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Introduction and General Instructions

The Annual School Report Financial Section (ASRFIN) provides financial data oniViegin s
public education programs to the Superintendent of Public Instruction, the Governor of Virginia,
the Virginia General Assembly, théS. Department of Educatiosind U.S. Censuysind the

general public. The ASRFIN is used to colleciadadm 135 schal divisions ands9 regional
programs in Virginia. The data is usied multiple purposes, primarilfpr reporting and state

and federal funding formulasThis document provides instructions for completing2®i#s-
2017ASRFIN, and is organized into sewxts 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 school division and regional program
to submit its20162017ASRFIN to theVirginia Department of Education [8eptember 15,

2017 School divisions and regional prograthatwish to file for an extension (until September
30, 2017, per Section 22:81, Code of Virginia for their20162017ASRFIN must submit a
written requestigned by thalivision superintendent, or designee, to KénDickey, Deputy
Superintendent foFinance andperationsprior toand postmarked e September 12017,
deadlinendicating the reason the extension of time is nedélegse note that extsion

requests will not be accepteth e-mail.

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 farafdty only. The 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 Virginiegartment of Education

(Department) that has been altered/ar modified and this file iglentified in the course of the
Department’s review, Ptowi | not be accepted
very important that the template remspnotected so as not to change any foratlaen

calculdions or worksheet links, as this data is used for a variety of purposes, including the
Superintendent 6 s AnStandartds offQegity (SOQ) fureding, Geinaray) i ni a
Assembly reports, and some federal funding calculations. If an altered temgabmiied, bu

not identified by the Bpartment during its review process, and funding to a division or regional
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program is reduceldecause of the alteration, thefartment may not be able to correct the
funding deficiencyTherefore, please do nattécopy and paste information within the template.

All divisions and regional programs, including joirtiperated regional programs and divisions,

are required to submit2016-2017Annual School Report Financial Section (ASRFIN).

Instructions for commting the ASRFIN are provided in this manual, as well as in the ASRFIN

Excel template itself. AttachmeAtt o t he Superintendent’s Memor al
and clarifications to th2016-2017ASRFIN Excel template, which are also included in this

marual. Please read all of the instructions in this manual, as well as those provided in the

ASRFIN Excel template and other attachments, to ensure the accuracy 20462017

ASRFI N submission. The ASRROIB20i7AmtalSchoot i ons m
Report Financ2018201788RFIiI din) " aser we2D1U7 aosr 201TFH"Ys ¢ a |
The20162017ASRFIN corresponds to ti#17fiscal year (i.e., July 22016to June 302017).

The ASRFIN Excel templatis formattedto make data entreasier for those completing an

ASRFIN for a regional program. For example, expenditure data will only be accepted in
expenditure programs that correspond to the primary educational program of the regional
program (i .e., “spedi alnd t“vyemnateiddnal , "l norad“dgd
cell s on the *“ Rrelocked with e ezeption ok reveneieesburce codes
240220(Hosptal, Clinics, Detention HomeStateOperated Programs240248 Special

Education Regional Program)s240295(Special Education in Ja)l$250000 (Benefits from

Other State Agencies},10405 YPSA Technology Granfs410406 (Literary Fund Subsidy

Grant) and 410407 (School Security Equipment Gragidit checks recognize certain unique
financial arrangenmds of regional programs. These enhancements should ease 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
operatng fund and any separate funds established to account for 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 acsisalfteccounting for
financial reporting in accordance with generally accepted accounting principles as promulgated
by the Governmental Accounting Standards Board (GASB).

The modified accrual basis of accounting requires the recognition of certainegesmu fringe
benefits, federal grants) when it becomes 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 receiredash. Th0162017ASRFIN should

include amounts that are owed if services or goods were received by J20& B@yen if

payments were not made until after June28,7. This includes amounts that will be paid to
teachers and other personnel dgrsummeR017against active contracts for tB6162017

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

incurred under federal programs, state funds allocated to a school division for current operations
not receved by June 3®017 and fiscal yea2017charges for services rendered by the school
board but for which payments were not received by Jun2@(Q, Similarly, accrued revenue
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receivable, received in fiscal ye2017but attributable to fiscal ye&018, will be excluded from
this report.

The modified 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.
Expenditures are geradly recognized when an event or transaction is expected to draw on

current expendable resources.

ASRFIN Excel Template

All divisions and regional programs, including Regional Academic Year Governor's Schools,
Regional Special Eetation programs, Region@areer and Technic&ducation programs, and
Regional Alternative Education programs, are required to subnm20tte2017ASRFIN using

the Excel template. Pleaseese
http://www.doe.virginia.gov/school_finance/filedownload_instructions.shtml

for detailed instructions on hoiw download the Excel templaiacluding how to enable

macros.

Valid Excel File Extensions

The20162017ASRFIN tenplate only allows the file to be saved using tkiem file
extensions. This restriction prevents saving as .xlsx, a file extensionwilipkermanently
erase the template’s macros and require the

Navigation and Validation Buttons

The20162017ASRFIN templatecontains hyperlink buttons that allomorksheenavigation

final error checks, and file submission validatidro run these processes, please click on the
hyperlinks, which have been formattedappeans buttons For exampleto show all

worksheets in the ASRFIN template, clicktbe“Show Al | Stloreteet smpbowut & on
Re mi n waksheét:

Figure2Hy per l ink AButtono

Shade Expenditures Excluded from
Required Local Effort

(This feature is currently off}

Show Menu FINAL ERROR CHECK

Shade Instructional and Support
Expenditures

(This feature is currently off}

Show All Sheets Print ASR Template
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Entering and Editing Data

When you edit data in the ASRFIN Excel template, it is imperative thatlgaot cut and
pasteinformation in any of the worksheets or between the various worksheetsng and

pasting information may break links and codes used toompile revenue and expenditure

data. Should financial information be inadvertently cut or pasted in the ASRFIN Excel

templ ate, click on ®“Edit” at the top of the E
you are unabl e t oedctions,dher itiscatgmmendad that podmopdaas t

new template from the®p a r t Webpage and renter your dataDragging data is disabled

in the ASRFIN templatePleasée careful about copying and pasting data; if you copy data

from another fe orworksheetpaste as values in the ASRFIN template using the "Paste Special”
functionwithin Excel.

The ASRFIN Excel template limits the cells into which data may be entered depending on the
worksheet. Excel will provide an error message (as showigure 3below) if data entry is
attempted in a cell that is locked. Cells in the revenue 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 celigrimarily in Schedules A through J). The ASRFIN Excel template
will direct you to make these entries as necessary.

Figure 3. Protected Cell Error Message

Microsoft Excel x|

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 invalidalantry is made (as shownkigure 4below).

Invalid data entries include entering letters and atleenumeric characters when numeric
characters are required. Certain errors will prevent data entry from continuing. Exceptions to
this rule will be adressed in individual worksheets.

Figure 4. Invalid Format Error Message

Microsoft Excel x|

Q Enter the Amount in Dollars and Cents,
E Cancel |

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

7
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ASRFIN Code Structure

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

The complete code structure and corresponding descriptions, from major classifications to cost
centes, are included in AttachmenttCo t he Superintenybelate’ s Memor a
guestions concerning the proper classification @va&mue or expense, contactthrepar t ment ' s
BudgetOffice at DOEBUDGETOFFICE@doe.virginia.gaw (804) 2252025.

Important Reminders Worksheet

The “I mportant Reminders” worksheet is displa
provides important information regarding 2@16-2017ASRFIN submission, including

instructions for contacting theepartment. Té worksheet also containdigperlinkbutton to

begin the2016-2017 ASRFIN (Figure 5.

