sabl ed or
may be set too high. To change your security level, first close the ASRFIN Excel template.

While stildl in Excel, from the menu bar, clic
You will see three options for security level. Choose the optianb el ed fA Medi umo an
click on AOK. 0 Once you have successfully <c¢h
Excel template again and you should see the o
Figure 2. Macros Disabled Error Messge
Microsoft Yisual Basic x|
The macras in this project are disabled, Please refer to the online help or documentation
af the hiost application to determine how ko enable macros,
Help |

For Excel 2007Users
When opening an Excel 2003 file with Excel 20
Il n this mode, you are not prompted to AEnabl e
workbook, itopensonth@l mport ant Remi nderso worksheet. /
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Remi nder so, scrol | to the b @%2010Anaual SthbokE page
Reporto button. | f a message box similar the
saving tle spreadsheet and configure the macro security by doing the following:
Figure 2a. Macro Disabled Messag&xcel 2007
Microsoft Office Excel
3 Cannot run the macro "Latest - astfin03. xls'IBEGIN'. The macro may not be available in this workbook ar all macras may be disabled.
1. Sel ect the @aOff i c ehardloornerofithé Exceh20Q7 viedow.p per |
2. Atthe bottomofte wi ndow t hat appears, select the
3.0n the AExcel Optionso window, select the
the left of the page.
4. Then, select the ATrust Center Settingseéao
5.1 n theefiTereust wCndow, sel ect fiMacro Settin
6. Under the fAMacro Settingso section select
7. Sel ect NOKO to close the ATrust Centero w

Optionso window.
8. Open the ASRFIN Excel meplate and begin entering your data.

Once Excel 2007 is properly setup the template works the same as it did in Excel 2003.

Entering and Editing Data

When you edit data in the ASRFIN Excel template, it is imperative thalgaut cut and paste
information in any of the worksheets or between the various worksheetsng and pasting

information may break links and codes used to compile revenue and expenditure data.

Should financial information be inadvertently cut or pastetthé ASRFIN Excel template, click

on AEdito at the top of the Excel workbook an
to Aundod any cut and paste actions, then it
from t he dVehpage admeemer Yo data.

The ASRFIN Excel template limits the cells into which data may be entered depending on the
worksheet. Excel will provide an error message (as shown in Figure 3 below) if data entry is
attempted in a cell that is locked. Cells ie tkvenue and expenditure sections may be left
blank if there is no data to enter. However, there are several worksheets that require entries
(zeros included) in all cells (primarily in Schedules A through J). The ASRFIN Excel template
will direct you tomake these entries as necessary.

7
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Figure 3. Protected Cell Error Message

Microsoft Excel

The cell or chart vou are trying to change is protected and therefore read-only,

& To modify a protected cell or chart, first remove protection using the Unprotect Sheet
command (Toals menu, Protection submenu). You may be prompted for a password.

An error message will appear if an invalid data entry is made (as shown in Figure 4 below).
Invalid data entries include eniteg letters and otherorumeric characters when numeric
characters are required. Certain errors will prevent data entry from continuing. Exceptions to
this rule will be addressed in individual worksheets.

Figure 4. Invalid Format Error Message

x|

Q Enter the &mount in Dollars and Cents,
; Cancel |

When required, summing of entries is performed automatically by formula in the ASRFIN Excel
template. All of the navigation keys normally available in Excel are fully functional allowing
movement around theosksheets in the usual fashion.

ASRFIN Code Structure

A completed and submitted ASRFIN must report expenditures and revenues using valid account
code combinations. The ASRFIN Excel template provides all acceptable code combinatio

The complete code structure and corresponding descriptions, from major classifications to cost
centers, are included in Attachment D to the
guestions concerning the proper classification of arevenue orexpensc ont act t he der
budget office at (804) 228025.

Important Reminders Worksheet
The Al mportant Reminderso worksheet is displa
provides important information regarding 2@92010ASRFIN submission, including

instructions for contacting the department. The worksheet also contains a button to begin the
20092010ASRFIN (Figure 5).

8
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To begin, c¢|2008R010AMmnulaeé BEhamot Reporto button.
you to the AContact I nformationod worksheet.

I nf ormati ono w@o%2810krernyalt hchddlarReport o butt c
available; instead a navigation menu will be displayed.

Figure5.il mport ant Reminder so Worksheet

program(s) is reduced because of this alteration, the deparment may not be able to correct the funding deficiency.

To begin the 2009-2010 Annual School Report, click on the button below.

Start 2009-2010 Annual School Report

This button will begin the
2009-2010 ASRFIN Excel template.

Contact Information Worksheet

The AContact Informationo worksheet is the st
or regional program so that specific infation regarding your division or regional program can

be loaded into your ASRFIN Excel template. The worksheet also is used to provide information

to the department on the person or persons responsible for complet?@p&010ASRFIN.

All messages othe status of your ASRFIN submission will benailed to the email address

required at the very bottom of the worksheet.

First, select your division or regional program name using thedivom box provided at the top
left-hand corner of the worksheet shown in Figure 6 below. After you have chosen a division

or regional program, you will be asked to confirm your selection. Once you have confirmed that
the correct division or regional program has been selegdedshould save thiemplate to your
computer with dile name that is meaningful to you. In the past, the template automatically
saved and named tlcel template for you. Because of differences between versions of Excel
in the user community, we can no longer offer this functionality.

Seond, after the file has been saved, enter t
worksheet following the formatting guidance provided within the worksheet for each individual

cell. Remember that you are required to provide-arag addres at the bottom of this

worksheet. All status messages from the department wilnbailed to this address after the

submission of the0032010ASRFIN.

Lastly, you will need to select the Al mportan
your i nformation in the fAContact I nformationo
navigation menu, which will provide you with a choice on how to navigate through the ASRFIN

Excel template.

9
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Figure 6. fnGotntoancot Wonrfkosrh e et

| <seLecT orvision: =l
iwizion ! Regional Program Mame: Division!Program Mumbser:

Pleaze enter 3 single last name These cellz are preformatted. Please enter
anly. entire number withaut uzing spaces of

additional characters. Example:
Do wok include 3 middle name or middle initial. [

D ro p—d own D not inhd 2 cffc such 8042252025

Do mok include 3 prefix such az "Or", "R, "Mrs", or "Mz" Do Hot Include 3 =17 in frost of your

BOX Do sot include hyphens " area code.

Flaaze enter pour First name only.

First Name: Last Name: Phone Number: Faz Number: E-Mail Address:

Provide the e-mail address to which the status report on your tezt file submission over the web should
be sent. REQUIRED

Navigating the ASRFIN Excel Template

After completion of the fAContact Informati on
Remi nder so worksheet. Thi sywwithlamdnea all wi | | b
worksheets provided to your division or regional program in the ASRFIN Excel template (see
Figure 7 below). This menu will be different depending on whether you are completing the
ASRFIN for a division or a regional program. Otitye supplemental schedules that apply to the
division or regional program will be available and will require completion.

The menu enables you to move easily between the worksheets of the workbook by clicking on
the worksheet name within the list (thisjuéres a single click of the left mouse button). This
will display only two worksheets at a ti me:
navigation menu, and the specific worksheet you selected. You may either navigate through the
workbook usinghis menu or choose to view all worksheets.

|l f you prefer to view all worksheets instead
Sheetso button that appears to the right of t
hidden and you navigathrough the workbook by selecting the worksheet tabs that appear at the

bottom of the screen. You may switch navigat
Menuo or AiShow Al | Sheetsodo buttons on the Al m
10
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Figure 7. Navigation Menu Navigation
20082010 ANNUAL SCHODL FEFORT = options.
CONTACT INFORMATION
FEVENUES

State Funds Worksheet

Federal Funds Warksheet
Other Payments Worksheet
Orther State Carry-Fud Whsheet
Other Funds Work sheet

CLASSROOM INSTRUCTION (ELEMENT AR - Elementany 6100 3
CLASSROOM INSTRUCTION [SECONDARY) - Secondary E100 b, Show Menu
CLASSROOM INSTRUCTION [DISTRICT WIDE) - District 61100
ELEMENTARY GUIDAMCE SERVICES - Elementary G1210
SECONDARY GUIDANCE SERVICES - Secondary 51210 {7 Shaw Al Shests

SCHOOL SOCIAL WORKER SERVICES [ELEMENTARY] - Elementary 61220 \/
SCHOOL SOCIAL WORKER SERVICES [SECOMDARY] - Secondary E1220

HOMEEDUND INSTRUCTION [ELEMENTARY) - Elementary 61230 Check to highlight expenditure
HOMEEDUND INSTRUCTION (SECOMDARY] - Secondary £1230 ;

IMPROVEMENT OF INSTRUCTION [ELEMENTARY) - Elementary G110 Ocelstnat do NOT contribute

IMPROVEMENT OF INSTRUCTION [SECONDARY] - Secandary B1310 toward Required Local Effort.

IMPROYEMENT OF INSTRUCTION (DISTRICT WIDE] - District 61310

IMEDIA SEFRVICES ([ELEMENTAR'Y] - Elermentary 61320

MEDIA SERYICES [(SECOMNDARY) - Secondary 1320
OFFICE OF THE PRIMCIFAL [ELEMENT AR - Elementary E1410

OFFICE OF THE PRINCIPAL [SECONDARY] - Secondany 6410 Hi g hli g ht
ADMINISTRATION [DISTRICT WIDE] - District 62100 .
ATTEMDAMCE AND HEALTH [DISTRICT WIDE] - District 62200 Ex pen ditures

PUFIL TRANSPORTATION [DISTRICT WIDE] - District 63000

OFERATION AMD MAIMTEMANCE [DISTRICT WIDE] - District 4000
SCHOOL FOOD SERVICES AMD OTHER MOM-INSTR. OPERATIONS [DISTRICT WIDE] - District E5000
FACILITIES [DISTRICT WIDE) - District 88000

DEET SERVICE AMD FUND TRANSFERS [DISTRICT WIDE) - District 67000
TECHMOLOGY [DISTRICT WIDE) - District 62000

COMTINGENCY RESERVE [DISTRICT WIDE] - District 63000
RECAFITULATION

ELEMENTARY FTE POSITIONS

SECONDARY FTE POSITIONS

DISTRICT FTE POSITIONS

SPECIAL EDUCATION - SCHEDULES A &E

SCHOOL NURSE - SCHEDULE C

HEALTH CARE - SCHEDULE D

REGUIRED LOCAL EFFORT - SCHEDULEE

REGUIRED LOCAL MATCH - SCHEDULEE.2
CAPITAL EXPEMDITURES - SCHEDULE G
TEXTEOOK SURVEY - SCHEDULE H
SALARY SURVEY - SCHEDULE|
BREAKOUT TECHFTE s - SCHEDULE J
TAELE 16 - SCHEDULE K

ARRAEXP. - SCHEDL

Revenue Worksheets

The revenue worksheets are provided for reporting state, federal, local, and other revenues

received during fiscal ye®01Q Th e fi Re Vv e n u e srganixed by kegehue sotircei s o0
type (i.e., state, federal, etc.) and by revenue source code and revenue source code description.
Please pay close attention to the revenue section f@00®2010ASRFIN, as some revenue

source codes have been added, deletegtvised since th2008-2000 ASRFIN. Attachment B

to the Superintendentés Memorandum highlights

Revenue Reports

To assist you in completing the ASRFIN revenue section, the department provides the following
ASRFIN reports at
http://www.doe.virginia.gov/info_management/data_collection/finance/annual_school_report/ind
ex.shtmi

e Cash Basis Locality Ledger
The cash basis locality ledg@attps://plpe.doe.virginia.gov/EDI_LL _Repotists all
cash receipts paid by the Department of Education to divisions.

11
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e ASRFIN Report Number 1.  Adjusted Locality Ledger
The adjusted locality ledger has been modified for Basic Aidoéyear adjustments,
fringe benefit accruals, and for the ementh accrual for the one percent and-eighth
percent sales tax. The amounts listed in the adjusted reparitareatically loaded into
the revenues worksheet of the ASRFIN Excel template when a division is selected in the
"Contact Information” worksheet of the ASRFIN Excel template.

e ASRFIN Report Number 2:  Sales Tax Reports

2a. FY 2010Sales Tax- Cash Basis
The cash basis sales tax reporirigall cash receipts of sales tax paid by the
Department of Accounts to divisions during fiscal y2a@tOcan be generated at the
following Website: https://pPe.doe.virginia.gov/EDI_LL_Report/

2b. FY 2010Sales Tax- One-Month Accrual
The onemonth accrual sales tax report lists sales tax based on the month of deposit
in the state treasury. Sales tax is deposited in the state treasury one month prior to
its payment to divisions. The amounts listed in the-moath accrual report are
automatically loaded into the revenue worksheet of the ASRFIN Excel template
when a division is selected in the "Contact Information” worksheet of the ASRFIN
Excel template.

2c. FY 2010Sales Tax- Two-Month Accrual
The twoemonth accrual of sales tax report lists sales tax based on the month of sale.
The month of sale is two months prior to its payment to divisions. Thentwdh
accrual report is provided for those divisionattbhoose to use the tvmoonth
accrual reporting method. The State Retail Sales and Use Tax section of this
document provides details on this methddhis information should be available
from the locality ledgerhttps://plpe.doe.virginia.gov/EDI_LL Repgrby mid
August

e ASRFIN Report Number 3:  End-of-Year Basic Aid Adjustments
The Basic Aid report reflects reductions to a division's Basic Aid payment where
overpayments were made in othec@mts during the fiscal year. The report also
reflects deductions for payments made on behalf of the division by the department so that
a final cash payment amount for Basic Aid can be shown. The adjusted Basic Aid
amount, the amount prior to the dedos made for payments on behalf of the division,
is automatically loaded into the revenues worksheet of the ASRFIN Excel template when
a division is selected in the "Contact Information” worksheet of the ASRFIN Excel
template.

Pre-loaded Revenues
Fiscal yea”010state and federal revenues that are reported on your division's Adjusted Locality
Ledger (ASRFIN Report Number 2) will automatically load to the revenue source code lines in

the ARevenuesoO wor ksteneplate. Iratiditibnhtiee fisksd yREWW &hd E x ¢ e |
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of-year balances reported on the fiscal y#PB ASRFIN will also be prdoaded to the fiscal
year2010beginningof-y e ar bal ances section of the AReven:l
minimizes the ned to make manual entries of revenue data into the template.

Please compare the amounts that appear on the template with the ASRFIN reports mentioned
above. You may change the state and federdbaed amounts if there is a difference, but you

will be required to provide an explanation for any changes you make to theapesl state

funds and carrjorward balances. Your explanations can be amended at any time by selecting

the button that appears at the top of the fRe

Figure 8. View/Edit Change Explanations

View/Edit Change \ Revenues
Explanations | |

Button to view

. A FROM STATE S0Q:
or mOdlfy 240308|Sales Tax Receipts - One Percent (1%} 0.00
240312 |Sales Tax Receipts - One-Eigth Percent (1/8 %) 0.00
revenue 40202 |Bazic Aid 0.00
Change 0204|Remedial Summer School 0.00

ocaticnal Education S0Q 0.00
ifted Education S0Q 0.00

021 pecial Education S00Q 0.00
240208 | Prevention, Intervention, and Remediation S0Q 0.00
240309 |Englizh as a Second Language 0.00

explanations.

500 - Fringe Benefits:
223 |Teacher Retirement Instructional 0.00

24
240221 |Social Security Instructional 0.00
240241|Group Life Insurance Instructicnal 0.00
TOTAL FRINGE BENEFIT5: 0.00]

State Retail Sales and Use Tax

The Virginia Auditor of Public Accountsd (APA
either one or two month# sales tax revenues (per GASB 33 and GASB 34). The department
provides data on both the ermeonth and the twaononth accrual amounts for sales tax for both

the one percent and the eaighth percent amounts. The ASRFIN Excel templatepsgload

the one-month accrual state sales tax data for both the one percent and theigité percent

amounts.

Because local school divisions have the option of reporting either th@amié or twemonth

accrual, if you choose to use the tionth accrual method foeporting your state sales tax, use

the sales tax report (FX010Sales Tax Two-Month Accrual) noted above. Enter the amount

of sales tax receipts under the corresponding revenue source code. You will also need to update
the explanation section for theerevenue sources to indicate the use of theraath accrual

method.

State Revenues

State revenues are reported on theE fhRevenueso
sections are as follows:
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Section A:  State funds fran Standards of Quality (SOQ) accounts
SectionB:  State funds from state incentivebasedaccounts.
SectionC:  State funds from state categorical accounts.
SectionD:  State funds from lottery funded accounts.

SectionE:  State funds from other accounts.

Any state revenue that does not have a revenue source code assigned in sections & through

must be reported under revenue source code 24
E. To add revenues to this revenue source code you must providethé detan t he A St at ¢
Wor ksheet . o You can access this sheet direct
AShow Sheet o button on the revenue source cod
t he navigation menu rosm twoe kislhmpear.t ant Remi nde

On the AState Funds Worksheeto you should ent
description column (column C) and the amount of the revenue in the amount column (column

D). Please enter a detailed description of the revenue. Eillcalitematically sum the amounts
entered in column D of the worksheet and wil/|l
Funds, 0 on the ARevenueso worksheet. To retu
Funds Worksheetl @dabsleé¢dcfiRether bhatltowanat ed t o t he
You can also return to the ARevenueso wor kshe
however, if you are navigating the ASRFIN Excel template using the navigation menu, selecting

t he efinRbeevs 0 t ab wi | | |l eave the fAState Funds Wor
navigation menu.

Pl ease note that a regional programb6s fiscal
passed on to the regional program using the approprié¢ereteenue source code and that the

regional program should record the passedugh revenue using revenue source code 1901020,

AOt her Paymentosnybrrdom. AnofThes @il l avoid dupl:i
recognizing state revenue aftehas been paid from the state directly and then as recognizing it

as local revenue after it has been passed from the fiscal agent to the regional program. This
reporting practice applies only to the state share of revenue. Any other revenue, suehues rev

for | ocal mat ches, should be recorded using 1

Reimbursement received through the Department of Medical Assistance Services (DMAS) for

Medicaid expenditures should be reported under revenue source c6d6 260 f Benef i t s f
Ot her State Agencies. 0

Federal Revenues

Feder al revenues are reported dand®& ke " Revenue
sections are as follows:

e SectionF: Federal funds that are paid through the Depament of Education.
e SectionG: Federal funds that are paid directly to the division or regional
program.
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You do not need to provide an explanation of changes made to federal revenues that are paid
through the department and goaded in your ASRFIN Ex¢¢emplate.

Any federal revenue that is not detailed in sectbosGmu st be reported wunder
Feder al Funds, 0 | o ¢laToadl reeehuestdittas ceda ybu roust prevede t i o n
0

the detail on t he 0iF ecdneaccask thiFsheetddsectiWioomikhe he et .
ARevenueso worksheet by selecting the fiShow S
AOt her Feder al Funds, o or from the navigati on

On the fAFeder al uBhoudesterivodedcriptior e thedrevgnae in the

description column (column C) and the amount of the revenue in the amount column (column

D). Please enter a detailed description of the revenue. Excel will automatically sum the amounts
enteredincoomn D of the worksheet and will transfer
Funds, 0 on the fiRevenuesod worksheet. To retu
Funds Worksheet, o select the but tnoontcolanimel ed
You can also return to the fiRevenueso wor kshe
however, if you are navigating the ASRFIN Excel template using the navigation menu, selecting
the ARevenueso tab wil lhdetads eau diel dlFlead euratli IF uy
navigation menu.

When entering the detailed description of the revenue, please incluQattieg of Federal

Domestic Assistance (CFDApumber of the federal funds, if possible. The number can be

found at the fdbwing Website: https://www.cfda.gov/ URirdl ®rogradd, a search e
provides various ways to locate the CFDA number for federal grants. The CFDA number allows

for proper reporting of federal grant fundghe United States Department of Education. The

CFDA numbers are displayed in the ASRFIN Excel template without the decimal; however, the
decimal is necessary when using the search engine.

Feder al Revenue CFDA number 10569, 0 AChswtl d nb d
by those divisions that receive the value of the food in cash in the CLOC (Cash in Lieu of
Commodities) programSchool divisions should not report the value of the commodities

receivedpnly cash receiveds this would incorrectly ftate the revenue of the school nutrition

program. Divisions approved by the Virginia Department of Agriculture and Consumer Services
(VDACS) for this program are the only divisions that should report revenues under this account.

No other divisions or ggonal programs should use this revenue source.

Local Revenues
Local revenues are those revenues that are collected from the citizens of the locality and from
governmental and nongovernmental entities both within and outsidettbel slistrict. These

revenues include such sources as property taxes, tuition, interest income, and debt proceeds.

Local revenues are reported onHthrdughK.iTReevenueso
sections are as follows:
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e SectionH: Local fundsfrom the city or county.
e Sectionl: Local funds from district funds.
e Sectiond: Local funds from other funds.
[ ]

SectionK: Local funds from loans, bonds, and investments.

SectionH is for revenue from the appropriation by a local governmental unit othettiba
school division. The school division is not the final authority, within legal limits, in determining
the amount of money to be received, and the money is raised by taxes or other means.

Sectionl is for revenues received from charges levied byst®ol district to finance services
performed for the common benefit.

SectionJis for other revenue from local sources not classified in sedtliphsor K. Any local

revenue that is not detailed in sectiththroughK must be reported under 19010800t h e r
Payments from Anot her Count y JoToadG@ilevteyesdotHisoc at e
code you must provide the detail on the AOthe
directly from the fAReverSlheosw Swmerek Oh deaitt t oyn ol
line for 1901020, fAOther Payments from Anothe
on the Al mportant Reminderso worksheet.

On the AOther Payments Worksheeto you shoul d
description column (column C) and the amount of the revenue in the amount column (column

D). Please enter a detailed description of the revenue. Excel will automatically sum the amounts
entered in column D of the worksheet and will transfer the totaliton e 1901020, @Ot he
Payments from Another County or City, o0 on the

ARevenueso worksheet from the fAOther Payments
located to the right of the amount column. Youcanmlsot ur n t o t he fiRevenue:
clicking on the fARevenueso worksheet tab; how
template using the navigation menu, selecting
Payment s Wor ks he egobackte the navagdtibnenermnt i | y ou

In addition, feginning in the fiscal year 20 A6RFIN template revenues reported under
1899120, AOther Funds, 0 require a detailed de
Wor ksheet . 0 Thi s wocalkishleieng cam thltee aftSlecw eSh de

revenue |l ine for 1899120 and functions in the
Pl ease provide a detailed breakout and descri
Funds. o matically sum thé dmoumts entered in column D of this worksheet and

transfer the total to Iline 1899120, AOther Fu

Please note again that school divisions serving as the fiscal agents for regional programs should
reportany state funds that will be passed on to regional programs using the appropriate state
revenue source code and that the regional program should record thetpessghl revenue

using revenue source code 1901020y.®Ot Adi sPay
avoid duplication of state funds by recognizing state revenue after it has been paid from the state
directly and then as recognizing it as local revenue after it has been passed from the fiscal agent

16

20092010 Annual School Report Financial Section Instruction Manual



Attachment C to Memo Nd.81-10
July 30, 2010

to the regional program. This reportipgactice applies only to the state share of revenue. Any
ot her revenue, including revenue for | ocal
from Another County or City. o

SectionK is for revenue from shoeterm and longerm investments, intest revenue on
investments, and revenue from other financing sources. For financial reporting purposes,
Governmental Accounting Standards Board (GASB) Statement 31 requires that all investment
income be reported as revenue in the operating statement.

School construction loans from the Literary Fund or the Virginia Public School Authority

(VPSA) should be reported as local revenue since they are considered debt of the locality. You
should report all VPSA and Literary Fund loan revenue in source codé8xiand 4104020.

If you received a Literary Fund Subsidy loan, only the subsidy portion, or the grant portion that
is not paid back to the state, of the loan should be reported in revenue source code 410406 as
state revenue. On Schedule G, do not regapital expenditures paid from VPSA or Literary

Fund revenue as state revenue. This will cause your Required Local Effort (RLE) in Schedule E
to be reported incorrectly.

School Activity Funds are not currently included in the definitiofigh u b | s¢ t de po as
defined in the Security for Public Deposits Act. As such, they should not be included in any
funds reported on the ASRFIN.

Revenue Recapitulation

The recapitulation section at tzdsthe data proviodd

t h
in the ARevenueso worksheet, as wel | as the

ma

e

n

Wor ks heéeet At her Fuamdds tWoer kisOt eheetr, 0Pay ment s Wor |

recapitulation is automatically summed by fund sourceti@n the data entered into the revenue
worksheets.

The revenue recapitulation requires detail to be broken out into two sections. The first section is

the fABal ances at Begi nni ng-loaded withefiacal gpea2608 ct i on .

endof-year balances reported on 2@038-2000 ASRFIN. These amounts may be changed,;
however, a detailed explanation of the change will be required. Formaery of state funds

from state agencies other than the Department of Education, please repddrthation on the

AOt her SEFwd eWKCahegt. 0 You can access this
wor ksheet by selecting t h evd SdateoFundsSrore &tdted b u t

s h
t o

Agencies other than t he Detlpeaavigate ménuoanfthe Educat i

Al mportant Remindersodo worksheet.

On the AOt hewd SWlks leed&€tad ryou need to enter t
description column (column C) and the amount of the revenue in the amount column (column

D). Pleas enter a detailed description of the revenue. Excel will automatically sum the amounts
entered in column D of the wor kheeHate Fandsd wi

h e

from State Agencies other t hanthehef RDeevpearr ut ensedn t
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To retu fResFavmu Nk s hweert
[

o the K
button ed AReturno | ocated t
i 0 t

t

r t
e a I i

evenueso Wwo eshees obwockshkbé&engt ab;
g the ASRFIN Excel template using
e t heF widOtWkesrh eSttaot ea vGairlraypl e unti |l you

D
(0]
o
h

Any state revenuesat are paid directly to a governmental entity and then appropriated to a
division or regional program should be recorded in Section | as local funds from the city or
county. This will avoid duplication of state funds by recognizing state revenuet afisrbeen

paid from the state directly to a governmental entity, as local revenue. An example is state
revenue paid to a county government: it is initially considered state revenue, but when the county
government appropriates the funds to a school dwigiis considered local revenue received

from the county.

The second section is-FohwaiBe@ahanogsof s¥e&arf o
balances provides detail for some of the balances reported in the "Balances at Beginning of

Year" setion. This section is provided for reporting only those begingaay balances for state

funds that divisions are authorized to cdogward, per the Appropriations Act, or the local

share of a matching requirement. Otherwise, pursuant to sectich@2 Qode of Virginia

(Figure 9), unspent state revenue balances must be returned to the general fund of the
Commonwealth. Unless specifically requested in this section, locatfcawsrd funds do not

need to be itemized.

Figure 9. Section 22.4100, Code of Virginia
5 22.1-100. Thexpended school and educational fiunds.

Al sums of meney dertved from the Commeonwealth which are unexpended m any year m any school drvsion shall revert to
the fund of the Commotwealth from which derived unless the Board of Education directs otherwize. All sums derived firom
local funds unexpended m any vear shall remain a part of the funds of the governing body appropriating the funds for use the
next vear, but ne local funds shall be subject to redrrsion outside of the locality i which they were raized.

(Code 1950, § 22-138; 1956, Ex. Sess, c. 67; 1980, c. 5558

Expenditures Worksheets

The worksheets titled AEl ementary 611000 thro
expenditure worksheets. Enter expenditurewamsusing valid account code combinations

under the appropriate expenditure categories and the template will automatically calculate row

and column totals in all of these worksheets.
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General Expenditure Instructions

e Elementary and Secondary
Kindergarten through g de seven (
c

ot 0
»w O

ra 7) is
through grade twelve (12) is considered
based on the definition of elementary as grad@saRd secondary asagles 812.

e American Recovery and Reinvestment Acof 2009(ARRA) Expenditures

New expenditure cells have been created on the expenditure sheets of 20 2D09

ASRFIN for divisions to enter expenditures by function and object code for ARRA grants
excluding Title | ARRA and separately for Title | ARRA expenditures for the year.

These expenditures will be used in Schedule L to calculate several expenditure items

required by the U.S. Department of Education (USED). Divisions are to enter all ARRA
expendiuresexceptARRA Title | and ARRA Title V, Part A, in the column labeled
AExpenditures from ARRA Funds Excluding AR
and then the ARRA Title | expenditures sep
Titl e 1 Fubiwbsisns shoukdlinaludeall ARRA expenditures in their total
expenditures when completing the expenditure sheets, as the ARRA expenditure columns

are a subset of the total expenditures in order to meet specific federal reporting

requirements. These ganditures will be reported to and used by the USED National

Center for Education Statistics (NCER) part ok t a federal deporting requirements

with respect to ARRA funds.