To begi n, dlidkheceko begm th20i6-2017Annual School Repatthyperlink

button. Thi s b utQGomact IMormiatioh tvadkrek stéo goe ttave t Afe
compl eted the “ Cont act Clickindreoa begntthe0d62017Anoualk s h e e t
School Report” button will no | onger be avail

Figure 5. Almportant Reminder s © Wor ks heet

|| Click here to begin the 2016-2017 Annual School Report ||

Contact Information Worksheet

T h &€ontact Informatioh wor ksheet is the starting point o
or regional program so that specific informationareting your division or regional program can

be loaded into your ASRFIN Excel template. The worksisesdso usedo provide information

to the Department on the person or persons responsible for completigg 2017 ASRFIN.

All messages on the stat of your ASRFIN submission will bereailed to the anail address

required at the very bottom of the worksheet.

First, select your division or regional program name using thedipap box provided at the top
left-hand corner of the worksheet as showRigure 6below. 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 selegbedshould save themplate to your
computer wih afile name that is meaningful to you.

Second, after the file has beerContaatinferchatiohent er
worksheet following the formatting guidance provided within the worksheet for each individual
cell. Remember tt you are required to provide amail address at the bottom of this

8
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worksheet.All status messages from thepartment will be @nailed to this address after the
submission of the ASRFIN.

Lastly, you wi limMportant Rethindefe 8 teatti@fertyouthdve entéred all of

your i nf or Qataadt loformatioh wloe kS heet . This will tak
navigation menu, which will provide you with a choice on how to navigate through the ASRFIN

Excel template.

Person(s) responsible for completing the 2016-2017 Annual School Report Financial Section
— ———
~ S
SELECT DIVISION = ¥,
ivision / RegIOl 5 Division/Program Number:
/’
Please enter a singlelast name These cells are preformatted. Please enter entire
D r 0 _d OW n Please enter yourfirstname only. only. number without using spaces or additional
p Jud ddl iddle initial characters. Example:
B OX ED0ER MR DRI LI, Do not include a suffix such as 8042252025
) Do not include a prefix such as "Dr.", "Mr.", "Mrs.", or "Ms." Jr."or . Do Not Include a *1* in front of your area
Do not include hyphens "-" code.
First Name: Last Name: Phone Number: Extension: E-Mail Address:
Provide the e-mail address to which the status report on your Excel file submission over the web should be sent.
REQUIRED

Navigating the ASRFIN Excel Template

Af t er c¢ o mp [Centadt Infarmatidh twloe ks heet , vy olmporiaeted t o s e
Reminders wor ks heet . displayhamenu of all whrlsheetseprovided fgour

division or regional program in the ASRFIN Excel templageFigure 7below). This menu

will be different depending on whether you are completing the ASRFIN for a division or a

regional program. Only the splemental 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
theworksheet name (each worksheet namehigpeerink). This will display only two

wor ksheet s Bnportamt Remindefs wotrhkes h*eet wi th the navig
specific worksheet you selected. You may either navigate through the workbook using this

menu or choose to view all worksheets.

9
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prefer to view all worksheet ShowAllst ead

Sheets button that appears to the right of t
hidden and you navigate through the workbook by selecting thestweet tabs that appear at the

bottom of the screen. You may S Wwi

Mend  &@how All Sheets b ut t o importanhRemihdeis “wor ks heet

t ¢c Bhow a v i

Navigation
Options

Figure 7. NavigationMenu

Shade Expenditures EXCLUDED from

M Required Local Effort FINAL ERROR CHECK

(This feature is currently off)

Show All Sheets

Shade SOQ Defined Instructional and

Support Expenditures Print ASR Template

(This feature is currently off)

W W

WNHNUHWNHWHWHWHENHWNANANWNHWN NN AN NN NN AN NN NN AN AN AN NN AN AN AN AN NN NN AN AWEH NN

CONTACT INFORMATION
REVENUES

State Funds Worksheet

ARRA Federal Funds Worksheet

Federal Funds Worksheet

Other Payments Worksheet

Other State Carry-Fwd Wksheet

Other Funds Worksheet
CLASSROOM INSTRUCTION (ELEMENTARY) - Elementary 61100
CLASSROOM INSTRUCTION (SECONDARY) - Secondary 61100
CLASSROOM INSTRUCTION (DISTRICT WIDE) - District 61100
ELEMENTARY GUIDANCE SERVICES - Elementary 61210
SECONDARY GUIDANCE SERVICES - Secondary 61210
SCHOOL SOCIAL WORKER SERVICES (ELEMENTARY) - Elementary 61220
SCHOOL SOCIAL WORKER SERVICES (SECONDARY) - Secondary 61220
HOMEBOUND INSTRUCTION (ELEMENTARY) - Elementary 61230
HOMEBOUND INSTRUCTION (SECONDARY) - Secondary 61230
IMPROVEMENT OF INSTRUCTION (ELEMENTARY) - Elementary 61310
IMPROVEMENT OF INSTRUCTION (SECONDARY) - Secondary 61310
IMPROVEMENT OF INSTRUCTION (DISTRICT WIDE) - District 61310
MEDIA SERVICES (ELEMENTARY) - Elementary 61320
MEDIA SERVICES (SECONDARY) - Secondary 61320
OFFICE OF THE PRINCIPAL (ELEMENTARY) - Elementary 61410
OFFICE OF THE PRINCIPAL (SECONDARY) - Secondary 61410
ADMINISTRATION (DISTRICT WIDE) - District 62100
ATTENDANCE AND HEALTH (DISTRICT WIDE) - District 62200
PUPIL TRANSPORTATION (DISTRICT WIDE) - District 63000
OPERATION AND MAINTENANCE (DISTRICT WIDE) - District 64000
SCHOOL FOOD SERVICES AND OTHER NON-INSTR. OPERATIONS (DISTRICT WIDE) - District 65000
FACILITIES (DISTRICT WIDE) - District 66000
DEBT SERVICE AND FUND TRANSFERS (DISTRICT WIDE) - District 67000
TECHNOLOGY (DISTRICT WIDE) - District 68000
CONTINGENCY RESERVE (DISTRICT WIDE) - District 69000
RECAPITULATION
ELEMENTARY FTE POSITIONS
SECONDARY FTE POSITIONS
DISTRICT FTE POSITIONS
FTE ANALYSIS
SPECIAL EDUCATION - SCHEDULES A & B
SCHOOL NURSE - SCHEDULE C
HEALTH CARE - SCHEDULE D
REQUIRED LOCAL EFFORT - SCHEDULE E
REQUIRED LOCAL MATCH - SCHEDULE E.2
CAPITAL EXPENDITURES - SCHEDULE G
TEXTBOOK SURVEY - SCHEDULE H
SALARY SURVEY - SCHEDULE |
BREAKOUT TECH FTEs - SCHEDULE J
TABLE 15 - SCHEDULE K
ARRA EXPENDITURES - SCHEDULE L
TERMINAL LEAVE - SCHEDULE N
OTHER INDIRECT COST DATA - SCHEDULE O
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Shading of SOQ Instructional and SOQ Support Expenditureson the Important Reminders
Workshee(see Figure 7 abovélso, at the top of each expenditure worksheet)

SOQ nstructional expenditures are shaded bright gr@@g@Qsupport expendires are shaded
purple, and expenditures not recognized by the Standards bifyue notshaded.
Expenditures tharepro-rated between multipl&SOQcategories arshaded bluetliis was
changed from purple dots used in prior ASRFIN templates).

Revenue Worksheets

The revenue worksheets are provided for reporting state, federal, local, and other revenues
received during fiscalye@017. The “ Revenues” worksheet i s orgse
type (i.e., state, federal, etc.)dby revenue source code and revenue source code description.