Please note that no Virginia LEA received ARRA Title V, Part A funding cafigear
2010.

e Please note: the expenditures you enter into the ARRA section of the expenditure sheets
are subsets of your entire expenditures and are not used elsewhere in the ASRFIN
template for calculations except on Schedule L. Divisions sladsideport the ARRA
expenditures as part of their total expenditures.

e Part-time Personnel
Combine the salary and wage expenditures offpag personnel with those of fttiime
personnel and include these expenditures on the object code line with thaiapprop
regular salary and wage object code. Calculate the corresponding po#i&iTBfor
parttime personnel and include this with the other FTEs under the appropriate object
codes on the FTE positions worksheets.

e Premium Payments for Retirees Paid byschool Division or Regional Program
Expenditures for retired employees who pay the school division as a fiscal agent on their
behalf in a relationship with a benefits provider should not be included in expenditure
reporting. If the school division is &g as a fiscal agent on behalf of a retiree, then
t hese expendtithuroaugy haor @ oa tihppasdhsenef i ts provi
included under the 2000 Object Code series
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the premium payment is passédough the school division to the benefits provider, do
not report this payment as part of division expenditures.

e Funds Associated with Seunded Insurance Plans
A number of divisions have developed delfided insurance plans, for which the
division cdlects the employee share of premiums and uses these funds, together with the
employer portion, to make payments to an insurance provider for administrative and
claims expenditures. Because funds of this nature are handled -disrpagh funds,
revenuesexpenditures and balances related tofsglfied insurance plans should not be
reported on the ASRFIN.

e Object Code 2750, ARRetiree Health Care Cre
Divisions and regional programs are required to report expenditures for the Retiree
Health Care Credit ien reporting VRS Retirement Benefit expenditures. The ASRFIN
Excel template contains data entry checks, where necessary, and will prompt divisions to
include Retiree Health Care Credit expenditures when appropriate.

e Object Code 2800,i i®odbher Fringe Benef
Include annual and sick leave payments for personnel who terminate employment. Also,
report pension/retirement plans that are specific to your locality, beyond VRS, that the
division pays, as well as leave and contract payoutssiits/under this gbct code in the
appropriate functionsTeacher housing allowances or homeownership grant expenditures
may be reported under object code 2800; do NOT record these expenditures under any
ASal aries and WagesoO object codes.

e Career and Technical Education Pgments
The Career and Technical Education (CTE) paymentisical year2010 were paid to
each school division rather than solely the fiscal agent, as has been the procedure in past
years. Divisions who received the CTE payments should record the triantfe
regional program as a fund transfer to regional CTE programs in function 67300 (Inter
agency Fund Transfer) and object 9730 (Fund TransfReggional Career & Technical
Center).

e Leases
Payments for operating leases should be treated diffetbatlypayments for capitalized
leases such as with a lega&rchase agreement. Operating lease payments should be
coded under object code 5400, fALeases and
activity category. Capitalized lease payments for lpasehase agreements should be
coded under function 67000, object code 92
Lease/ Purchase. o

e Expenditures from Other Funds
All funds controlled by the local school board must be reported a20d@2010
ASRFIN including textbok funds, lottery, and school construction escrow funds, school
food funds, etc., regardless of how these funds are accounted for at the local level.
Expenditures for goods or services that originated from these other funds should be
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reported among the apgpriate functions and object codes. For example, if funds from
the divisionbs textbook fund were used to
recorded in object code 6020, ATextbooks, o

The transfers to and from tleesther funds can be recorded in the transfer section as long
as revenues are not inflated to match transfer expenditure® balance the ASRFIN

Excel template. Please note that irdgency transfers do not have to be recorded if they
cause the ASRFIN nao balance without inflating ASRFIN revenues. However, if such
transfers are not recorded, they will need to be noted as a reconciliation item when the
ASRFIN and Auditor of Public Accounts (APA) report are compared.

e Expenditure Period
The20092010ASRFIN should include amounts that are owed if services or goods were
received by June 3@01Q even if payments were not made until after Jun230Q
This includes amounts that will be paid to teachers and other personnel during summer
2000 against actie contracts for th20032010s c hool year . Review th
Accrual Basis of Accountingo section for m

Since the ASRFIN is due to the Department of Education by Septemt2911bit is
understood that all audit adjustments may not berded in time to be reflected in the
submitted report. The report should be submitted by the Septdsibéue date for the

fiscal year2010ASRFIN with as many adjustments as practicable. Auditors are aware of
this time constraint and should consitlés when reviewing the report.

¢ Required Local Effort
In order for school divisions to identify expenditures that directly affect 8@Q®
Required Local Effort calculation, the template now includes an option to highlight the
expenditures that are exded from the RLE calculation inradcolor. To enable this
feature click on the check box in the light green box on the Important Reminders
worksheet.Please note that the checkbox is only visible after you have selected the
school division for which gu are completing the templat&his feature has been added
to increase divisions6é understanding of Re
provide guidance regarding how to report expenditures. All GAAP and GASB principles
and guidelines should hesed when reporting expenditures within the ASRFIN.

e E-rate Funds Received as Expenditure Refunds
E-rate revenues should be reported under revenue source code 1900110. Hovateer, E
funds received in the form of discoustsould be reported as a redoatio the
expenditure based on the actual amount paid, rather than reportitg tevenues and
showing the expenditure as the original invoice would have appeared prior to the
discount.
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Expenditure Worksheets Information

The gaeral descriptions of the expenditure worksheets are as follows; however, more detailed
information regarding the definitions of the functions, programs, cost centers, and object codes
can be found in Attachment D to the Superinte

e Elementary 61100
Report expenditures for all activities related to regular day classroom instruction of
students in Kindergarten through grade seven (7), broken down by regular, special,
vocational, gifted and talented, or other program and then by experabjaot code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

Report state payments to mental heaitkllectual disabilityinstitutions and tuition
payments to th¥irginia School for the Deaf and the Blind made by the department on
behalf of the division under object code 3

e Secondary 61100
Report expenditures for all activities reldt® regular day classroom instruction of
students in grade eight (8) through grade twelve (12), broken down by regular, special,
vocational, gifted and talented, or other program and then by expenditure object code.

Any tuition payments to joint operatie with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

Report state payments to mental heaitkllectual disabilityinstitutions and tuition
payments tahe Schools for the Deaf and the Blind made by the department on behalf of
the division under object code 3000, APurc

e District 61100
Report expenditures for all activities related to classroom instruction of students, broken
down by summeradult,norregular day school, aroriocal education agency (LEA)
program and then by expenditure object code.

Summer school salaries should be reported
with a corresponding FTE cdalFcTuEl atoisan iroenpsoor
wor ksheet . Do not report summer school sa

Wages. 0
e Elementary 61210

Report expenditures for activities involving counseling students and parents to assess and
improve the weHbeing of students iniKdergarten through grade seven (7), broken
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down by regular, special, vocational, gifted and talented, or other program and then by
expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or otherprograms should only be recorded in the object code 3800 series and not the
7000 object code.

e Secondary 61210
Report expenditures for activities involving counseling students and parents to assess and
improve the weHbeing of students in grade eigh) (Brough grade twelve (12), broken
down by regular, special, vocational, gifted and talented, or other program and then by
expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or other program should only be recorded in the object code 3800 series and not the
7000 object code.

e Elementary 61220
Report expenditures for activities that are designed to improve student attendance at
school and that address student difficulties involving the htimeeschool, and the
community for students in Kindergarten through grade seven (7) broken down by regular,
special, vocational, gifted and talented, or other program and then by expenditure object
code.

Any tuition payments to joint operations with otlsehool divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

e Secondary 61220
Report expenditures for activities that are designed to improve student attendance at
school andhat address student difficulties involving the home, the school, and the
community for students in grade eight (8) through grade twelve (12), broken down by
regular, special, vocational, gifted and talented, or other program and then by expenditure
objectcode.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

e Elementary 61230
Report expenditures for activities dgged to meet the educational needs of students who
require homebound instruction services because they are unable to attend regular school
for Kindergarten through grade seven (7), broken down by regular, special, vocational,
gifted and talented, or othprogram and then by expenditure object code.
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Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

e Secondary 61230
Report expenditures for activities designed to meet the educational needs of students who
require homebound instruction services because they are unable to attend regular school
for grade eight (8) through grade twelve (12), broken down by regular, lspecia
vocational, gifted and talented, or other program and then by expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 selriast dme
7000 object code.

e Elementary 61310
Report expenditures for activities that assist instructional staff in planning, developing,
and evaluating the process of providing education for students in Kindergarten through
grade seven (7), broken down iegular, special, vocational, gifted and talented, or other
program and then by expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the objee 8860 series and not the
7000 object code.

e Secondary 61310
Report expenditures for activities that assist instructional staff in planning, developing,
and evaluating the process of providing education for students in grade eight (8) through
grade twelvg12), broken down by regular, special, vocational, gifted and talented, or
other program and then by expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recatdn the object code 3800 series and not the
7000 object code.

e District 61310
Report expenditures for activities that assist instructional staff in planning, developing,
and evaluating the process of providing education for students, broken down byrsumme
adult,norregular day school, arorlocal education agency (LEA) program and then by
expenditure object code.

e Elementary 61320
Report expenditures for activities concerned with the use of all teaching and learning
educational media resources for studen Kindergarten through grade seven (7), broken
down by regular, special, vocational, gifted and talented, or other program and then by
expenditure object code.
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Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 series and not the
7000 object code.

e Secondary 61320
Report expenditures for activities concerned with the use of all teaching and learning
educational media resources for students in geagtd (8) through grade twelve (12),
broken down by regular, special, vocational, gifted and talented, or other program and
then by expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or otherprograms should only be recorded in the object code 3800 series and not the
7000 object code.

e Elementary 61410
Report expenditures for activities concerned with the overall administration of a school
for students in Kindergarten through grade severb(@ken down by regular, special,
vocational, gifted and talented, or other program and then by expenditure object code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recordethanobject code 3800 series and not the
7000 object code.

e Secondary 61410
Report expenditures for activities concerned with the overall administration of a school
for students in grade eight (8) through grade twelve (12), broken down by regular,
special,vocational, gifted and talented, or other program and then by expenditure object
code.

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be recorded in the object code 3800 seriex tred n
7000 object code.

e District 62100
Report expenditures for activities concerned with establishing and administering policy
for the administration of the division or regional program, broken down by activity type
and then by expenditure object code.

S

a required to enter the divisi

Di re
C ASuperintendent Salaries and Wa

Vi i ons
ode 1112,
e District 62200

Report expenditures for activities concerned with the promotion and improvement of
st udent s Gatsahbd, brokenadown by activity type and then by expenditure
object code.

25

20092010 Annual School Report Financial Section Instruction Manual



Attachment C to Memo Nd.81-10
July 30, 2010

Speech Language Pathologists and those providing this service, whether contracted or
employed, should be reported under Instruction. Audiologist should be reported under
subfunct i on 62240, fASpeech/ Audi ol ogy Services

e District 63000
Report expenditures for activities concerned with transporting students to and from
school, as provided by state and federal law, broken down by activity type and then by
expenditure object code.

The fiscal yeaPO10Annual Pupil Transportation Report will be postedrail 2010
through a separate SuperintendeMemorandum. Divisions must report expenditures
under the Pupil Transportation function (63000), the Technology Pupil Transportation
subfunction (68500), and the Contingency Reserves Pupil Transportatignrsttion
(69500) of the ASRFIN that balance to the expenditures reportedfis¢thkyear2010
Annual Pupil Transportation Report.

Report activities involved with purchasing vehgbknd equipment, excluding school
busesundersuf uncti on 63700, AOther Vehicle and
vehicles, activity buses, or equipment purchased to support pupil transportation not
reported in activities 6310063600 should be reportedriee Vehicles and equipment
purchased in support of other functions should be reported under the appropriate function
(i.e., vehicles purchased to support operations and maintenance services should be
reported under Operations and Maintenan@4000). Expenditures related to servicing

other county vehicles not related to school functions (i.e., police and county vehicles)
should not be reported on the ASRFIN.

e District 64000
Report expenditures for activities concerned with keeping the physical plant open
comfortable, and safe for use, and keeping the grounds, buildings, and equipment in
effective working condition, broken down by activity type and then by expenditure object
code.

Professional service fees such as architecture and engineering feesinciydssl in

object code 3000 but should not include payments to contractors, builders, developers, or
vendors for capital outlay. All capital outlay expenditures, whether by contract or for
school division personnel, should be coded in the object cdie&dies only.

¢ District 65000
Report expenditures for activities concerned with providing school food services or other
noninstructionatervices to students, staff, or the community, broken down by activity
type and then by expenditure object code.

e District 66000
Report expenditures for activities concerned with the acquisition, remodeling, or
construction of land or buildings, broken down by activity type and then by expenditure
object code.
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Professional service fees such as architecture and engméses may be included in

object code 3000 but should not include payments to contractors, builders, developers, or
vendors for capital outlay. All capital outlay expenditures, whether by contract or for
school division personnel, should be coded inaihject code 8000 series only.

Expenditures for school construction or renovation should only be reported under this
function (66000) under object codes 8100,
ACapital Outl ay Additi onerthéobjachadde8dddserlesd n o't
(APurchased Serviceso).

e District 67000
Report expenditures for debt service, iragency fund transfers, and ingency fund
transfers under this function.

Debt Service

Report expenditures related to servicing the {wargh debt of the division or regional
program, including payments of both principal and interest. This function should be
used to account for bond interest payments, retirement of bonded debt (including
current and advance refundings), capital lease patgn@md other longerm notes.

Debt service payments made by the local governing body on behalf of the school
division (i.e., the funding is not appropriated to the school division budget) should not
be reported as debt service payments on the ASRFINy t@:ndebt service funds
appropriated to and paid directly by the school division should be reported as
expenditures on the ASRFIN in object codes 9100 (Redemption of Principal) and
9200 (Interest). Funds transferred by the school division to a locatrgoyg body to
cover debt service payments on behalf of the school division should be reported in
object 9300 (Fund Transfeir<Principal & Interest).

Intra-Agency Transfers
Report operating transfers to and from other funds controlled by the division or
regional program.

Transfers to and from these other funds can be recorded here as long as the revenues
are not inflated to match transfer expenditures to balance the ASRFIN Excel

template. Please note that intraagency transfers do not have to be réabeed

cause the ASRFIN not to balance without inflating ASRFIN revenues. However, if
such transfers are not recorded, they will need to be noted as a reconciliation item
when the ASRFIN and Auditor of Public Accounts (APA) report are compared.

Pursuanto Sections 22:100.1 and 22-175.5 of theCode of Virginia school

divisions are permitted to transfer Lottery and School Construction Grants funds into
escrow accounisnd the funds carried forward indefinitelyransfers of state funds

for Lotterycan be recorded in function 67200, object 94n@ Transfers State

Funds Paid to Escrow from Support for School ConstrucO@peratingCosts &
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Textbook$; transfers of the associated local matching funds can be recorded in
function 67200.

The SchobConstruction Grants account was not funded in fiscal year 2010;
therefore, school divisions cannot make deposits to escrow accounts that were
previously permitted for such grants pursuant to Section22515,Code of

Virginia, unless the School Consttion Grant funds have been carried forward from
prior fiscal years. No other sources of state funds may be deposited to such an
escrow account pursuant to Section 2P75.5.

InterAgency Transfers
Report transfers to other funds not controlled bydis#ict, such as transfers to the
local governing body.

Report state funds paid to a school division, acting as fiscal agent on behalf of a

regional program, that are transferred to the regional program under object code 9700,
AFund T+Teamsterf er § nt er Agency Funsthtefundsdafehi s i n
paid directly to various participating school divisions of a regiattatnative
educatoprogram (9710), regional governor 0s s
technical education center (973%)a regional special education program (97t)

the school divisions transfer the state funds to the program. The amount of the

transfer should equal only the State portion of regional program funding. Other

funding of the regional program should lmmsidered tuition and reported as such.

e District 68000
Report all technologyelated expenditures broken down by function and then by
expenditure object code. Any expenditures (e.g., distance learning) involving the use of
technology for instructional,yblic information, or any other use should be recorded
exclusively in this function and should not be reported in other functional areas of the
ASRFIN Exceltemplate. Also include under function 68000 all telephone charges for
line service for th&/irtual Virginia program, other distance learning programs, and for
Internet access.

e District 69000
Report contingency reserves expenditures broken down by function and then by
expenditure object code. The contingency reserves function limits data entry to onl
valid account code combinations.

Recapitulation Worksheet

The ARecapitul ationo worksheet summarizes the
provides a section for reporting entlyear balances, and provides a balasteeet section. The
expenditure recapitulation is automatically summed by category based on the data entered in

each of the expenditure worksheets. This worksheet has been repsedde you with

information on the breakout of expditures by functiorirom the fiscal yea20® ASRFIN

submission. This information is provided to assist you in determining whether expenditures by
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function in thefiscal year2010ASRFIN are properly arrayed, in comparison to prior year data.
Please review these categantals before continuing with the ASRFIN Excel template.