Please pay close attention to the revenue section f@0te2017ASRFIN, as some revenue

source codes have been added, deletetvised since th2015-2016 ASRFIN. Attachment A
totheSperi ntendent’s Memorandum highlights rever

School divisionshouldaccrue revenue for reimbursements as long as the reimbursement occurs
within the period of availability. Revenues and other governmental fund financial resource
increments @r example, bond issue proceeds) are recognized in the accounting period in which
they become susceptible to accrutiiat is, when they become both measurable and available to

finance expenditures of the fi socthdcumergpeiiodd. *“ A
or soon enough thereafter to be used to pay liabilities of the current period. Application of the
“susceptibility to accrual” criterion require

item in question, and due regard for pgracticality of accrual, as well as consistency in

application. The length of time selected by a government during which revenues are considered
available, which typically falls between thirty days and one year, defines the critical aspect of
whenrevenus are recognized in a governmental fund.

Revenue Reports

To assist you in completing the ASRFIdlvenue section, thedpartment provides the following
ASRFIN reports at
http://www.doe.virginia.gov/info_management/data_collection/finance/index:shtml

1 Cash Basis Locality Ledger
The cash basis locality ledggnttps://plpe.doe.wyinia.gov/EDI_LL _Repor/lists all
cash receipts paid by the Department of Education to divisions.

1 ASRFIN Report Number 1: Adjusted Locality Ledger
The adjusted locality ledger has been modified for Basic Aidoény@ar adjustments,
fringe benefit acarals, and for the ommonth accrual for the one percent and-eighth
percent sales tax. The amounts listed in the adjusted report are automatically loaded into
the revenues worksheet of the ASRFIN Excel template when a division is selected in the
"Contect Information” worksheet of the ASRFIN Excel template.

11
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1 ASRFIN Report Number 2: Sales Tax Reports

2a. FY 2017Sales Tax- One-Month Accrual
The onemonth accrual sales tax report lists sales tax based on the month of deposit
in the state treasury. Salex is deposited in the state treasury one month prior to
its payment to divisions. The amounts listed in theroath accrual report are
automatically loaded into the revenue worksheet of the ASRFIN Excel template
when a division is selected in the "{@act Information" worksheet of the ASRFIN
Excel template.

2b. FY 2017Sales Tax- Two-Month Accrual
The twemonth 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 divisidimg twomonth
accrual report is provided for those divisions that choose to use thradwih
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 ledge(https://plpe.doe.virginia.gov/EDI_LL Repdiy mid
August

1 ASRFIN Report Number 3: End-of-Year Basic Aid Adjustments
The Basic Aidadjustmentseport reflects reductions & division's Basic Aid payment
for overpaymentsind forpayments made drehalf of the division byhe Department.
The unadjusted Basic Aid amount is reduced by aeypgayment for schodalivisions
ineligibletoreceive Drig r ° s Educ at i panyoferpaycheénisidis adjnsted f o
value should be reported on the ASRFIN for Basic Aidiaraitomatically loaded into
the revenues worksheet of the ASRFIN Excel template when a division is selected in the
"Contact Information" worksheet of the ASRFIN d&k template.This reportalso
includesthe deductions fgpayments made on balf of the school division by the
Departmen{Mental Health Transfesind School fothe Deaf and Blind)which allows
the school division to see the final cash payment amdtmgse paymentsmade by the
Departmentre part of Basic Aid anareincluded in the amount preloaded for Basic Aid.
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Figure 8. Example End-of-Year Basic Aid Adjustments Web Report

Virginia Department of Education
End-Of-Year Adjustments to Basic Aid Payments
FY 2017

<SELECT DIVISION > v

Division Number:

Division Name:

(1) Unadjusted FY 2017 Basic Aid Entitlement $0.00

(2) Driver Education Adjustment* $0.00

(3) Basic Aid Adjustments for March 31, 2017, ADM Overpayment2 $0.00

(4) Adjusted FY 2017 Basic Aid Payment
To be reported on the 2016-2017 Annual School Report Financial Section.

$0.00

(5) Deductions from Basic Aid Payment®
Payments made on behalf of the school division by VDOE; payments do not reduce Basic Aid entitlement.

(@) Mental Health Transfer $0.00

(b) School for the Deaf and the Blind $0.00

6
© Final FY 2017 Basic Aid Cash Payment $0.00

Notes for reporting expenditures on the 2016-2017 Annual School Report Financial Section:

" Ineligible to receive driver education funds due to non-compliance w ith the requirements of Section 22.1-205 C., Code of Virginia. The total amount of the drivers' education adjustment
should be deducted from Basic Aid for the purpose of reporting Basic Aid revenue on the Annual School Report Financial Section.

2 Applies to divisions that were overpaid based on March 31, 2017, average daily membership projections.

3 Represents local tition costs paid by the Department of Education on behalf of local school divisions during FY 2017. Divisions have the option of submitting a payment to the department to reimburse the department for these local tuition costs, which are not state funded
For those divisions opting not to submit a payment to the department, the Basic Aid payment was reduced by the local tuition amount. Because the department is making a payment on behalf of the school division, these expenditures must be posted to the Annual School Report

Financial Section (ASRFIN) in function 61100, object code 3000.

Pre-loaded Revenues

Fiscal yeaR017 state ad federal revenues that are reported on your division's Adjusted Locality
Ledger (ASRFIN Report Numbej will automatically load to the revenue source code lines in

the “Revenues” worksheet of the ASR®B&dEXCel
of-year balances reported on the fiscal Y6 ASRFIN will also be prdoaded to the fiscal

year2017 beginningof-y e ar bal ances section of the “ Revenl
minimizes the need to make manual entries of revenue datdnentemplate.

Please compare the amounts that appear on the template with the ASRFIN reports mentioned

above. You may change tfederalpre-loaded amounts if there is a difference, but you will be

required to provide an explanation for any changesnyake to the préoaded state funds and
carry-forward balances. Your explanations can be amended at any time by selecting the

hyperlinkb ut t on t hat appeeavresn uaets "t hweo rtkosph eoeft t(hsee e RF i
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Figure 9. View/Edit Change Explanations
Lot v Tx
Hyperlink L D ‘ E F el
button to view Yewtd Revenues
or modify N i
revenue 2 A FROM STATE SOQ: ‘
Change 5 240308 |5ales Tax Receipts - One Cent Si
eXDIanations. 240312 (Sales Tax Receipts - One-Eighth (1/8) Cent
% 740202 [Basic Ad

State Revenues

The prepopulatedstaterevenueshould not typically be changeahdanedit checkprevens
changing these values. If ydiave a valid reason for updatitigesepre-populated valug please
emailthe Virginia Department of Educatiafy DOE) BudgetOffice at
DOEBUDGETOFFICE@doe.virginia.gonvith the revenue code and the reason for your request
Once the change has been approteel Bidget Office will provide yowvith a onetime code for

the specific revenue sourcBy clicking on the hyperlink in celH1 on the"Revenues

worksheet and entierg the provided coda the popup box you may then update the state
revenue value, and youll be prompted to provide an explanation for the change.

Please note thahis edit check does not apply to the followstigte revenues that either have
different accrual periodsr are based on reimbursements:

240220 Hospital, Clinics, Detention Hoes (StateOperated Programs)
240248 Special EducationRegional Programs

240295 Special Education in Jails

250000 Benefits from Other State Agencies

410405 VPSA Technology Grants
410406 Literary Fund Subsidy Grant
410407 School Security Equipment Grants

State revenues are reported on theE ThRevenues”’
sections are as follows:

1 Section A:  State funds from Stardards of Quality (SOQ) accounts

1 SectionB:  State funds from state incentivebasedaccounts.

1 SectionC: Statefunds from state categorical accounts.

1 SectionD:  State funds from lottery funded accounts.

1 SectionE:  State funds from other accounts.
Any state revenue that does not have a revenue source code assigned in sections & through
must be reported undereenue source code 240400, “Other St
E. To add revenues to this revenue source <coc
Wor ksheet .” Yvorks lceaent adicreescst Ityhifsr om t he “ Rever
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selectn g tChi@K HERE to itemize on State Funds WorksHdetperlinkon the revenue
source code Iine for 240400, “Other State Fun

“I mportant Reminders” worksheet.