End-of-Year Balances

The middle section of the @Re c-@af-peartbalanced. iThoisn 0 wo
portion of the worksheed a@ton€Clao e o-bifveasaercd i @m
CarryOver Bal ances. o The i nf or 2089201@wil bepused ioi d e d i
populate th0102011i Bal ances at the Beginning ef Yearo
Forward Bal ances. 0

e Balances at Clse of Year
The fABal ances at Close of Yendbalancesthatwili on i s
be carried forward into the next fiscal year, across various funds. This section must
include all yeatend balances, even those balances exhibited i theofiYear Carry
Over Bal an ®leasenots thabetfallosvimg fundsare the onlyallowable
unspent federal funds-ederal Leasing of Lan&ederal Energy Regulation
Commission, Forrest Reserve, Department of Defense, and Impact Aid.

e End-of-Year Carry-Over Balances
This section requires the detail of some of the sz balances reported in the
ABal ances at Cl ose o0 87220@GActDOf AssemhlyiZ0D& . Per
2010appropriation act), school divisions are only authorizedtogover unexpended
state and local funds as of June 3W,0, for the following Direct Aid accounts:

o Additional Support for School Construction, Operat@msts& Textbooks(Local
Share of Matching Requirement Only)

o Additional Support for School Constitipon, OperatingCosts& Textbooks(State
Share Only)

o Other Staté\ccounts (Local Share of Matching Requirement Only): See note
below.

o Other State Accounts (State Share Only): See note below.

Please note th&hapter 8722010 Acts of Assembly (appropriation act), permits school
divisions that have met required local effort and required local match for fiscal year 2010
to carry forward to fiscal year 2011 any remaining state fundhbesathat are

unexpended as of June 30, 2010. This provision is considered to béimecarry

forward option; any decision regarding continuation in future years will be made by the
General AssemblyThis provision does not alter the existing requieabthat school

divisions must spend the fiscal year 2010 required local effort and required local match
amounts before the emd fiscal year 2010, which endwes June 30, 2010.

School divisions that received a Leadership Development Grant in fisc&0@&(the
last year the grants were awarded) were allowed to retain any unspent balances and were
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permitted to spend any remaining balances for the intended purposes during the ensuing
two fiscal years (fiscal years 2009 and 2010). Therefore, schosiatigithat received

such awards in fiscal year 2008 will not be permitted to carry forward any remaining
balance of these funds from fisgear 2010 to fiscal year 2011 and the item has been
removed from the Endf-Year CarryOver Balances.

Balance Sheet

The final section of the ARecapitulationd wor
beginningyear balances plus the total revenues must equal the total expenditures plus the end
of-year balance. ASRFIN Excel temfgddotals are calculated on ro@and36 at the end of
section 1. To the right of these totals the
equal Revenueso will be displayed until the A

Figure 10. Balance Sheet and Expenditure Totals

[TOTAL END-OF-YEAR BALANCES [ 19.525.731.26

[TOTAL EXFENDITURES AND BALANCES [ 218.816.702.56] T otal Expenditures + EOY Balances do not equal Revenues « BOY Balances

SECTION 2: ENO-OF-YEAR CARRY-O¥ER BALANCES
SCHOOL COMSTRUCTION FUNDS (Local Share of Matching Requirement Only
SCHOOL COMSTRUCTION FURMDS [State Share Qnly)
LOTTERY {Local Share of Matching Requirerment Qnly
LOTTER'Y [State Share Only
TEXRTEOOKS [Local Share of Matching Requirement Only]
TERTEOOKS [State Share Only
OTHER STATE ACCOUNTS [Local Share of Matching Requirement Only
OTHER STATE ACCOUMTS [State Share Qnly

SECTION 3: BALANCE SHEET

TOTAL YEAR BALANCES 19,525,731.26
TOTAL RE¥YENUES / 175.413.865.15
TOTAL EXPENDITURES \ 199.290,971.30
END-OF-YEAR BALANCE \ 19.525.731.26
Total Beginning-Year
Balances and Total Revenues Warni displaved
must equal Total Expenditures arning message displaye
and End-Of-Year Balance. until expenditures and
revenues balance.

Full-Time Equivalent (FTE) Positions Worksheets

As with expenditures, FTE positions should be prorated between kindergarten through grade
seven (néentaasr icelaend grade eight (8) through gr

For each FTE worksheet, enter the number of FTE positions for the applicable furmbject
code combination. Enter all positions to the hundredth place (two decimal places.isTrier
need to enter zero when there are no positions to report for a given classification.

Reported FTEs must correspond to reported personal service expenditures. If an expenditure
amount has been entered in the personnel services section on arterpartksheet, the
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corresponding FTE worksheet will prompt you to enter the number of corresponding FTEs, as
shown in Figure 11. Similarly, & FTEposition is reported oa FTEworksheet, and there is no
corresponding personal service expenditurentedpan error message will be displayed until an
expenditure amount is entered on the appropriate expenditure worksheet or the FTE position is
removed.

Figure 11. Required FTE Reporting Based On PreviousirReported Expendiures

A B | 5] [ E | F
|1 ELEMENTARY FTE POSITIONS: Cost Center 2 . .
2 | 1| samPLE If an expenditure amount is
f;.:;d;::: ::e:u::;:::::ﬁ :le:::‘:l places) when corresponding expenditure is greater than zero. entered on an expendlture
For example, for one FTE position, report 1.00; for two and one-half FTEs, report 2 50. WOI’kSheet yOU W| || be

FUNCTION] OBJECT DESCRIPTION E—E &
Enon 120 Instructional Classroom - Teacher Ke= In FTE p r 0 m p t e d t O n
E1100 ] Instructional Classroom - Teacher Aides on each FTE Sheet

ETi00 1520 Instructional Classroom, Substitute A
E1210 o Guidance Administrative MA

[ [mfafs]e

Salary and wage expenditures of garte personnel should be combined in the expenditure

sections with fulitime personnel; therefore, the corresponding portion of the FTE for the part

time personnel must be reported with the othertfle FTES under the appropriate object codes

in the FTE Positions worksheets. See the sec
Calcul ationso bel ow.

Average Salary Calculation

When there are both personal service expenditures BHageésitions reported, the average

salary for the FTE classification will automatically be calculated in column E of each FTE

Position worksheet. If the average salary calculation appears unusually high or unusually low, a
warning message (as shown inufig 12) will be displayed to the right of the classification line.

The calculation is compared to your divisiono
not exist, the prior year statewide average. This notification is provided for informational

purposes only. Although this warning message will not prohibit you from continuing, all

warning messages should be reviewed to ensure that the average salaries displayed are correct.

Figure 12. Out of Normal Range SalaryWarning Message

AYG. SALARY | FTE POSITIDNS

75,000.00 2.00) Average salary [based on FTEs) appears out of range. Please correct or continue if correct.
[

Federal FTE Positions
At the bottom of the ADI strict FTE Positionsb?o

paid from federal funds, for all cost centers, districtwide. This ig@ined field. If there were
no positions paid from federal funds, you must enter a zero.
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Instructional FTE Position Calculations

For ASRFIN reporting purposes, the number of FTE positions must be calculated for
instructional employees who work hours in addition to the regular workday or contract period or
who do not work the duration of the contract. Report instructional positions that work hours
beyond their regular workday or contract period, as greater than one FTE posséshon the
portion of a 1,10hour work year worked. The 1,100 hour figure is the number of hours worked
annually by one instructional fulime FTE and is based on a 208y contract multiplied by 5.5
hours of instruction per day.

This adjustment isetessary to proportionally offset any compensation paid for working
additional hours beyond the regular work or contract day with a corresponding partial FTE.

For example, if a school division employee worked 110 hours during the year in addition to their
regular work or contract day and they were compensated for these additional hours, then the FTE
position reported for that employee would be calculated as follows:

a) 110/ 1,100 = .10(Additional portion of a year based on 1,100 hours for one FTE);

b) 1+.10=1.10 (Number of FTE positions to be reported for this employee on the
ASRFIN).

For instructional positions that do not work the full contract period, summer school teachers,
substitute teachers, or positions assigned to work additional hostsidi@nt remediation,
calculate the additional FTE as shown above.

If your school division does not track substitute teacher hours and/or pay a standard hourly rate
so that the hourly rate could be divided into the total substitute expenditures taluetivil

hours, the following methods can be used to calculate a proxy number of substitute teacher
FTEs:

Example 1
Average Daily Rate of Pay = $42.00

5.5 Instructional Hours Daily

$42/5.5 = $7.64 Hourly Rate

Your total substitute teacher ¢as$19,000
$19,000/$7.64 = 2,486.91 Total Hours
1,100 Instructional Hours =1 FTE
2,486.91/1,100 = 2.26 FTEs.

Nooak~wNpE

Example 2
1. Full Days Taught by Substitute(s) During the School Year = 700

2. 200 Days = Contract Period for One Fiiime Teacher
3. 700 Days / 200 Day Contract Period = 3.5 FTEs.
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For coaching, activity, or other supplements
Sal aries and Wages, 0 the expenditures reporte
however, do not incese the number of FTEs reported which would deflate the per position cost.

Non-Instructional Support FTE Position Calculations

For ASRFIN reporting purposesoninstructionasupport FTE positions need to be calculated
based on 40-hour workweek for the duration of the contract period, regardless if it-is a 9
month, 16month, 1tmonth, or 12month contract.

In an effort to improve the accuracy and consistency of repartngstructionalsupport

position FTEs across all divigis, the department has prepared a FTE calculator (Figure 13) to
provide users with a standardized tool to calculate FTEs based on a stantdatd d@rkweek.
The FTE calculator, which is foroninstructionakupport positions only, is a supplemental tool
and its use is not required. Whether you use the FTE calculator or matpiaktructional

support position FTEs should be calculated based orhadiOworkweek.

To assist with the identification of those positions thanargnstructionaln nature the
worksheets for the elementary, secondary, and districtwide cost centers highlighit-the
instructionalpositions for which the FTE calculator option could be used. These positions are
highlighted in red font.

When you calculate FTEs for positiotgat work less than 40 hours per week, the average salary
calculated for FTEs will be higher than the actual salary paid per position. The average salary
calculated will reflect what the salary would be if the position was filled for 40 hours per week.

FTE Calculator

To access the FTE Calculator, from the AEI eme
Positions, o or the fADistrict FTE Positionso w
usenoninstructionasupport posion FTE calculator (should only be used for FTE categories
shaded in red below): o

e When using the FTE calculator, mach AGroup
instructionalsupport employees (e.g., bus drivers), from one to 3,000, located in the same
FTE category but employed for different hours per week and/or varying periods during
the year. You may use as many groups as needed as long as they are the same type (FTE
category) ohoninstructionasupport employees.

e If you need more than 20 groups, pkeasntact Budget Office staff at (804) 22825 to
request that additional groups be added to the worksheet.

e Head count refers to the number of individuals-uorated) who were employed for the
same percent of the year or contract period and same nofti@urs per week.

33

20092010 Annual School Report Financial Section Instruction Manual



Attachment C to Memo Nd.81-10
July 30, 2010

e AiHours Per Weeko refers to the number of h
employed. Make sure to list the number of hoursyekand not per day or per year.

e TPercent of year or c on the percent ofpyeas or tontiast, wa s
the position was filled for each group. For example, a technology specialist en a 12
month contract who leaves after 7 months should be coded as 58.33% {Bio¥tha
contract period). If the contract period was fOrmonths, the specialist would be
reported as 70% (or 7/1®of the contract period).

e Example (see Figure 13)

o There are three Agroupso of employees t
bus drivers (ASRFIN function 63000, object 1170).

o This school diision employed 24 individuals for 5.5 hours per day during fiscal
year2009 as bus drivers.

A Group 1: 21 bus drivers were employed for the fulkt®nth contract
period and were reported as 100%.

A Group 2: Two were employed for only 8 months of therh@nth
contract and were reported as 80%.

A Group 3: One was employed for 4.3 months of themionth contract
and was reported as 43%.

o All of the positions were employed for 27.5 hours per week.

o Toillustrate the calculation, the hours worked in one week by Granglividuals
(at 100% of contract) is divided by the standarehdQr week, so that each bus
driver works 69% of the week (27.5 hours/40 hours). The 69% figure is weighted
at 100% (for 100% of the contract period) and then multiplied by the headcount of
21 to yielda FTEcount of 14.44 for group 1. The same calculation is used for
Groups 2 and 3 bus drivers, so that the hours worked by the 24 bus drivers in all
three groups represent 15.83 FTE for fiscal y&4B.

e For instances where one or more empésyeorked more than 40 hours per week, please
report these employees as a separate group and include the additional hours above 40.

e Once you have entered all required data for a particular FTE category, enter the result of
the FTE calculation into the apgpriate cell in the FTE worksheets. The FTE calculator
will not automatically link the calculations to the FTE worksheets.

e A comments section is provided for any notes the division or regional program may want
to make.

e Toreturntothe FTE section,gom y press the button | abeled
FTE SECTI ON. 0O

e Buttons are also provided to print the FTE calculator and to clear any previous data from
the FTE calculator.
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Figure 13. FTE Calculator (Optional Tod)

Non-Instructional Support Position FTE Calculation Tool (Do Not Use for

Instructional Positions - Teachers, Teacher Aides, and Substitute Teachers):

Use for Non-I

For 1 FTE Category at a Timrer[[ol ezample, Head Count of % of (Year or
up to 20 “"FTE Category - Groups™ of Individuals per Hours Per |Contract) Position
Function 62000, Object 1170 employees): Group Week wase Filled FTE
FTE Category - Group 1 21.00 2750 100.00% 14.44
FTE Category - Group 2 2.00 2750 80.00% 140

FTE Categary - Group 3 1.00 2750 43.00% 030

FTE Categaory - Group 4

FTE Category - Group 5

FTE Categaory - Group 6

FTE Categaory - Group 7

FTE Category - Group 8

FTE Category - Group 9

FTE Category - Group 10

FTE Category - Group 11

FTE Category - Group 12

FTE Category - Group 13

FTE Category - Group 14

FTE Category - Group 15

FTE Category - Group 16

FTE Category - Group 17

FTE Category - Group 18

FTE Category - Group 19

FTE Category - Group 20

COMMEHNTS: (optional, for divizion usage) TOTAL FTE FOR THIS CATEGORY: 15.63

Bus Drivers (63000-1170) PRESS TO CLEAR
FTE CALCULATOR

PRESS TO RETURN TQ PRESS TO PRINT
FTE SECTION FTE CALCULATOR

Special Case: School Division Superintendent Also Serving As Program Director

If your division superintendent also acts as the director of a regional program, please use the

following method to report the expenditure &rccalculate the FTE.

¢ |If the regional program pays a portion of the superintendent's total salary:
Report the payment on the ASRFIN for the regional program as a "Transfer Payment"
from the regional program to the school division. Report the supereteRTE position
as "0" on the regional program's ASRFIN and report the division superintendent FTE on

the school division's ASRFIN only.

e If the regional program pays the division superintendent a salary amount in the

capacity as program director that isabove the fulttime salary as the division

superintendent:

Report the superintendent as a partial FTE on the regional program’'s ASRFIN using
either hours of service provided in the regional program based on the superintendent's

regional program salaryimpopor ti on to the

super

ntendent

(example: $4,000 regional program salary payment divided by $90,000 total salary
equals 0.04 FTE to be reported on the regional program's ASRFIN).

Exception to FTE Reporting Rejuirement

School divisions must report the numbebofird membersn the District FTE worksheet on a
head count basisiot ona FTEbasis. Report all board members whether or not the school board
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members are paid. Error checks will prevent the comoplef the ASRFIN Excel template until
board members have been included.