On the “State Funds Wor kriptioreoéthereveneeinthe houl d 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. Excel will automatically sum the amounts

entered in column D of the worksheetd wi | | transfer the tot al t o
Funds,” on the “Revenues” worksheet. To retu
Funds Worksheet,” select the button | abeled *
Youcanale return to the “Revenues” worksheet by
however, if you are navigating the ASRFIN Excel template using the navigation menu, selecting

the “Revenues” tab wil!/ | eave t hebatkSatlet e Fund

navigation menu.

Pl ease note that a regional program’s fiscal
passed on to the regional program using the appropriate state revenue source code and that the
regional program should record thasgeethrough revenue using revenue source code 1901020,

“Ot her PaymentosnybrrGbo n. AnofThes @il |l avoid dupl:.
recognizing state revenue after it has been paid from the state directly and then as recognizing it

as lacal 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, such as revenue
for |l ocal matches, shoul d beAnroetchoerrd edo uunstiyn go rl

Reimbursement received through the Department of Medical Assistance Services (DMAS) for
Medi cai d expenditures should be reported wunde
Ot her State Agencies.”’

Comprehensive ServicesA@SA) funds typically are not reco
appropriationsand CSA revenue and expenditures should not be reported on the Annual School
Report. Since the division is reimbursed by CSA via the locality, reporting the revenue and
expenditure again on the Annual School Report wild.l
and spending (and potentially raise its IDEA MOE requirement). Divisions should confer with

their local auditors about including these funds on the Annual School Report.

State Retail Sales and Use Tax

The Virginia Auditor of Public Account s’ (APA
either one or two months of sales tax revenues (per GASB 33 and GASB&&st) basis

reporting is not amaccepted method for reporting sales tax reventibe.Department provides

data on both the ormonth and the twaononth accrual amounts for sales tax for both the one

percent and the oreghth percent amounts. The ASRFIN Excel templatepsgload the acne-

month accrual state sales tax data for both the one percent and theigint percent amounts.
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For school divisions that accrue on a tmonth basis,ite Department will provide afxcel
update file which will populatevo-month accrual state salex @ata. This Excelupdate file
will be distributed to school divisions in miugust, after August sales tax payments are
finalized. The update file wilhotrequire saving your ASRFIN template o & drive.
Instructions foexecutingthis Excelupdée file are as follows:

1. Ensure that macros are enabled in Excel before running the update file. Instructions
for enabling macros for your version of Excel can be found at:
http://www.doe.virginia.gov/school_finance/filedownload_instructions.shtml

2. Save your most djo-date ASRFIN Excel template before running the update. You

may save the file in any location (shared drive, hard drive, étake sue you have at

least gone through the initial welcome process where you select your division, let the file
prepopul ate your division’s data, and input

3. Open your most uf-date ASRFIN Excel template and the ASRR016-2017
Two-Month Sales Tax Update Fil&oth of these files must be open for the sales tax
update to run properly. Make sure any other Excel files are closed.

4. In your ASRFIN Excel templaten the Revenues tab, click thgperlink button
labeked"Two Month Sales Tax Update" in cell H3.

Federal Revenues

Feder al revenues are reported dand® Hlee “ Revenue
sections are as follows:

1 SectionF: Federal funds that are paid through theDepartment of Education.
1 SectionG: Federal funds that are paid directly to the division or regional
program.

You do not need to provide an explanation of changes made to federales\kat are paid
through the Bpartment and prwaded in your ASRFINExcel template.

Any federal revenue that is not detailed in sectbosGmu st be reported wunder

Feder al Funds, ” | o 6GaToadl rezehuestdittas ceda ybu must prevedle t i o n
the detail on t he *“Yoedreaccads thifotksheesiredfifofrorktheh e et . ”
“Revenues”™ wor ks hCelEK HERBE to iemite®rt Rederald-undshMorksheet
hyperinkon t he revenue | ine for 99999, “Ot her Fed
the “I mporsanwoR&mheeéder

On the “Feder al Funds Worksheet” you shoul d e

description column (column C) and the amount of the revenue in the amount column (column
D). Please enter a detailed description of the revenue. &iicalitomatically sum the amounts
entered in column D of the worksheet and wil/|
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Funds,” on the “Revenues” worksheet. To retu
Funds Wor ks hhypetinkbus elbaect abbéed “Return” | ocat
amount col umn. You can also return to the “R
“Revenues” worksheet tab; however, if you are
navigation menu,satet i ng t he “Revenues” tab wil/l |l eave t
available until you go back to the navigation menu.

When entering the detailed description of the revdouether federal fundglease include the
Catalog of Federal Domestic AssistandgFDA) number of the federal funds, if possible. The
number can be found at the followikéeb site: https://www.cfda.gov/ U Firdl @rogram’s ,

a search engine provides various ways to locate the CFDA numberdaalfgtints. The

CFDA number allows for proper reporting ederal grant funds to the 8. Department of
Education. The CFDA numbers are displayed in the ASRFIN Excel template without the
decimal; however, the decimal is necessary when using the srmicke.

Feder al Revenue CFDA number 10550, ®“Cash in L
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 valdi¢he commodities

receivedpnly cash receiveds this would incorrectly inflate 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 divisie that should report revenues under this account.

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

Local Revenues

Local revenues are those revenues that are collected from the citizens of the locatiynand f
governmental and nongovernmental entities both wahuh outside the school divisioThese
revenues include such sources as property taxes, tuition, interest ifeesmsmd debt proceeds.

Local revenues are r epor hdercdsectons thrdughK.“TRee venues”
sections are as follows:

SectionH:  Local funds from the city, town, or county.
Sectionl: Local funds from division funds.

SectionJ: Local funds from other funds.

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

= =4 =4 -4

SectionH is for revenue from the appropriation by a local governmental unit other than the
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 flaysieckes or other means.

Sectionl is for revenues received from chasgevied by the school divisida finance services
performed for the common benefit.

SectionJis for other revenue from local sources not classified in sedtiphsor K. Any local
revenue that is not detailed in sectiththroughK must be reported under 1
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Payments from Another Count y Joload@ilewenyestotlisoc at e
code you must provide the detdi |l Yonu tchaem "‘aOtclees
worksheed i rect |l y from the “ Reve mCul€kKHEREVWOIitekhizcheet by
on Other Funds Workshéet hy pem I tim&k revenue | ine for 190102

Anot her County or Cityoh ohefrdmptome amav iRgant in

On the “Other Payments Worksheet” you shoul d
description column (column C) and the amount of the revenue in the amount column (column

D). Please enter a detailed destoip of the revenue. Excel will automatically sum the amounts

entered in column D of the worksheet and wil/
Payments from Another County or City,” on the
“Revenuese’t waoarokrs tehe “ Ot her P a hypslinkbudtonWor ks heet
| abeled “Return” |l ocated to the right of the
“Revenues” worksheet by clicking on the “Reve
navigatingthA SRFI N Excel templ ate using the navigat
wi || | eave the “Other Payments Worksheet” ava

Revenues reported under 1899120, *“ltptovdded Funds,
on the “Other Funds Worksheet .’ ThCLCKwor ks he
HERE to itemize on Other Payments Workshésperlinkon the revenue line for 1899120 and
functions in the same manne rPleamesprovideadeta®d her Pa
breakout and description for all/l revenues rep
automatically sum the amounts entered in column D of this worksheet and transfer the total to
line 1899120, “Othes” Fwondlsshie®tin. t he “Revenue

Please note again that school divisions serving as the fiscal agents for regional programs should
report any state funds that will be passed on to regional programs using the appropriate state
revenue source code and that the regional pnogfaould record the passt#dough revenue

using revenue source code 1901020, “Other Pay
avoid duplication of state funds by recognizing state revenue after it has been paid from the state
directly and then asecognizing 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, including revenue for local matches, should be recorded@gingg ® 1 0, “ Tui t i
from Another County or City."”

SectionK is for revenue from shoeterm and longerm investments, interest revenue on
investments, and revenue from other financing sources. For financial reporting purposes,
Governmental Accounting Standa 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 siheg are considered debt of the locality. You
should report all VPSA and Literary Fund loan revenue in source codes 4104010 and 4104020.
If you received a Literary Fund Subsidy loan, only the subsidy portion, or the grant portion that
is not paid back tthe state, of the loan should be reported in revenue source code 410406 as
state revenue. On Schedule G, do not report capital expenditures paid from VPSA or Literary
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Fund revenue as state revenue. This will cause your Required Local Effort (RLEgdutech
to be reported incorrectly.

Revenue Recapitulation

The recapitulation section at the end of the
in the “Revenues” worksheet, as dawadFuhdsas t he *
Wor ks heéret “'Ot her Fuamdds tWoer k'sOteheetr, "Payment s Wor |
recapitulation is automatically summed by fund source based on the data entered into the revenue
worksheets.

The revenue recapitulation requires detaibé broken out into two sections. The first section is

t he “Balances at Begi nni n g-loadéd withefiscal yea2818 ct i o n .
endof-year balances reported on 2@15-2016 ASRFIN. These amounts may be changed;

however, a detaitbexplanation of the change will be required. For cakmgrs of state funds

from state agencies other than the Department of Education, please report the information on the
“Ot her SkwaWerk Cheet . ” Y o workshaetlirectlg fomthes t hi s
“Revenues”™ wor ks hCelEK HERE to itemite®rc QthemState Cafrgrwatd

Worksheeét hy pem | ti mé&OverGtate Fugpds from State Agencies other than the
Department of Education” |l ine orRdmiomdearhs” nav
worksheet.

On the “Ot hemdWEBKk sheetCarygu need to enter the
the description column (column C) and the amount of the revenue in the amount column (column
D). Please enter a detailed descriptiorheftevenue. Excel will automatically sum the amounts

entered in column D of the wor k®heeXate Fandsd wi | |
from State Agencie®ther than the Department of Educatianc count on t he “ Reve
worksheet. Toretun t o t he “Revenues” wor kFswheet from t|
Work s h e et , "hyperenkbeuwcttt arhel abel ed “Return” | ocated
col umn. You can also return to the ®“Revenues
worksheet taphowever, if you are navigating the ASRFIN Excel template using the navigation

menu, selecting the “Revenue-BWwdWokbhweltl heave

until you go back to the navigation menu.

Any state revenues that are paid dieto a governmental entity and then appropriated to a

division or regional program should bezorded in SectioH as local funds from the city or

county. This will avoid duplication of state funds by recognizing state revenue, after it has been
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 division it is conditiexa revenue received

from the county.

The second section is-FohwatBe8ahanogsdf s¥e&ar o

balances provides detail for some of the balances reported in the "Balances at Beginning of
Year" section. This seai is provided for reporting only those beginnyear balances for state
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funds that divisions are authorized to cdioyward, per the AppropriatioAct, or the local share

of a matching requirement. Otherwise, pursuant to sectionl2®,Lode of Virgnia (Figure

10), unspent state revenue balances must be returned to the general fund of the Commonwealth.
Unless specifically requested in this section, local efmnyard funds do not need to be

itemized.

Figure 10. Secton 22.1-:100, Code of Virginia
6 22.1-100. Tnexpended school and educational funds.
A1 sums of money derived from the Commonwealth which are unexpended in any year in any school division shall revert to
the fund of the Commonwealth from which denwed unless the Board of Education directs otherwise. All sums denved from
local funds unezpended m any vear shall remam a part of the finds of the governing body appropnatng the fiunds for use the
next vear, but no local finds shall be subject to redmwision outside of the locality i which they were raised.

(Code 1950, § 22-138; 1956, Ex. Sess., c. 7, 1980, c. 559.)

Expenditures Worksheets

The worksheets titled “El ementary 61100” thro
expenditure worksheets. Enter expenditure amounts usingacaidint code combinations

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

and column totals in all of these worksheets.

General Expenditure Instructions

1 Elementary and Secondary
Kinder garten through grade seven (7) is cons
through grade twelve (12) is considered *“s
based on the definition of elementary as grad@sald secondary as grade$B

1 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 the appropriate
regular salary and wage object code. Calculate the correspgradiian ofan FTE for
parttime personnel and include this with the other FTEs under the appropriate object
codes on the FTE positions worksheets.

T Object Code 1660, ABonusesoO
This object code covers ofiene bonus payments provided to instructional angpsrt
personnel.Do not include National Board Certification Teacher bonuses iroHject
code. Object Code 165Was established for reportilddational Board Certification
Teacher bonused?lease note thaby cannot report bonuses without reporting
associated regular salaries and wageke same function/program.
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1 Premium Payments for Retirees Paid by School Division or Regional Program
Expenditures for retired employees who pay the school division as a fiscal agent on their
behalf in a relationsp with a benefits provider should not be included in expenditure
reporting. If the school division is acting as a fiscal agent on behalf of a retiree, then
these expendttthuroaugg hdr € oa t*hppassenefi ts provi
includedundet he 2000 Object Code series, “Empl oy
the premium payment is passed through the school division to the benefits provider, do
not report this payment as part of division expenditures.

1 Object Code 2210fi VR S B ePtae I and P$an 2 Employees Only (Employer
Share Only)o
This objectshould not include any VRS benefits paid by employees. This object code
should only reflect themployershare of VRS benefits paid to the Virginia Retirement
Systemfor all employees hiregdrior to January 12015, who participated in Plandr
Plan 2 Employeepaid benefits that are collected by a school division on behalf of
employees and paid by the school division to the Virginia Retirement System should not
be reported on the ASRFIN.

T Object Code 2220 AVRS Benefits Hybrid Pl an
Only)o
This object reflects payments into the trust fund of the Virginia Retirement System for
the Hybrid Retirement Plaior all employees hiredn or afterJanuary 12014 and ay
employees hired befodanuary 12014 who opedin to the new Hybrid Retirement
Plan. Payments included here should only represent the employer share of payments into
the Virginia Retirement System (both the defined benefit and defined contribution
amaunts), and should not include any payments made directly by the empltyee.
employer share of payments for any Virginia Retirement System Plan 1 or Plan 2
employeeshould not be included

T Obj e ct Digabilfydnsufiance Plan 1 and Plan 2 Employees Ano
This object should includeagmens into disability insurance plans for employees
covered under Virginia Retirement System Plan 1 and Plan 2.

1 Obj e ct DigabilityOnsufance Hybrid Plan Employees Onlyo
This object is used to record payments for\firginia Local Disability Program\(LDP)
or a comparable pldior divisions that opted out of VLDP, for employees covered under
the new Hybrid Retirement Plan.