Example
1. Number of school board membersbis

2. 30 days worked per year
3. Report5 FTEs regardless of number of days worked

Supplemental Schedules
Schedules A & B: Special Educatiorand Related Services

The information provided in these schedules details the amount of funds expended in your school
division specifically for special education and related services during fisaa2@&a NnRel at ed
serviceso ar l13dede of Wigidia i n A22. 1

ARel ated serviceso means transportation and
supportive services as are required to assist a disabled child to benefit from special
educationjncluding speech pathology and audiology, psychological services, physical

and occupational therapy, recreation, early identified and assessment of disabilities in

children, counseling services and medical services for diagnostic or evaluation purposes.

The term also includes school health services, social work services in schools, and parent
counseling and training.

These schedules must include all costs associated with providing special education and related
services to children and youth with disaips that are above and beyond the costs of providing
regular education programsnordisabled students. Please do not include costs associated with
capital outlay or regular education programs and services in these schedules.

Schedule Ai Top Half of Page

Expenditures for special education and related services must be reported by source of funds
(federal, state, and local) in Schedule A. Each entry must represent actual expenditures and be
consistent with federal and state definitions of special erncand related services. Enter data

in the white cells; the green cells will automatically calculate totals for each fund s&iroe.

checks have been added to Schedule A to ensure that state and federal expenditures reported in
Schedule A are notde than reported revenue for state SOQ Special Education funding (revenue
source code 240212) or for federal Special Education TitlB {fevenue source code 84027).
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Figure 14. Schedule A Special Education Expenditure ly Fund Source

SUPPLEMENTAL SCHEDULES A & B - SPECIAL EDUCATION EXPENDITURES FOR FY 2010

Division!Regional Namel 0 I
Division/Regional Mumber] 000 |

SCHEDULE A
Report of Federal, State, and Local Funds Expended for
Special Education and Related Services
Fiscal Year 2010

SPECIAL EDUCATION RELATED SERYICES TOTAL EXPENDITURES
FUND SOURCE e e TOTAL REPDHTIEZDnnE;YnI;IHU'IFSI:IDN ONFY
FEDERAL FUNDS o 0.00
STATE FUNDS \ ,/' 0.00
LOCAL FURDS \ / 0.00
~ braL 0.00 0.00

Enter expenditures by fund
source in these columns only.

Schedule A datas used annually by the Virginia Department of Education (VDOE) as part of its
SEA monitoring of federal LEA maintenance of effort requirements for special education under
the federal Individuals with Disabilities Edumat Act (IDEA). Below Schedule B is a section

that includes four preliminary MOE calculations. If your division fails to meet any of the four
calculation optionsVDOE will follow up with your division to determine if you meet any of the
various MOE exaations under IDEA which may allow a reduction to your required expenditure
level.

Schedule B Bottom Half of Page

Once you have determined the total federal, state, and local expenditures for special education
and related services in Schedule A, alledhis total across all disability categories listed in
Schedule B.December 1 child count data will load automatically in column C to assist school
divisions in coding special education expenditures by disability category. Per pupil expenditures
for ead disability category will be calculated using the expenditure information entered in
column A and the December 1 child counts by disability category. In addition, error checks have
been added to Schedule B to prompt school divisions when child coufbdateertain

disability category is reported without corresponding expenditigésctive in fiscal year 2009,

a new error check has been added to presieritar per pupil expenditure values forost orall

disability categories. Because the per pappenditure data is used to calculate some state
payments to localities, as well as in reporting to both the United States Department of Education
and the General Assembly, every effort should be made to allocate expenditures as accurately as
possible amss disability categories.

Expenditure data provided in rows 23 through 36 should include professional personnel, para
professional personnel, indirect personnel costs, travel, materials, equipment, tuition payments,
transportation, and any other expauack that can be attributed to a particular disability area.

Row 37 should include all expenditures associated with the administration of special education
programs, student testing and evaluation, delivery of related services, and all other expenditures
that cannot be attributed to a specific disability area in rows 23 through 36.
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Note that the grand total in Schedule A must equal the grand total in Schedule B.

Figure 15. Schedules A & B Special Education

SUPPLEMENTAL SCHEDULES A & B - SPECIAL EDUCATION EXPENDITURES FOR FY 2010

Division/Fegicnal Mame] 0 ]
DivisiondFegicnal Mumber] 000 |

SCHEDULE A
Report of Federal, State, and Local Funds Expended for
Special Education and Related Services
Fiscal Year 2010

TOTAL EXPENDITURES
REFPORTED BY DI¥ISION ON FY
2009 ASRFIN

SPECIAL EDUCATION RELATED SERY¥ICES
FUND SOURCE EXPENDITURES EXPENDITURES TOTAL

SEDERAL FUNDS 0.00

STATE FUMDS 0.00

_OCAL FUNDS 0.00
GRAND TOTAL o0.00| yi o.00|
SCHEDULE B

Itemized Expenditures by Disability Category for Fiscal Year 2010
{Distribution of Fund Total from Schedule A)

FER PUFPIL OUNT REFORTED
DEC 1. 2008 CHILD COUNT PER PUFIL EXPENDITURE BY DIVISMIN ON FY 2009 ASRFIN

EXPENDITURES DISABILITY CATEGORY

TATEVIDE AYERAGE

1. MENTAL RETARDATION

2. SEVERE DISABILITIES //

3. HEARIMG IMP AIRMENTS /

The Grand total in Schedulg
A must equal the grand tota
in schedule B

4. SPEECH OR LANGUAGE IMPAIRMENTS

5. ¥ISUAL IMPAIRMENTS

E. EROTIONAL DISTUREARMCE

7. ORTHOFEDIC IMP AIRMENTS

8. OTHER HEALTH IMPAIRMENTS

9. SPECIFIC LEARMING DISABILITIES

10. DEAF-ELINONESS

. MULTIFLE DISABILITY

12, AUTISM

13, FAATIC BRAIN INJURY

14. DEVELOFMEMTALLY DELAYED

SUPFORT SERVICES A A

0.00 16. iRAND TOTAL [Must equal grand total in Schedule A)

Contact Person: =
Telephone Number:

Schedule C: School Nurses

The information provided in Schedule C is used to calcliasedschool nurs¢ L P N6 s
or Nurse Practitionersjours per day and days per year for-futie employees. Divisions or

programs thataport fulttime equivalent (FTE) school nurse positions under Function Code
62200, object code 1131 on the District FTE Positions Worksheet must enter the hours per day,

days per year, and total number of FTE school nurse

division/program. For purposes of the ASRFIN, only licensed nurses should be reported in

positions employed by the

Schedule C. Do not include volunteersiorlicensed personnel such as clinic aides.

If the hours per day/days per year differ among nursing positions, indicate therrairRH&
positions and the corresponding hours per day/days per year for each group (a weighted average
will be calculated across the different staffing groups). Round any minutes beyond whole hours

to a decimal (e.g., 7 hours, 15 minutes = 7.25 hours).
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Figure 16. Schedule G School Nurse Staffing

Supplemental Schedule C -- School Hurse Staffing
Fiscal Year 2010

Division Name I 1] I
Division Number | 000 |

SCHOOL HURSE POSITIONS - HOURS PER DAY/DAYS PER YEAR/NUMBER OF FTE |

a—

Instructions: Te be complsted by all =chool divizions and regional programs. Tho=se divizions/programs reporting full-time
equivalent (FTE} school nurse positions under Function Code 52200, object code 1131 on the District FTE Po=itions
Worksheet of the 2005-2010 Annual School Report template should enter below the hours per daw, davs per wear, and total
number of FTE positions directhy employed by the divizion/program. If the hours per day/days per year differ among nursing
positions, indicate the number of FTE pos=itions and the correzponding hours per day/days per wvear for each group (a
weighted average will be calculated across the different 2taffing group=). Round any minutes bevond whole hours to a
decimal {i.e., ¥ hours, 15 minutes = 7.25 hours). Please remember to click on the check boxes below labeled "Moo Nurses on
School Division/Center Pawvroll in Fv" 2010 (if wour divizion/program did not directhy emplow school nurses on the
divizion/program pawroll in Fv 2010%.

Important: For purposes of the ASR, only licensed nurses (LPHN's, RN's, NHurse Practioners) should be
reported in Schedule C. Do not include volunteers or non-licensed personnel such as clinic aides.

| GROUP 1:
School Murze Ful-time Eguivalent Po=ition = hours emplowved per day (Per FTE)
School Murze Ful-tims Eguivalent Pesition = dawys employed per vear (Per FTE}
Total School Nurses Ful-time Eguivalent Positions in Group 1 = number of Group 1 FTE
| GROUP 2:
School Nurse Ful-time Eguivalent Position = hou If your division did not
School Murze Ful-tims Eguivalent Pesition = day:
Total School Nurse Ful-time Equivalent Positions in Group 2 = num employ any SChOOl nurses

on the division/program
| cROUR = payroll in FY 2010, please

124 remember to click on the

School Murze Ful-time Equivalent Position
School Hurse Fultims Eguivalent Position

Total School Nurse Ful-time Eguivalent Positions in Group 3 num CheCk bOX |abe|ed "C”Ck
| here if NO Nurses on School
GROUP 4: L .
< Division/Program Payroll in
School Murze Ful-tims Eguivalent Pesition = u .
School Hurse Ful-times Eguivalsnt Po=sition = day t h e F I scCa l
Total School Nurse Ful-time Eguivalent Positions in Group 4 = / num
Z
/¢

| FINAL WEIGHTED AVERAGE

School Hurse FulHime Equivalent 0.00] hours employed per day (Per FTE}
School Murse Full-ti Flrralent Position = @-’3 employed per year (Per FTE}

.
| I:I Click here if MO Murzes on SchoWProgram Payrall inthe Fizcal Vear |

Section 2, MAEsti mated Sc hoothDddartmenePaitHfoomAls Pr ov
Funds, 0 i s once fiscg pear20l0ASREIN dataedectin.oThis datia is

necessary for calculating bagear school nurse costs for the StandafdQuality budget each

biennium. First include the total local health department hours and then on the next line those
hourspaid from state funds received from B&te Health Department. The locally funded

hours will automatically compute. If theneereno local health department nursing services

provided infiscal year201 pl ease click on the box | abel ed
Dept. Nursing ServicesPovi ded i n the Fiscal Year . 0

Schedule D: Health Care Costs

The information provided in this schedule is used to compile the avenagleyer health care
costper employee Please enter themployerhealth care premium costs @diy the school
division per employeénclude instructional and support employeedjscal year201Q Please
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include the cost of the total health care package offered including coverage for hospitalization,
prescriptions, vision, dental, and other aaekitems. If multiple plans or policies with different
premium costs exist, categorize all individual plans into the appropriate plan category and divide
the total employer cost of the plans by the total number of position FTEs for an average per
employe cost.

After entering the total employer cost of all three plans, pleas® the numbeof Full-Time
Equivalent employewho participate in each of the categories. This information will be used
for a more accurate calculation of the weighted aveeag@oyer health care cost per employee
for use in the determination of Standards of Quality funding each biennium.

Schedules E and E.2 Required Local Effort

Item 1400f Chapte872, 2010 Acts of Assembly, directs the DepartmehEducation to collect
data to verify that school divisions have appropriated and spent adequate funds to support the
estimated required local expenditure in support of the SOQ. Only regular school divisions
(numbers 1 to 207) are required to submit sigisedule (not regional programs).

Please note that the data for Schedule E (Required Local Effort) is populated as school divisions
complete the ASRFIN Excel template and does not require any additional data entry for
completion.

The data for Schedute.2 (RequiredLocal Match) idargelybased on the data that has been
entered by the school division as waowever this schedulénas been modified to allow entry

of data pertaining to preschool expenditures in order to account more accurataty fitmds
expended toward meeting the Required Local Match for the Virginia Preschool Initiative (VPI)
program. Schedule E.2 now collects three pieces of data with regard to VPI.

First, federal Title | revenues are permitted for use toward bditB End peschool expenditures.
However, in previous versions of the ASRFIN Excel template, the full amount of Title |

revenues was deducted in Section 3 of Schedule E as federal funds usd@ fexpenditures.
Schedule E.2 now provides the opportunity to destigia portion of total Title | revenues as

having been expended for preschool programs. The amount entered in this cell on Schedule E.2
is excluded from the federal revenue deduction in Schedule E, and will consequently alter the
Net Local Expenditures f@perations value that is used to evaluate whether your division has
met its local effort and local match requirements.

The amount entered for Title | preschool expenditures cannot exceed the total amount of Title |
revenues. In additionhé amount eetredfor local VPI expendituresmust not exceed the total

Nonregular Day School (Program 8) expenditures, excluding capital outlays, less State VPI and
Federal Head Staaind Title Irevenuesised for preschoolFinally, the amount entered for-in

kindcort ri buti ons cannot exceed 25 percent of the

Second, gpenditure§ or VPI cannot be counted toward a di

are therefore excluded from calculations on Schedule E. However, locakpertsor VPI

may qualify toward the divisiondbs required | o
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has been modified to allow VPI expenditures from local funds to satisfy the VPI Required Local
Match.

Finally, the guidelines for the VPI prograaiow in-kind contributions to be applied toward a

di vi sionés Required Local Match for VPI. The
definition of inkind contributions (pleases€&u per i nt ende 1@ daed Add23p # 095
201Q for more information).

In-kind contributions are defined as cash outlays that are made by the locality that benefit the
program, but are not directly charged to thegoam. The value of fixed assets cannot be
considered as an-kind contribution. Inakind contributions are:
1. Limited to no more than 25 percent of the total local match requirement;
2. Justified in the program plan as necessary and reasonable for propéicieit
implementation of the program;
3. Verifiable from the recipient's records;
4. Notincluded as contributions for any other federalbgisted or stai@ssisted project or
program; and
5. Not paid by the federal government or state government undérearavtard.

If your division has made tkiind contributions toward the Required Local Match for VPI, click

on A Y ee KB9of Sthedule E.2. In the new datarg cell that appears (cell FA2nter the

val ue of t kied contributiog(seefigudesl?) iAmerror check has been added to

prevent entries that exceed@&ceno f t he di vi si on6és Required Loc
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Figure 17. Schedule E.2 Required Local Match for VPI

Estimated FY 2010 Required Local Match for Yirginia | Fy 2010 Required Local Capital Lecal Matching
Preschool Initiative® Laocal Match IMatching Funds Funds Available

Virginia Preschaol Initiative

NI

50.00

Farfizcal

year 2010, you reported 80 in Federal Title | revenues (84010, 84013, 84357 and

84389). Please enter the amount of Title | revenues expended for preschool programs in FY 010
{enter 0 if none). PLEASE BE
SCHEDULE E. PLEASE REV

VARE THAT THE AMOUNT ENTERED HERE WILL ?’

Farfiscal

year 2010, you reported 80 in Program 8 (Monregular Day Scho
Excluding capital expenditures, State revenue for VPI, and Federal He

yexpenditures.
Start and Title | revegflie

Flease enterthe value g
25% of the total VPI
contribution. En

5 in-kind contribution toward itgAequired Local Match for VPRI Upgflo
quired Local Match amount (5046 available for designation as an ingkind
a description of the sernvices proyded in cell G40,

Enter the amount of local expenditures for VPI.

Enter the amount of Title | preschool
expenditures.

Enter the val ue-kiodfcontritugon d
toward the Required Local Match for VPI.

Schedule F: Regional Programs

Only regional programs (or fiscal agents on behalf of regional programs) must complete
Schedule F. If you are completing an ASRFIN Excel template for a school division, Schedule F
should not be available your ASRFIN Excel template.

If you are completing an ASRFIN Excel template for a regional program, you will be asked

whether the program received tuition payments from participating school divisions. Most
progr ams s b8ptothislquestiors smeerfinaricial support forf | gur e
most regional programs involves tuition payments from participating school divisions, as well as
FTEs and othemorpersonal expenditures made by participating school divisions on behalf of the
regional program

regional

Any expenditure made by a participating school division to provide resources for a regional

program

from a participating division must be reported as tuition paymeatkiero the regional program

must be reported on the

regional

and reported by the regional program in revenue code 1901010 on the worksheet titled
ARevenues. 0
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Figure 18. Schedule F Tuition Receipt

Schedule F - Regional Program Allocations

Regional Vocational and Special Education Programs, Regional Governor's Schools and Regional Alternative Education Programs

Name of Regional Programl 0

Regional Program Number| 000 |

Did receive any tuition payments from participating school divisions (excluding pass- W FESET
through payments of state or federal funds from its fiscal agent) for fiscal year 201 UV Crun FORM

The school divisions that paricipated in the regional program in FY 2002 have been pre-loaded and the perceni At service is provided for
information only. Please enter the revenue from participating school divisions for FY 2010 tuition (adding or g#eting any additional school
divisions as appropriate). To add a division, simply key in the division number in column B. To delete a pgAicipating division, delete the
division number from Column B, If you are not sure of the division number, use the scroll box provided elow to find the division number
The total revenue should correspond to the revenue reported under 1901010, Please coordinate witthe school divisions as necessary to
ensure that you are accurately recording tuition revenues paid for fiscal year 2010 tuition. Please phte that you will need to provide this
infarmation in the "Required Fields” section below

Most regional programs should a
financial support for most regional programs involves tuition
payments, FTEs and other nonpersonal expenditures made by
participating school divisions on behalf of or to the regional program.

participating

f

t

you answer Ay
s cC I di vi si ons é

i's recommended that you fil!]l

0:

out

0 tvision tetewe agyuuatientpayments fronDi d y o u
0

t he AReve

before completing Schedule F. You are required to provide information on the revenues (in
source code 1901010) that were received from school divisions participating in the regional
progr am. When you select fAyeso
message concerning tuition revenues, and the ASRFIN Excel templatatastiaically take
you to the Revenues worksheet to enter the tuition revenue data.

on

Schedul e F

If you fill out the revenue section before completing Schedule F, the schedule will direct you to
allocate percent of service to each participating school division baseduipon revenues. |If

you later find that you are in error and need to base the percent of service on the number of
students because no tuition revenues were receiestah year201Q then you need to:

1. Delete your entry in source code 1901010toet iRevenueso wor kshee

Go back to Schedule F; and

2
3. Select Cancel when prompted with a message box concerning tuition revenues.
4

Then, you will be required to provide information concerningntin@ber of students
attending the regional program from eachtipgrating school division.

43

If you later find that you are in error and need to base the percent of service on tuition revenues,
then you need to click the "Reset Form" button at the top of the schedule and answer "yes" to the

tuition question.
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Figure 19. Schedule K Tuition Received

Schedule b - Kegional Program Allocations
Regional Vocational and Special Education Programs, Regional Governor's Schools and Regional Alternative Education Programs

Name of Regional Program| ] |

Regional Program Number| 000

Did receive any tuition payments from partlmpatlng school divisions (excludlng pass- Crves RESET
through payments of state or feders 0 . ear 2010? & no AR

®=chool divisions that paicipated in the regional program in FY 2008 have been pre-loaded and the percent of senvice is provided for

Q eranjn only. Please enterthe revenue from participating school divisions for FY 2010 tuition (adding or deleting any additional school >
divism goropriate). To add a division, SImDh knay in the cI| jision numher in column B. To delete a participating division, d
division number from Cofll - i Sl e GlviSion number.
The total revenue should correspond tot B revenue reported under‘lQD‘lD‘lD Please coordinate with the school divisions as necessary to
ensure that you are accurately recording/tuition revenues paid for fiscal year 2010 tuition. Please note that you will need to pravide this
infermation in the "Required Fields™ seftion below.

UseThis Box to Look Up Divigion - -
Numbers to Enter in Column B Below | Required Fields:

bl bl
Date HName of Contact Person in
P Enter the Number of Confirmed the Participating School
004-AMELIA - 2008-2009 2009-2010 Students from Each Viith School Division Who Confirmed
Division # School Division Percentage Percentage Division. Division Amount
7
| | 1 { I 1 I p.00% | L. § ] ]
=

| —t —t | | onel |1 ol TN 1 |

1
| Tuition revenues were preloaded from Enter the revenues received for T
revenue source code 1901010 on the Fy 201 0from participating

ARewueso worksh school divisions.

Il f you answer fin
sc

0 to the question, ADiIi d your
participating 00

0
hool divisionseéo:

If you answer "no" to the tuition question, you will leguired to provide information

concerning the number of students attending the regional program from each participating school
division. If you later find that you are in error and need to base the percent of service on tuition
revenues, then you needdiick the "Reset Form" button at the top of the schedule and answer
"yes" to the tuition question.
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Figure 20. Schedule F No Tuition Received

Hame of Regional Program| 1 |

000

Regional Program Number|

Did receive any tuition payments from participating school divisions (excluding pass-
through payments of state or federal funds from its fiscal agent) for fiscal year 20107

RESET
FORR

ensure that you are accurately recording tuition revenues paid for fiscal year 20 Ition. Please note that you will need to provide this

information in the "Required Fields” section below.

oo Thic B tol L lln Digiginn | /
. i | Required Fields:
No tuition revenues were reported in . . o amo ot ComaniPeraor
revenue source Code 1901010 on the Enter the Number of Confirmed the Participating School
~ N poog 2009-2010 Students from Each With School Division Who Confirmed
E n R evenueso Wor k tage Percentage Division. Division Amount
[ |1 [ ] 0.00%] | g | I I
[ |1 | | I 1 0.00%] | ﬁ‘ g | | |
[ 1 ! 1 o.00%] | \ ol | | |

Enter the number of students in
FY 2010 from participating
school divisions.

Schedule F also requires school divisions to verifydite of confirmation, contact person and
telephone number for every participating school division listed by a regional program. This
information is required, and an error check will prohibit completion of the ASRFIN Excel
template if these fields are nmampleted for every school division included in this schedule.
Required fields include:

e Date Confirmed With School Division
e Name of Contact Person in the Participating School Division Who Confirmed Amount

e Phone Number of Contact Person in Particigabivision

Schedule G: Capital Outlay

The information provided in this schedule is used for calculating Table 15 (Total and Per Pupil
Expenditures for Operations) of tBeiperintendent's Annual Report for Virgimad for

calcuhting capital expenditure exclusions on Schedule E (Required Local Effort)20@Be
2010ASRFIN. Both Table 15 and Required Local Effort are based on operational costs and
exclude federal or state funds expended for capital and debt service.

School dvisions must specify the fund type (federal, state, or local) used for capital expenditures
by various applicable functions and subfunctioibe portion of the following capital

expenditures reported in yoR0032010ASRFIN thatwaspaid from federal ostate funds will

be excluded from Table 15, as well as from the Required Local Effort calculation:

45
20092010 Annual School Report Financial Section Instruction Manual




Attachment C to Memo Nd.81-10
July 30, 2010
e Capital Outlay Replacements for Facilities:
o Facilities- functions 6610866600: object codes 81130
o Technology for Facilitie$ subfunction 68800: oject codes 8108130
o Contingency Reserve for Facilitiésubfunction 69800: object codes 818030

0 Loans, Bonds or Temporary Financirigeevenue codes 4104010, 4104020,
4104030, 4014040 object codes 8108130

e Capital Outlay Additions for All Functio ns:

0 Object codes 8200 through&2

e Debt Service:

0 Subfunction 67100: all object codes

Figure 21. Schedule G Capital Outlay
Supplemental 5chedule G
Capital Outlay (Objects 8100-8130 and 8200-8230) & Debt Service/Capital Lease Expenditures by Fund Source
Fiscal Year 2010 {July 1, 20po—tuea=0 andn
Dhison sme B Enter the amount of
Division Number:_ 000 expenditure from the TOt_a|
Enter the amount of C,f th“e Stated fUn.CtlonS/ rees of Financial exppaﬁgcz:.tc?r;es
expenditure from the |72 oblects paidfrom - pemsi s | o
stated functions/ woir| federal funds here. [ rincions szo00, .
objects paid from TederSTTTERTETITOS S =T T—TT=—and “J17" below. Capital will
sxpenditures reperted in Of 2210 th h 8230 (Technology - 68800 and CON{ingency Re=erve - 85800) 5
:I:at '.T'Ergrpai:: frc?m fecllneral State fUndS here 1257, chZL:“g and "J2% c;:er:c?'.i.g)Det:taerrﬂicr:le and clzng"'rtEICI)Eﬁe e.'r&;end'rturea aUtomatlca”y
-eported in Sub-Function &7 ) nds should be entered in cells "J35" below. popu|ate/
Total Expenditures in Object Codes 8100 through 8130 (Function 66000 ub-Functions 68500 and 63300): | \‘ 0.00 calculate.
Pleaze enter {} Enter the amount Of expenditure through 8130 eaid from Federal Q>
Funds (typical . .
from the stated functions/objects
Pleaze enter 1} pald from |OanS, bonds’ or h 2130} paid from State Fungge® >
Pesssenier]| t€Mporary financing. 0 through 130) paid from L5
Bonds or Temporary Traerg s TS T T oTe s S oS T T, S Tosrer, s rosn 20, £104040):
Total expenditurss from row 13 above (Objects 8100 through 8130} paid from Local Funds: | 000
Tetnl Curmmnedibimmn in Mlninnd & e 0600 4henmbs 0890 £ A1 Crimasinee 1 o onn
The capital outlay replacement expenditures reported in3@#2010ASRFINforfaci | i t i es 0
subfunctions 6610866600, 68800, 69800bject codes 8100 through&lLthat were paid from
feder al funds, should be entered-obent cel | nJ15
combinations from state funds should be enter

Capital outlay addition expenditures reporte@ilinfunctions, object code 8200 through382
t hat were paid from feded25l10 feuxnpdesn dsihtouurleds bfer oen
function-object combinations from state funds should be entered iRJ&Al o
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Debt service and capital lease expenditures reported ifuaabon 67100 that were paid from
state funds should be entered in cell "J33.0
Literary Fund or Virginia Public School Authority aststédunds. School construction loans

from the Literary Fund and VPSA are considered local funds.

Schedule H: Textbook Revenues and Expenditures

The information provided in this schedule details the fiscal 3840revenues andxpenditures

for textbooks, and provides information on budgeted textbook revenues and expenditures in

fiscal year2011. Textbook revenues were eliminated in the fiscal year 2010 budget. For that
reasonno textbook revenues will automatically be popedain the ASRFIN templateThe

school division must enter other state, local, or other revenues received by the school division.
Similarly, textbook expenditures for fiscal ye¥l0wi | | aut omati cally popul
AB22, 0 and AddAisiod canngtaepart expenditures that exceed total reported
revenues. An edit check will stop your submission if reported expenditures are greater than
reported revenues. Please note that all funds controlled by the local school board must be
repated on this schedule, including separate textbook funds outside of the regular operating
funds. Also note that §22251,Code of Virginia prohibits charging student fees for required
textbooks and workbooks. In addition, other student fees are pgeah#s indicated in Inf.

Supts. Memo No. 171, dated September 3, 1993, and Inf. Supts. Memo No. 95, dated May 13,
1994. Please refer to these memoranda contained in Attachments B and C of Adm. Supts. Memo
No. 15, dated March 30, 2001, for guidance on jEsitnle student fees.
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Figure 22. Schedule H Textbook Revenues and Expenditures

Supplemental Schedule H
Survey on Textbook Revenues and Expenditures

L ] [ 000
DIVISION MAIE DIVISION NUMBER

Mote: All funds controlled by the local school board must be reported on this schedule. including
separate textbooks funds ocutside of the regular operating fund.

I. Textbook Revenues: ACTUAL FY 2010 BEUDGETED FY 2011

State SOQ Textbook Funds

B Other State Funds

. Local Funds
(irrcluding framnsfers from escrow accourits]

. Other Funds
(excluding sfate or local furnds)

Il. Textbook Expenditures:

A Object code 5020 (Textbooks and
Workbooks)., Sub-Functions 61100, 61210
51320, and 69000 on the ASR

Sub-Functions 61100, 61210, 61230, 67320
59000 on the ASR

. Object code 5040 (Technology -
line Content}. Sub-Functions 638100 £5240. and
59000 on the ASR

Please Note: §22 1-251. Code of %irﬁa. prohikits charging student fees for required texfbooks and
workbooks. In addition. other studefit fees are prohibited as indicated in Info. Supts. Memg RNo. 171,
dated September 3. 1993, and Info. Supts. Memo MNo. 95 dated May 13, 1994 Please refer to these
memoranda contained in Attachments B and C of Admin. Supts. Memo Mo, 15 dated March 30, 20071,
for guidance on permissible student fees.

The green-shaded cells will School divisions must
automatically populate with enter budgeted FY 2011
revenue and expenditure data. information in this column.

Schedule I: FY 2A.0 Salary Survey

The information provided in this schedule is usedompile the annual salary report that is due

to the General Assembly by December 1 of each y&an (400f Chapter782 2010 Acts of
Assembly). Schedule | must be received by the ASRFIN due date (Septemd@td 5o

ensure that your school divisi is included in the annual salary report, which is provided to the
Governor and the Chairmen of the Senate Finance and House Appropriations Committees. The
information provided in this schedule will also be used to complete Table 19 (Total Instructional
Positions and Average Annual Salaries) of $luperintendent's Annual Report for Virginia

The AFi G@AIlctWedro col umn will automatically po
ASRFIN expenditure and FTE sheets. You are also asked to provideatifmm on budgeted

salary expenditures and FTEs for fiscal y2@k1l. Please note that the "Fiscal Y@ad0

Actual” column must be populated with this data before the spreadsheet will allow you to enter

data in the "Fiscal Yed&011 Budgeted" column. ®not attempt to complete Schedule | until

all expenditure and FTE data has been entered in prior ASRFIN expenditure and FTE sheets.
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Figure 23. Schedule I Salary Survey

Supplemental Schedule |

FISCAL YEAR 2010 SAL ARY SURVEY: item 140 of Chapter 872, 2010 Acts of Azsembly (2008-2010 Appropriation Act), reguires the
Superintendent of Public Instruction to provide a report on the status of teacher =alaries, by local school divizion, to the Gowvernor and the Chairmen of
‘he Senate Finance And House Appropriations Committees by December 1 of each year of the nformation provided in this schedule will
alzo be uzed to complete Table 19 of the Superintendent's Annual Repert for Wirginia ( Total inst t ions and Average Annual Salaries ).
Please note that the "Fiscal Year 2010 Actual” column must be populated with expenditure data (column will automatically tabulate
rased on data entry in prior ASR expenditure sheets) before the spreadsheet will allowr you to enter data in the "Fiscal Year 2011
Budgeted” column.