1 Funds Associated with SeHFunded Insurance Plans
A number of divisions have developed deihded insurance plans, for which the
division collects 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 thisneaare handled as passough funds,
revenues, expenditures and balances relatdgtemployee share sélf-funded
insurance plans should not be reported on the ASRFIN.
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T Object Code 2750, ARnRetiree Health Care Cre
Divisions and regional programs aegjuired to report expenditures for the Retiree
Health Care Credit when reporting VRS Retirement Benefit expenditures. The ASRFIN
Excel template contains data entry checks, where necessary, and will prompt divisions to
include Retiree Health Care Credkpenditures when appropriate.

T Object Code 2800, AOther Fringe Benefitso
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 payouts/buyouts under this object 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
“‘Sal aries and Wages” object codes.

1 Career and Technical Education Payments
The Career and Technical Education (CTE) paymentissical year2017 were paid to
each school division rather than solely the fiscal agent. Divisions who received the CTE
paymens should record the transfer to the regional program as a fund transfer to regional
CTE programs in function 67300 (Intagency Fund Transfer) and object 9730 (Fund
Transfers- Regional Career & Technical Center).

1 Leases
Payments for operating leases slddoe treated differently than payments for capitalized
leases such as with a lega@rchase agreement. Operating lease payments should be
coded under object code 5400, “Leases and
activity category. Capitaledfacilitieslease payments for leaperchase agreements
should be coded under function 67000, obje
Lease/PurchaseHowever, capitalized lease payments for school buses should be
reported in function 63600 “ S Buseloelase Purchase,” under ob

1 Expenditures from Other Funds
All funds controlled by the local school board must be reported o20t62017
ASRFIN including textbook funds, lottery, school food funds, etc., regardless of how
these fundsre accounted for at the local level. Expenditures for goods or services that
originated from these other funds should be reported among the appropriate functions and

object codes. For example, if funds from
purchase textbooks, the expenditure should be recorded in object code 6020,
“Textbooks,” in the appropriate function.

The transfers to and from these other funds can be recorded in the transfer section as long
as revenues are not inflated to match transferngendituresto balance the ASRFIN

Excel template. Please note that irdgency transfers do not have to be recorded if they
cause the ASRFIN not to balance without inflating ASRFIN revenues. However, if such
transfers are not recorded, they will neetdéanoted as a reconciliation item when the
ASRFIN and Auditor of Public Accounts (APA) report are compared.
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1 Expenditure Period
The2016-2017 ASRFIN should include amounts that are owed if services or goods were
received by June 3@017, even if paymentaere not made until after June 2017.
This includes amounts that will be paid to teachers and other personnel during summer

2017 against active contracts for t8816-2017s c hool year . Review th
Accrual Basis of Acede®alnti ng” section for m

Since the ASRFIN is due to the Department of Education by Septemt#91T5it is
understood that all audit adjustments may not be recorded in time to be reflected in the
submitted report. The report should be submitted by the Septésibeue date for the

fiscal year2017 ASRFIN with as many adjustments as practicable. Auditors are aware of
this time constraint and should consider this when reviewing the report.

1 E-rate Funds Received as Expenditure Refunds
E-rate revenues should be regarunder revenue source code 1900110. HowewvexteE
funds received in the form of discoustsould be reported as a reductiorthe
expenditure based on the actual amount paid, rather than reportibg fevenues and
showing the expenditure as theégimal invoice would have appeared prior to the
discount.

1 Required Local Effort
In order for school divisions to identify expenditures that directly affect their SOQ
Required Local Effort calculation, the template now includes an option to highlight the
expenditures that are excluded from the RLE calculation in a red cbtoenable this
featuree i t her c¢ | i ¢ k Shade ExpéndituresyEpded flom Rekjuiréd Local
Effort” at the toporofcleiacShadetxppteiuets © ur e s he
Excuded from Requi r eahthéiompoadnt REmirfdefsvorkshedt ut t o n
This feature has been added to increase di
and is not intended to provide guidance regarding how to report expenditlires. A
Generally Accepted Accounting Principl&AAP) and GASB principles and guidelines
should be used when reporting expenditures within the ASRFIN.

Expenditure Worksheets Information

The general descriptions of the expenditureksbeets are as follows; however, more detailed
information regarding the definitions of the functions, programs, cost centers, and object codes
can be found in Attachmefitt o t he Superintendent’s Memorandu

1 Elementary 61100
Report expenditures for aktivities 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 expenditure object code.

Object code 3108 “Purchaed Services Virtual School Prograniss for reporting
contractual costs of all virtuathoolprograms, including/ultidivisional Online
Providers or virtual school programs contracted separately by school divisions. This
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object codes available othe *“ El ement ary 611007 , “Secondar
6 1 1 QvorkRsheets Note:Virtual Virginia does not apply here since school divisions

make tuition payments to the Virginia Department of Education. Virtual Virginia tuition
payments should be includlén Object Code 3810 Tuition Paid— OtherEntities In-

State.

Object code 3208 “Purchased Servicesinstructional is for reporting instructional
services purchased by the divisidPlease use this codereport expenditures whetiee
division eleded to provide instructional servicggough contracted personnestead of
hiring staff to meet these needs. Divisions should only include expenditures for
contracted services thateet the SOQlefined definition of instruction, such as speech
languagepathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for refer&heeobject code is

avail able on the “El ementary 61100”, “Seco
“Secondar“yEl6elmlelmMt’ary 61230, “Secondary 617
“Secondary 61320”, “District .68000”, and *

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only be @eted 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 theDeaf and the Blind made by theepartment on
behalfofthed vi si on under object code 3000, “Pur

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

Object code 3106 “Purchased ServicesVirtual School Prograniss for reporting

contractual costs of all virtual school programs, includihgtidivisional Online

Providers owirtual school programs contracted separately by school divisions. This
object code is available on the “EIl ementar
61100” woNotk:¥itual ¥itgigia tuition paymentsio not apply here since

school divisons makeahesetuition payments to the Virginia Department of Education.
SuchVirtual Virginia tuition payments should be included in Object Code 38LGition

Paid— OtherEntitiesIn-State.

Object code 3208 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services through contracted personnel instead of
hiring staff to meet these needs. Divisionsuti@nly include expenditures for

contracted services that meet the S@&jined definition of instruction, such as speech
language pathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheeteference. This object code is
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avail able on the “El ementary 61100”, “Seco
“Secondary 612107, “El ementary 61230”, “S
“Secondary 61320”, “Districts68000", and *“

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 heaitbllectual disabity institutions anduition
payments to the Schofur the Deaf and the Blind ade by the Bpartment on behalf of
the division under object code 3000, “Purc

9 District 61100
Report expenditures for all activities related to classroonuictgtn of students, broken
down bysummer,adult, pre-kindergarten{non-special progams) non-Locd Education
Agency (LEA) or NorrregularDay Schoolprograms, ad then by expenditure object
code.

Object code 3106 “Purchased ServicesVirtual School Pograms$ is for reporting

contractual costs of all virtual school programs, includiitidivisional Online

Providers or virtual school programs contracted separately by school divisions. This
object code is available on6tlH®d 0“El eman t* Dri
61100” woNotk ¥Vitual ¥itgisia does not apply here since school divisions

make tuition payments to the Virginia Department of Education. Virtual Virginia tuition
payments should be included in Object Code 38TQition Paid— OtherEntities In-

State.

Program 8 is edlusively forpre-kindergarterexpendituredor the custodygare and
instructionof childrenin programssuch @ Head StartVirginia Preschool Initiativeand
otherpre-kindergarterprograms. No#regularDay Schoolexpenditures, activities that
are not directly related to the educational services offered hiA, should be reported
under a new Program 10. Please notedpeatial educatiopre-kindergarten
expenditures should be reported under Progtar$pecial Education.