Division /! Regional Name Division ! Regional Number
| 0 11 000

Section A: Teaching Personnel

Compensation Reporting For FY 2011 Budgeted: Include compensation paid For all teaching personnel defined as classroom teachers [regular education, remedial
zducation, special education, vocational education, gifted education, music, art, and physical education teachers, other subject area teachers); homebound teachers; technology
nstructors; guidance counselors; and librarians for regular day schools, regardless of the source of Funds [local, state, federal, other] For the indicated range [elementary,
secondary or district). Please do not include classroom teachers For summer school, adult education, preschool, or other educational programes that do not Fit the categories
isted abowe in this survey. Include budgeted expenditures for object code 1120 For Functions 2100 and B2200 in your calculations.

FTE FPosition Reporting for FY 2011 Budgeted: Please report separate totals for all elementary, secondary and district classroom teachers and another total for
slementary, secondary and district guidance counselors and librarians, following the guidance prowided in the cells below. For more specific information on which expenditures and
STE's to include, review column “B" below.

A Compensation For Teaching Personnel - Report the amount of sompensation paid to teaching personnel in elementary, secondary and district ¢ategories.

Fizcal Year 2010 Actual Fiscal Year 2011 Budgeted
Total Compensation For Elementary Teaching Personnel - E3
Flease cater budgeted amouat above.
Total Compensation for Secondary Teaching Personnel - | - - |
Please cater budgeted amouat above.
Total Compensation For District Teaching Personnel - | F
Fleaze enter budgeted amonat above.
JTotal Compensation for Teacher Personnel I | E 3 = £ 3 =
: _ You cannot enter data
This column will in the FY 2011 column
automatically populate until the FY 2010 data
with expenditure and is entered in
FTE data. expenditure and FTE
sheets.

Please note that if you did not leaprincipals and/or assistant principals for a division or
regional program ifiscal year2010, you will be asked to verify this by selecting a check box
that appears in sections B and C of Schedule I. If you do not plan to employ principals and/or
assisant principals irffiscal year2011, you will also be required to verify this using a check box.
You wi ||l be prompted with error messages i
principals or assistant principals, for both fiscal years.
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Figure 24. Schedule I No Principals Employed

Calculated Average Salary for Principals: | Please Verify Data Egiered Aot tblcg ify Data Entered Above

were employedin FY 2010, D HoFrinipalr willbe employedin FY 2011,

ant Principals =
/

ition for Assistant Principals - Feport the amount of compensation paid to assistant principa%n the elementary, secondary and district categorie:

[ Fiscal Year 2010 Actual / | Fiscal Year 2011 Budgeted

Use the check boxes to verify
20090 or ANo principals wildl l
receive an error message if you do not use these check boxes

when the number of principals or assistant principals is zero.

If you encounter difficulties entering budgeted salary amounts and FTischdryear2011,

you should first enter FTEs and then provide budgeted salary amounts. A vareciceah
been built into this schedule to prompt you if data entries related to budgeted salaries differ
significantly from prior year data. Entering fiical year2011 budgeted FTES prior to entering
budgeted salary amounts ensures that variance chwtksaly be applicable in cases where
both salary and FTE amounts deviate significantly from2BXY0 actual data.

Section D of Schedule | allows school divisions to explain planneB(RY actions to improve

classroom teacher salaries. Selectthetextb t i t |1 ed AActi on taken to i
FY20l1o t o reveal a text field where additional
You may provide a brief description of actions to improve teacher salaries261#Ye.g.

provided cosof living increase, salary step increase, etc.). If applicable, please include the

average effective annual percent salary increase that will be provided to classroom teachers in

FY 2011. Please note that this explanation will be included in the salaxgy report and the

department will not edit this text. All text entered should be proofread and spell checked.

Schedule J: Breakout of Technology Salary Expenditures and FTEs

Schedule J is used to collect informatregarding instructional classroom and instructional
support expenditures and FTEs reported in technology subfunctions 68100 and 68200
information will be used to calculate SOQ funded instructional salaries as well as SOQ
prevailing support positions drsalariesn future biennia All school divisions and regional
programs must complete Schedule J.

Please note that this schedule is intended to determine the number of elementary, secondary, and
districtwide teachers assigned to subfunctions 68100 &2@0®nly. You are required to array
expenditures and FTEs for these two subfunctions among elementary, secondary, and district
wide programs. Error checks have been built into this schedule to ensure that the total
expenditures reported on the schedulest equal the figures that you have entered for total
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expenditures under 68100 and 68200 on the technology expenditures worksheet (labeled
ADIi strict 680000)

Figure 25. Schedule J Breakout of Technology Salary Expendituresand FTEs

s B 5 [w]} E F G H | il [ L [

Supplemental Schedule J
Elementary, Secondary, and Districtwide Breakout of Object 1120 in Functions 68100 & 68200
Fiscal Year 2010 (July 1, 2009 - June 30, 2010)

Division Name: | [1] |

Division Number: | oon |

The infermation provided in thiz schedule will be used in calculating Standards of Quality (SOQ) funded instructicnal zalaries az well az S0Q prevailing =upper
positions and =alariez. In Section 1, pleaze provide the elementary, 2econdary, and districtwide breakout of the expenditu ported in 88100, 1120 in cells
K16," "K18," and "K20" below and the FTE= reported in 68000, 1120 (attributable to the expenditures reperted in 8100 enly) in cellz "L16," "L18" and "L20
below. In Section 2, pleaze provide the elementary, =econdary, and districtwide breakout of the expenditures reported in 8200, 1120 in cells "K28," "K30,
and "K32" below and the FTE= reported in 68000, 1120 (attributable to the expenditures reported in 68200 only) in cellz "L28," "L30," and "L32" below.

10

do | @ e re =

12 Section 1: Technology - 1120 Expenditures & FTE's in Classroom Instruction (68100}

—
12 Ezxpendi B TEs: Avg Salary:
14 Total expenditures reported in Function 62100, Object 1120 & FTE= reported in Function 82000, Object 1120: -

OF the expenditures reported in Function 62100, Object 1120, how much was for Elementary (K-7) teachers
16 [also enter corresponding FTES]:

OF the expenditures reported in Function 62100, Object 120, how much was for Secondary [3-12) te aghers
12 [also enter corresponding FTES]:

FTEs: Avg Salary:
26 Total expenditures reported in Function 3200, Object 120 & FTE= repdrted in Function 2000, Object 1120:

OF the expenditures reported in Function 62200, Object 1120, how pAich was for Elementary (K-7) teacher;
28 [alza enter corresponding FTES):

OF the expenditures reported in Function 62200, Object N2@ how much was for Secondar
a0 [alza enter corresponding FTES):

OF the total expenditures reported in Function E320# Object 1120, how much

For District-wide teachers
32 [alza enter corresponding FTES):

should match tatal reparted in cell "K26°): | - |

1

a4 Elementary, Secondary, and Districtwide EApenditure Subt,

These cells will automatically You are required to array
populate with FY 2009 expenditures and FTEs for
expenditure and FTE data the 68100 and 68200
from prior expenditure and subfunctions among
FTE sheets. elementary, secondary and

districtwide programs.
Enter this data in the white
cells in columns K and L.

Schedule J contains a link to the total numbd¥KEs reported in the Distriwide FTE

worksheet. This link represents FTEs arrayed across the entire 68000 function, which includes
subfunctions 68100 and 68200. In ordecamplete Schedule J, you must allocate a percentage
of these total FTEs to 68100 and 68200.

For instance, if the total number of FTEs reported across function 68000 is 50.00, you must
decide whether to allocate all or part of the 50.00 FTEs in ei81(60or 68200 among

elementary, secondary, or districtwide programs. In no instance should the total number of FTEs
allocated between the two subfunctions exceed 50.00. If the total number of positions allocated
between the two sufunctions were to exesl 50, an error check built into the template would
prevent completion of the ASRFIN.
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Figure 26. Schedule J Balancing FTEs

A E i ] E F G H I I K L ]
1

H Supplemental Schedule J

3 Elementary, Secondary, and Districtwide Breakout of Object 1120 in Functions 68100 & 68200

4 Fiscal Year 2010 {July 1, 2009 - June 30, 2010}

5

B Division Name: | 0 |

7 Division Mumber: | 000 ]

The information provided in this 2chedule will be used in calculating Standards of Quality (SOQ) funded instructional =alaries
positions and =alaries. In Section 1, please provide the elementary, secondary, and dist

az
wide breakout of the expenditures

well az 500 prevailing suppor
orted in 68100, 1120 in cells

K18," "K18," and "K20" below and the FTE=s reported in 58000, 1120 (attrizutable te the expenditures reperted in 68100 only) in cells "L16," "L18" and "L20
below. In Section 2, please provide the elementary, econdary, and districtwide breakout of the expenditures reported in 53200, 1120 in cells "K28,” "K30,
and "K32" below and the FTEs reported in 68000, 1120 (attributable to the expenditures reporied in 58200 only) in cells "L26," "L30," and "L32" below.

o

1

12 Section 1: Technology - 1120 Expenditures & FTE's in Classroom Instruction (68100}

1 Ezpenditures: FTEs: Aug Salary:

1 Taotal eependitures reported in Function 62100, Object 120 & FTEs reported in Function 63000, Object 120: 50000000
0F the expenditures reported in Function 6100, Object 1120, how much was for Elementary [K-7] teachers

16 (also enter corresponding FTES): 200.000.0! 10.00 20000
OF the expenditures reported in Function 52100, Object 1120, haw much was for Secondary [3-12] teachers

12 [alzoenter corresponding FTES): 200.000.0 10.00 20,000
OF the total expenditures reported in Function 62100, Object 120, how much was for District-wide teachers

20 | ([alsoenter cormesponding FTEs): 100,000.0 2.00 50,000

33 | Elementary, Secondary, and Districtwide Enpenditure Subtatal (should match total reported in cell "K147): 500,000.0 -l

23

24 Section 2: Technology - 1120 Expenditures & FTE's in Instructional Sugport (68200)

25 Ezpenditures:, FTEs: Aug Salary:

26 Taotal eependitures reported in Function 2200, Object 120 & FTE= reported in Function 2000, Object 120: 600_000_0 ]
0OF the expenditures reported in Function 53200, Dbject 120, how much was for Elementary [K-7) teachers |

28 (also enter corresponding FTES): 200.000.0! 20.00 10,000
OF the expenditures reported in Function 53200, Dbject 120, how much was For Secondary [8-12) teachers

30 | [alsoenter corresponding FTES): 300.000.0 5.00 60,000
OF the total expenditures reported in Function 62200, Object 1120, how much was for District-wide teachers

32 | ([alsoenter cormesponding FTEs): 100,000.0 3.00 33.333

k]

a4 Elementary, Secondary, and Districtwide Expenditure Subtotal (should match total reparted in cell "K26"): | §00.000.00 I

The FTEs arrayed across
functions 68100 and 68200
cannot exceed the total
FTEs reported in function
68000 on the

Positionso

Schedule K: Table 15 for Current Year and Prior Year

Schedut K contains the calculations made for the annual posting of Table 15 of the

Superintendent's Annual Report for Virgini&chedule K is populated as the Excel template is
completed and does not require any additional data entry for complétienformatfor this

schedule resembles that of the divisiemel worksheets included in Table 15 as posted
http://www.doe.virginia.gov/statistics_reports/suptsw@al_report/2008_09/index.shtmlhe
APreliminarygeé&€tvi @a010efl ects the data containe
be displayed in Table5l Prior year (fiscal year 20P8ata, as posted on the ab&Website, is

also included for referee purposes. Large variances on this schedule could indicate potential

errors in the data as currently entered into the template. Please review this schedule closely

before submitting your ASRFIN template through SSWS.
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For Table 15 purposes, expenddsifor jointly operated divisions are consolidated and reported
under the fiscal agent only. As a result, for the division that is not the fiscal agent (i.e., Bedford
City, Fairfax City, Emporia and James City County), Schedule K will display zeroseforithr

year data. In addition, because Schedule K is populated as the template is completed, it will
display current year data for only timelividual division whose data is contained in the template
not the combined entity.

Please note that beginnimgththe 20082 0 09 Super i nt e n d &able Thsstat n nu a |
payments for regional Alternative Education p
are allocated to school divisions according to their participation in these programs, rather than
including the total pr ogr aS$cheduweKras bdesupdatedtd h e f
reflect this methodology change; however, please note that the values shown in Schedule K may
not coincide with the final Table 15 due to End of Year ADM ¢earthat may occur after the

release of the ASRFIN template.

For informational purposes, Schedule K now contditie | Maintenance of Effort calculations
to help school divisions identify the likelihood of not meetingtB& Maintenance of Effort
requrement for Title I. The Virginia Department of Education uses Tabléwlifh necessary
adjustmentsjo calculate the Title LEA Maintenance of Effort.This information is contained at
the bottom of Schedule K.

Schedule L: Expaditure Detail for ARRA Expended Funds

Schedule L is used to calculate tb&alamount of ARRA funds school divisions spent in certain
areas based on function and object combinatidim@se amounts are calc@dtfrom entries

school divisions enterdd the expenditure sheets for ARR#ds excludindARRA Title | and
ARRA Title Vv, Part A,andARRA Title | funds. These specifitunction and object
combinationsverespecifiedoy USED to be used by the National Center for Education Statistics
(NCES) as pa of s t a federsl deporting requiremenisth respect to ARRA funds

The total revenues for ARRA funéscludingARRA Title | andARRA Title V, Part A,and
ARRA Title | funds must be equal to th&tal expenditures detailed items 14 (excluding 1a)
in Schedule L.If the total revenues and expenditures do not baldmee,you must niee
adjustments on the individual expenditsheets.
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Figure 27. Schedile L i ARRA Expenditures

A B
1

1] E

F

G

1J

K

L|M|N )

P|C

FY 2010 Expenditure Detail for ARRA Funds Expended in FY 2010 to be reported to the United States Department of Education

3
4 Pleaze review the expenditures below, for which your division was reimbursed during fizcal year 2010, by function and object code noted below, in each of the five areas required. This data was
5 populated frem individual expenditure data reported on the expenditure tabs. This infermation will be used by the United States Department of Education (USED) National Center for Education Statistics
5] (NCES) to determine future federal funding including Impact Aid and grant awards.
)
American Reinvestment
9 ) and Recovery Act (ARRA) IR ARRA Title \V, Part A
10 Total Expenditures for | | £y o)yding Title | & Title V, Part A CFDA# 84.389
11 Franl Revenues Received Revenues Received Revenues Received
12 [ 0.00 ] [ 0.00 ] [ 0.00 ]
14
15 i1l 0.00 0.00 m 0.00 0.00
Functions 61100, 61200, 61300, 61400, 62100, 62200, 63000, 64000,
65000, 58000, 65000
Object= 1000, 2000, 3000, 4000, 5001, 5100, 5200, 5300, 5400, 5500
5200, §000, 7000
16 Exclude Programs 7, 8, &
7
Current e= for public y-zecondary education;
0.00 0.00 0.00
o E Instruction Onlv (include these expenditures in tem 1 above) oy ‘I‘
Functions §1100, 1230, 2100, 65100
Objects 1000, 2000, 3000, 4000, 5001, 5100, 5200, 5300, 5400
5500, 5800, 6000, 7000
19 Exclude Programs 7, 8, §
20
2 0.00 0.00 o.00 0.00
21
Pregramz 7 (Adult), 8 (Nen-Regular Day Schoel), 9 (Mon LEA
Pregramz)
Objects 1000, 2000, 3000, 4000, 5001, 5100, 5200, 5300, 5400, 5500,
= £800, 6000, 7000
Z5
24 Propertv/capital outlay expenditures - excludes 85000 (facilties) [ 0.00 0.00 |I| 0.00 0.00
Functions §1100, 61200, §1300, 81400, 62100, 62200, 63000, 64000,
65000, 58000, 69000
25 Objects 8000
i)
27 4. School construction expenditures 0.00 0.00
Functions 85000
28 All Objects
Fi)
a0
21

The expenditures for items

1 through 4 excluding 1la
must equal ARRA
revenues as reported on
the Revenues sheet.