As offiscal year2013 the program code structure has changed to separat®&toedial
Summer School expenditures from Remedial Summer School expenditures.
Expenditures for NoiRemedial Summer School should be reported under &ro6+
Non-Remedial Summer School. Expenditures for Remedial Summer School should be
reported under Program -IRemedial Summer SchoocBummer school salaries should

be reported under *“Instructional Salaries
calculattn r eported on the “District FTE Positi
school salaries under *“Supplemental Sal ar:i

1 Elementary 61210
Report expenditures for activities involving counseling students and parents to assess and
improve tre wellbeing of students in Kindergarten 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.

Object code 3206 “Purchased Servicesinstructional is for reporing instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services through contracted personnel instead of
hiring staff to meet these needs. Divisions should mlyde expenditures for

contracted services that meet the S@&fined definition of instruction, such as speech
language pathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for neferelhis object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 612107, “El ementary 61230”, “S
“Secondary 61320”, “District 680007, and *“

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.

1 Secondary 61210
Report expenditures for activities involving coaliisg students and parents to assess and
improve the weHbeing 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.

Object code 300-“Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services through contracted personnel instead of
hiring staff to meet these needs. Divisions should only include expenditures for
contracted services that meet the S@afined definition of instruction, such as speech
language pathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 612107, “El ementary 61230, “S
“Secondarypisr132aaxc’t, 68000”, and “District 69

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.

1 Elementary 61220
Report expenditures for activities that are designed to improve student attendance at
school and that address student difficulties involving the home, the school, and the
community for students in Kindergarten through grade seven (7) broken dawgubgr,
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 object3®@i@ series and not the
7000 object code.

1 Secondary 61220
Report expenditures for activities that are designed to improve student attendance at
school and that address student difficulties involving the home, the school, and the
community for students igrade 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 series and not the
7000 object code.

1 Elementary 61230
Report expenditures for activities designed to meet the educational needs of students who
require homebound instruction services bec#lusg are unable to attend regular school
for Kindergarten through grade seven (7), broken down by regular, special, vocational,
gifted and talented, or other program and then by expenditure object code.

Object code 3206 “Purchased Servicesinstructianal’ is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services through contracted personnel instead of
hiring staff to meet these needs. Biens should only include expenditures for

contracted services that meet the S@afined definition of instruction, such as speech
language pathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable ksbeets for reference. This object code is

avail able on the “El ementary 61100”, *“Seco
“Secondary 612107, “El ementary 61230, “S
“Secondary 61320”, “Di st workslteetss 8000”, and *

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.

1 Secondary 61230
Report expenditures for actives 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, special,
vocational, gifted and talerdeor other program and then by expenditure object code.

Object code 3208 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected tgrovide instructional services through contracted personnel instead of
hiring staff to meet these needs. Divisions should only include expenditures for
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contracted services that meet the S@fined definition of instruction, such as speech
language pathobists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 61219” 6123Breméidecondary 61230"
“Secondary 61320”, “District 68000”, and *

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

1 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 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 lgrbe recorded in the object code 3800 series and not the
7000 object code.

1 Secondary 61310
Report expenditures for activities that assist instructional staff in planning, developing,
and evaluating the process of providing education for students inggid€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 othe programs should only be recorded in the object code 3800 series and not the
7000 object code.

9 District 61310
Report expenditures for activities that assist instructional staff in planning, developing,
and evaluating the process of providing educatiostiadentsbroken down bysummer,
adult, pre-kindergartern(non-special programshon-Local Education Agency (LEA), or
Non-regularDay School programs, and then by expenditure object code.

Program 8 is edlusively forpre-kindergarterexpendituredor the custodygcare and
instructionof childrenin programssuch @ Head Start, Virginiaf@school Initiative, and
otherpre-kindergarterprograms. Nowegular Day School expenditures, activities that
are not directly related to the educational serviceseadfey & LEA, should be reported
under Program 10. Please note 8p#cial educatiopre-kindergarterexpenditures
should be reported under Program 3pecial Education.

As offiscal year2013 the program code structure has changed to separat& &hoadial
Summer School expenditures from Remedial Summer School expendflease
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report NonRemedial Summer School expenditures under Program 6, and report
Remedial Summer School expenditures under Program 11.

1 Elementary 61320
Report expenditures focavities concerned with the use of all teaching and learning
educational media resources for students in Kindergarten through grade seven (7), broken
down by regular, special, vocational, gifted and talented, or other program and then by
expenditure objaaode.

Object code 3208 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services through contrpetesbnnel instead of

hiring staff to meet these needs. Divisions should only include expenditures for
contracted services that meet the S@&fined definition of instruction, such as speech
language pathologists. Please refer to the SOQ Defined Instralcind Support

Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 61210", “El ementary 61230, “S
“Secondary 61320”, “District 68000”, and *

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 olpect code.

Secondary 61320

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

Object code 3206 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division ekcted to provide instructional services through contracted personnel instead of
hiring staff to meet these needs. Divisions should only include expenditures for
contracted services that meet the S@afined definition of instruction, such as speech
languae pathologists. Please refer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondar“yEl6éeln2elMt"gry 612307, “Secondary 61z
“Secondary 61320”, “District 68000”, and -

Any tuition payments to joint operations with other school divisions for regular programs
or other programs should only kecorded in the object code 3800 series and not the
7000 object code.
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1 Elementary 61410
Report expenditures for activities concerned with the overall administration of a school
for students in Kindergarten through grade seven (7), broken down by regataa),s
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 386§ aed not the
7000 object code.

1 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 andeated, 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 series and not the
7000 object code.

9 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.

Divisions arerequiredte nt er t he di vision superintenden
code 1112, “Superintendent Salaries and Wa

1 District 62200
Report expenditures for activities concerned with the promotion and improvement of
student s’ att endanc acthatytypsanditbea by,expénditar& en dow
object code.

Speech Language Pathologists and those providing this service, whether contracted or
employed, should be reported under InstructioRunction 61100, Program 2

Audiologiss should be reported undertst unct i on 62240, “Speech/ A
Services.”’

Object Code 1131Licensed School Nurse (LPNs, RN& Nurse Practitionersghould
only include salaries and wages for licensed school nurses. Object Code 1134
Unlicensed School Nurse Salaries and Waglasild be usedo reportthe salaries and
wages for unlicensed school nurse personnel.

7 District 63000
Report expenditures for activities concerned with transporting students to and from
school, as provided by state and federal law, broken down by atypéyand then by
expenditure object code.
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The fiscal yeaR017 Annual Pupil Transportation Report will be postedrail 2017
through a separate SuperintendemMemorandum. Divisions must report expenditures
under the Pupil Transportation function (680, the Technology Pupil Transportation
subfunction (68500), and the Contingency Reserves Pupil Transportatidnrsztion
(69500) of the ASRFIN that balance to the expenditures reported fisthkyear2017
Annual Pupil Transportation Report.

Repot activities involved with purchasing vehicles and equipment, excluding school
busesundersuf uncti on 63700, “Other Vehicle and
vehicles, activity buses, or equipment purchased to support pupil transportation not
reported in ativities 63100- 63600 should be reported here. 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 nder Operations and Maintenard@000). Expenditures related to servicing
vehicles not related to school functions (i.e., police and county vehicles) should not be
reported on the ASRFINSchool bus additions and replacements should not be reported
under Purchased Services (3000 level Object Codes). Object code &Hptal Outlay
Replacement and object code 8200apital Outlay Additions should be used for this
purpose.

9 District 64000
Report expenditures for activities concerned with keepinghlgsigal 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 andesmigig fees 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 codethaobject code 8000 series only.