Regi onal

ASRFIN information from regional programs provides financial data for public reporting in the
A ntonnoeat fedeRilergpartmg reqiementy, and pi ni a

Superintende

Progr amsao

nt 6s

ASRFI

N

make future funding decisions. Regibpeograms are required to submit an ASRFIN to account
specifically for the fiscal resources and personnel that are allocated to support the services

provided by these entities.

The ASRFIN Excel template has been enhanced to make data entry easiese@othpleting
an ASRFIN for a regional program. For example, expenditure data will only be accepted in

expenditure
Aspecial , o

progr ams
Afvocat.

onal
54
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ARevenueso worksheet will be |l ocked with the
(VPSA) and 250000 (Benefits from Other State Agencies). Edits checks have also been updated
to recognize certain unique financial agaments of regional programs. These enhancements
should ease some of the data entry requirements.

Regional programs should follow the general instructions as provided in this manual as well as
the following additional instructions that are specific tioaal programs:

Statutory Basis and Due DatdRegional Programs)

The statutory basis and due date for the ASRFIN is the same for regional programs as it is for
regular school divisions. Section 281, Code of Virginiarequres each school division and
regional program to submit iZ)092010ASRFIN to the Virginia Department of Education by
September 1201Q School divisions and regional prograthatwish to file for an extension

(until September 30, 2010, per Section1221, Code of Virginia for their 20092010 ASRFIN

must submit a written request signed bydhasion superintendent, or designee, to Ként

Dickey, ceputysuperintendent fofinance andaperations, prior to the September 15, 2010,
deadline. Please r@that email extension requests will not be accepted.

Coordinating Responsibility for Preparing the ASRFIN (Regional Programs)

The entity (fiscal agent school division or regional program itself) preparing the ASRFIN for a

regonal program should coordinate with all participating school divisions to ensure that all

revenues, expenditures, ftiline equivalent positions, and schedules for the regional program

are reported in the regional theadwyoamés ASRFI N
participating school divisions.

RevenuegqRegional Programs)

All of the revenues that support the expenditures of a regional program should be reported in the
regi onal programbs ASRF bk shoul bereported, regandlésa df e . Al
source, including any funds directly appropriated to the regional program and any funds passed
through to the program or received from a school division or local government.

e Revenue 1901010: Tuition from Another Countyor City
All tuition payments from local revenue made by school divisions to regional programs

should be reported, where applicable, in t
under APayments to Joint Operatiaoomo in ob
Operations. 0 These tuition payments shoul
ASRFI N Excel templ ate under revenue source

County or City.o

e Revenuel901020: Other Payments from Another County or City
All other payments (other than tuition payments) to support regional programs should be
reported, where applicabl e, by school di vi
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the appropriate expenditur e -QtledDavisionelnobj ect
St ate. o These other support payments shoul
ASRFI N Excel template under revenue source

Anot her County or City. o

State funds for a regional program that are either paid to the fggmat @r paid directly
to various participating school divisions for the regional program should be reported by

the school division under funct i Dansfe8 7300,
tolnterAgency Fund. 0 -t Mhesgh 8shpudperépprted an the
regi onal programdébs ASRFIN Excel template wu
Payments from Another County or City.o

Expenditures (Regional Programs)

Instructional expenditures for regional pragsamust be reported under the correct program
code. Specifically, expenditures for vocational education programs must be reported under

programcod®8, fivocational 06 programs, or program cod
regional special educaticand regional alternative education programs must be reported under
programcod®, fispecial 06 progr ams. Expenditures fo

r
Schools must be reported under program code 4
Excel tanplate is designed to detect the type of regional program selected from thaodnop

box on the AContact I nformationo worksheet an
program codes in which expenditures should be entered. All other program clbdes wi

automatically be writgarotected in applicable worksheets, preventing you from entering data

into incorrect programs.

Figure 28. Program Codes for Regional Programs

Type of Regional Program Program Code
RegionalVocational Education Program 3iAiVocat promi@lAd ul
RegionalSpecial Education Program 2iAiSpeci al o
RegionalAlternative Education Program 2inSpeci al 0
RegionalAcademicYear Governd¢d4inGi fted and Ta

All personal andhorpersonal expenditures made directly by the regional program or attributable

to the services delivered by the regional program should be reported in the expenditures section

of the regional programdbs ASRFI N Exoc el templ a
purposes of ASRFIN reporting, the level of resources expended for services provided by the

regional program.

Participating school divisions that provide personal services to, or moaRersonal
expenditures on behalf of, regional programs shouldtepotr hes e expendi tures a

Payments to Joint Operationso in the appropri
school divisionbds report. The regi-omeal progr
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equivalent positions across the apable function/program/object codes based on the services
provided by the regional program. Transfers of revenue from participating school divisions to
regional programs in the form of tuition payments should be reported as described in the
Revenues sech above.

Personnel Expenditures

Personal services expenditures, including salaries and benefits, for all personnel that
provide services or instruction for the regional program should be included, regardless of
the contract status of the personnel.

Thepersonal services expenditures for personnel directly on contract with or employed

by the regional program, as well as those assigned to the regional program but on contract
with or employed by a local school board, should be reported on the regiomalpnog s
ASRFIN Excel template (but not duplicated on the ASRFIN Excel template of school
divisions participating in the regional program).

Personal services expenditures should be prorated ontarfelequivalent basis for

personnel that provide services a partime basis at a regional program. Personal

services expenditures for personnel that are assigned to work at a regional program by
participating school di vi sions should only
Excel template.

Nonpersond Expenditures

Nonpersonal expenditures that are attributable to the services and activities of the
regi onal program are to be reported on the
(and not duplicated on the ASRFIN Excel template of participating sdnasions).

Report payments to state mental heaitbllectual disabilityinstitutions for the education

of handicapped pupils and/or tuition payments tovinginia School for the Deaf and the

Blind that are made by the department on behalf of regjmmograms under Function

61100-Cl assroom Instruction, object code 3000

Full-Time Equivalent Positions(Regional Programs)

All positions that provide services or instruction for the regional programdbeuncluded in

t he

position count on the regional programos

status of the positions. Personnel directly on contract with or employed by the regional program,
as well as those assigned to the regionad@am but on contract with or employed by a local

sch

ool board, should be reported in the posi't

template (but not duplicated on the ASRFIN Excel template of participating school divisions).

All positions mus be converted into fullime equivalents (FTES), including positions that
provide services on a pdiine basis. In cases where personnel provide services for both the
regular school division and the regional program, the positions must be allocatek apbely
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and reported as partial FTEs on both the scho
regi onal programbs ASRFIN Excel templ ate.

Instructions on calculating FTE positions for both instructionalreomthstruction personnel, as
wellastheusef t he FTE Cal cul ator, are | ocated in t
Ti me Equivalent (FTE) Positions Worksheets. o

Supplemental Schedules A through HRegional Programs)

All regional programs must submit Schedulesnid, I. Regional programs do not need to

submit SchedukeA and B, C, DE, E.2, G, H, J, or L Figure28 shows the schedules that must

be submitted by type of regional program. Please see the individual instructions for completing
the required scheduléscated in earlier sections of this document.

Figure 29. Schedule Submission for Regional Programs

Schedule

Type of Regional Program A | B|C|D]|E G| H

Vocational Education Program

Special Educationri®égram

Alternative Education Program

XX X[ X|T
X|X|X|X|—

AcademicY e ar Gover |

COMPLETION PROCESS
Error Check

When all data &s been entered and the ASRFIN Excel template is complete, you will need to

run the final error checks. The final error
wor ksheet, and is titled AFiIinal B the entre Check . 0
ASRFIN Excel template, including the revenue worksheets, expenditure worksheets, and
supplemental schedules. The error cheglbsensure that all worksheets contained in the Excel
template meet certain criteria and are complete. All efoonsd during the error check will stop

the error check process and generate prompts indicating the error. All errors must be corrected
before continuing with the report.

When you have successfully run theckerror chec
Worksheed wi | | be made avail abl e. This worksheet
containingpossible errors and warning messages that exist in the Excel workBaodfully

review these messages, especially if you receive a warning messagetkieadivision or

regional program is not in compliance with meeting Required Local Effort.

When you are satisfied that the data submitted is correct and all warning messages or possible
errors have been reviewahd corrected if necessatfien the ARFIN Excelfile mustbe
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preparedor uploadusingt h e d e p Webtmalded sydtesmTo prepare the Excel file for

submission, fromt h EinaliCheckWorksheebtah you must click on thgreenbuttonon the

wor ksheet | abel ed 0 RIAK Gorrdatioress CdimpletetrepareEXCEL e we d a
Fil e For Slckingorsttisibattanovalidates the Excel file and prepares it for
submission.Once you click the buttortjose and savihe Excel file which will then beeady

for submission.If you would like to print the template, please do so prior to clicking on the

green button or after submitting the file thr
Check Worksheeto wild/ i nval i dartneghefinalerrof i | e. I
check and click on the green button again to validate the file.

ASRFIN Excel Template Submission

After successfully checking for errors and preparing the Excel file for submissiarextstep

is to transmit the fil eWebgtethrédughthe esp af the Smglemt 6 s d
Signon forWeb Systems (SSWS) attps://plpe.doe.virginia.gov/sswinstructions regarding

this application are on th&ebsite.

User Account Required for SSWS

You will need a user account to access the SSWS. If you do not have a user account, you will
need to contact your local SSWS Account Manager. Each division is assigned an SSWS
Accownt Manager, who establishes accounts for persons in the division needing access to the
SSWS.

After successfully logging in to the SSWS, the Virginia Department of EducatiorBidgtiome

Page will appear. The @A men uheapplicatianhtewhclke nt er o
you have been granted access. The left side of the S8&BPage is a blue navigation bar.

The links on the navigation bar allow you to navigate to various sites on the Department of
EducationwWeb Site.

Select the liAARepwalt: SFhoanci al (ASRFIN)O appli
logged in as the correct division or regional progtamriewing the user information along the

right side of the page. The SSWS screens for this year have been modified to accommodate the
changes in the ASRFIN SSWS submission process. The changes are noted in the body of the
ASRFIN Home Page. Along thigght sideof theWebpage, in the area with the grey

background, are various functions that you can use to submit and track your ASR&INhd

status of your collection window is posted at the top of the page.

To submit your Excel f il eeynadgatiorobsaren theSighbsidé t Da't
of the screen. The submit data page is shown in FRfure
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Figure 30 Submit Data Page

Q-© Iﬂ \ELI A /j\: “-3'-1'?' © T e # - K3 W

Search Virginia.gov | GO

a Department of EDUCATION

> ASRFIN Home >> Submit Data Contact Us

Instruction

VDOE Home Submit Data Submit Data

Status Tracking
Superintendent

_— View Warnings
Board of Education Click the Browse button to open a local file selection window. Select the ASRFIN Excel spreadsheet to be uploaded from

Error Summary
your local directory. Its full local file path will be displayed in the file name box. Flease verify the correct file was selected.

Error Details

Click the "Upload File” button to submit the file to DOE. Once received, it will automatically be processed with status Reports
updates available via the "Status Tracking” menu item. )
User Information

Upload a MS Excel File Raymond Adkins

radkins

File Name Dept. of Education
- Staff
Upload File 2

Alleghany County
Start of Page - Skip to Content {003)

Site Index

VDOE Application
Contact

Brian Logwood
(804) 225-2025

e=m

VDOE SSWS Admin
Jean Gray
(B04)371-7524

FOF

o Wany of the
documents on the

S @ Internet .
Enter the full Excel file name and file | ocat
file on your computero6s hard drive. Once you
Fil eo b utetfile namé. ethisowill uglohd the Excel file to the department through the

SSWS. The collection window will be closed to prevent multiple Excel files from being
submitted as the Excel file is processed.

To view the status of your Excel file submissienlse ct A St atus Trackingo

f
|l i sted along the right side of the ofyauge. The
submission as it is processed. After the file has been processed you can view any warnings or
errors that were paof the submission. See FigiBe
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- . -~ A iy - 7 x
- ) \ ) e R . - PL y
Q-0 HRA®BG L% @ & @ K 3 e
Search Virginia.gov | GO A,
a Department of EDUCATION :
> ASRFIN Home >> Status Tracking Contact Us
Instruction
Logout
VDOE Home - Status Tracking
: ome Status Tracking
View Warnings
Superintendent
—_— Error Summary
These are the file names, status, and upload date of all files uploaded during the current ASRFIN collection. The lastfile Error Details
uploaded may be viewed by clicking the "View” link in that file's row. The upload status will display the current status of
. Reports
each file:
User Information
« Awaiting Conversion - the file is being processed at DOE Raymond Adkins
+Warnings-Successful - the data has non-critical issues, click "View Wamings” to review radkins
+ Failed - the data has critical issues, click "Error Summary™ or "Error Detail” to review Dept. of Education
« Successful - the data has no issues, click "Reports™ to review/print the verification report Staff
File Name Upload Status File Upload Date View Virginia Beach City
asrfin08 -7-9-08_vb_test_file_al_cells_checkxls VWarnings - Successful 07/15/2008 12:11 PM View (128)
aerfin0& -7-8-08_vb_test file_all cells_checkxls Failed 07/15/2008 11:39 AM
asrfinda -7-9-08_vb_test_file 3.xis Failed 07/10/2008 03:21 PM VDOE Application
asrfin0 -7-8-08_vb_test_fie_3.xls Failed 071012008 02:24 P Contact
asrfind@ -7-5-08_vb,_test_file_3.xls Failed 07/10/2008 12:21 FM Brian Logwood
asrfin08 -7-8-08_vb_test file_2 xlz Failed 07M0/2008 10:38 AM (4) 225-2025
asrfin0d -7-9-08_vb_test_file_2 xls Failed 07/0/2008 09:57 AW
VDOE SS5WS Admin
Start of Page - Skip to Content ez B
(804) 3741-7524
doief J1any of the
documents on the
VDOE Web Site are
alnlall 7 £ A v
ﬂj é 4 Internet
After successfully wuploading the Excel file,

|l i sted on the bot tadm omnfo twoea kisGeerett a ootf It rhfeo rAfS RF
receive an #mail indicating that the department has received the submission.-ribi will

also state that the division or regional program must review the submitted data, including the list
of potental errors

Once your file has been successfully submitted and geessed by DOE, you will receive a

notice that you can now access yhkeforeyoBecaper i nt e
print a finalized verification report (which will include signature lines at the bottom of the

first page), you must review any warnings and accept or reject the submission. To review

your warnings, select AView Warningso from th
Figure 32 is an example of what the page lookskke.
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Figure 32View Warnings Page

ASRFI N Excel Templ ate Submission and Superint

Once you have reviewed your | i st exft opotoaunt i al
submission. If you review the list of potential errors and determine that the data as submitted is
accurate, then you must selwietch Wareniopds @.n tlof

the list of potential errors and determine thatdata as submitted is not accurate, then select the
option to fAReject Submissioton Yaonudr Rseushunbins sti oRne vv
removed from SSWa&nd you will need to rsubmit a corrected ASRFIN Excel file.
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