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

School divisions whose School Food operations are decentralized should Bchod
Activity Funds and any other associated schewt| revenues on the Revenues

worksheet under revenue source code 1612040, School Food Services. Abgordin
expenditures for salaries and wages, benefits, materials and supplies, and capital outlay
should be reported in function 65100, School Food Services.
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9 District 66000
Report expenditures for activities concerned with the acquisition, remodeling, or
corstruction of land or buildings, broken down by activity type and then by expenditure
object code.

Professional service fees such as architecture and engineering fees may be included in
object code 3000 but should not include payments to contractorseisuidétvelopers, or
vendors for capital outlay. All capital outlay expenditures, whether by contract or for
school division personnel, should be coded in the object code 8000 series only.

Expenditures for school construction or renovation should ontgf@ted under this
function (66000) under object codes 81
“Capital Outlay Additions,” and shoul d
(“Purchased Services”).

00,
not

9 District 67000
Report expenditures for deservice, intraagency fund transfers, and ingency fund
transfers under this function.

Debt Service

Report expenditures related to servicing the {targh debt of the division or regional
program, including payments of both principal and interé&kis function should be
used to account for bond interest payments, retirement of bonded debt (including
current and advance refundings), capital lease payments, and othteriongptes.

Debt service payments made by the local governing body on ledhiaéf school

division (i.e., the funding is not appropriated to the school division budget) should not
be reported as debt service payments on the ASRFIN. Only the debt service funds
appropriated to and paid directly by the school division should beteejpas

expenditures on the ASRFIN in object codes 9100 (Redemption of Principal) and
9200 (Interest). Funds transferred by the school division to a local governing body to
cover debt service payments on behalf of the school division should be reported in
object 9300 (Fund TransfersPrincipal & 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 asrihesre
are not inflated to match transfer expenditures to balance the ASRFIN Excel
template. Please note that intrgency transfers do not have to be recorded if they
cause the ASRFIN not to balance without inflating ASRFIN revenues. However, if
such tansfers 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.
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The 9400 Object Code (Fund Transfef@eposits to Escrow) iavailable for
payments to other escrowcatints.

Inter-Agency Transfers
Report transfers to other fusidiot controlled by the divisigisuch 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 areansferred to the regional program under object code 9700,

“Fund T4TeamsterftelmesAgency Fund.” statefusds i nc | u d e
are paid directly to various participating school divisions of a regealtexrhative
educatiorprogram (9710),ragonal governor’s school (972«

technical education center (9730) or a regional special education programd@d@40)
the school divisions transfer the state funds to the program. The amount of the
transfer should equal only the Statetpn of regional program funding. Other
funding of the regional program should be considered tuition and reported as such.

Local Matching and Maintenance of Effort Penaltieis Object Code 9650
Any payment of funds to the Department of Educatmriocal matching and
maintenance offtort penalties should be coded und&B60, object code 9650.

9 District 68000
Report all technologyelated expenditures broken down by function and then by
expenditure object code. Any expenditures (e.g., distance lgamuolving the use of
technology for instructional, public informatioagministrative such as accounting,
purchasing, or human resource software as well as office techr{elggycopiers,
telephone systems, etos) any other use should be recordedlesively in this function
and should not be reported in other functional areas A3RFIN Exceltemplate. Also
include under function 68000 all telephone charges for line service fyflirthal
Virginia program, other distance learning programs,fandhternet access.

Object code 3208 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instructional services tigloaontracted personnel instead of

hiring staff to meet these needs. Divisions should only include expenditures for
contracted services that meet the S@&fined definition of instruction, such as speech
language pathologists. Please refer to the SO@&kfnstructional and Support
Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 612107, “EIl eme ntnaernyt a6rly2 3601°3,2 0“"S
“Secondary 61320”, “District 680007, and *“

1 District 69000
Report contingency reserves expenditures broken down by function and then by
expenditure object code. The contingency reserves function limits dataceoity
valid account code combinations.
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Object code 3206 “Purchased Servicesinstructional is for reporting instructional

services purchased by the division. Please use this code to report expenditures where the
division elected to provide instriignal services through contracted personnel instead of
hiring staff to meet these needs. Divisions should only include expenditures for
contracted services that meet the S@afined definition of instruction, such as speech
language pathologists. Pleaséer to the SOQ Defined Instructional and Support
Expenditures shading on the applicable worksheets for reference. This object code is

avail able on the “El ementary 61100”, “Seco
“Secondary 61210”, ec‘omldeameyn t6alr2y3 06 1 2 3 (E’l ,e m'ed
“Secondary 61320”, “District 68000”, and -
Recapitulation Worksheet
The “Recapitul ation” worksheet summari zes the

provides a section for reporting ewd-year balances, and provides a balance sheet section. The
expenditure recapitulation is automatically summed by category based on the data entered in
each of the expenditure worksheets.

The“Recapitulatioh worksheet igludes a detailedreakout of expenditures by séimnction.

Using the hyperlink at the top of thRecapitulation w o r khe hseredn view a breakout of
thedi vi si on’ s e xfyunetiondelaw eaclefenctibmhe samebhyperlink hides the
subfunctions to allow the user to view a summary of expenditures by function. The worksheet
also provides a breakout thfe fiscal yearexpenditures by sufunction. This information is
provided to assist you in deterrmg whether expenditures by s@dnction in the ASRFIN are
properly arrayed, in comparison to prior year data.

End-of-Year Balances

The middle section of the “ Re c-@af-peartbalanced. iThosn” wo
portion of the worksheet containstwaesei ons; “Bal ances aof-Ye&@ll ose of
CarryOver Bal ances. '’ The i nf or 20862010wil bepused ioi d e d i
populate th017-2018“ Bal ances at the Beginning ef Year?’
Forward Bal ances.”

1 Balances at Close of Year
The “Balances at Close of Yendbaldncesthatwii on i s
be carried forward into the next fiscal year, across various funds. This section must
include all yeatend balances, even those balareesh i b i t e d-of-iYear Carhye “ En d
Over Bal an ®leasé nots thdnetfalloovimg fundsare the onlyallowable
unspent federal fundsFederal Leasing of Lan&gederal Bergy Regulation
Commission Faest Reserve, Department of Defense, and Iinfsakc

1 End-of-Year Carry-Over Balances

1. This section requires the detail of somehaf yearend balances reported in the
“Bal ances at Cl osEhapteiB36 207Acts of Assemitlyischaol. Per
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divisions are only authorized to caioyer unexpnded state and local funds as of June
30,2017, for the following Direct Aid accounts:

o0 TextbooksLocal Share of Matching Requirement Only)

0 Textbooks(State Share Only)

o Other StatéAccounts (Local Share of Matching Requirement Only): See note
below.

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

ChapterB36, 2017 Acts of Assemblyallows any funds provided to school divisions for

textbook costs that are unexpended as of Jun2(3®, to be carried on the books of the

locality to be appropriateto the school division the following year to be used for the

same purpose. Thesecaaw er funds should be reported o
worksheeunder Section 2: Enadf-Year CarryOver Bal ances on the *“T
balance lines.

Note: Similarly, Chapter836, 2017 Acts of Assemblyallows any locality that has met its
required local effort for Standards of Quality accounts and required local match for
Incentive or Lottersfunded programs in which the locality elected to participate in
fiscal year2017 to carry over into fiscal yeé2018 any remaining state Direct Aid
to Public Education fund balances available tip Ine&inimize any fiscal yea2018
revenue adjustments that may occur in state funding to that locality. Localities
electing to carry forard such unspent state funds must appropriate the funds to the
school division foexpenditure in fiscal ye@018. These carrpver funds should
be reported on worksheetin®eSediqgn 2:tEndif-¥eari on”
CarryOver Bal anceSt ametAecdOnthetr bal ance |

Balance Sheet

The final section of the “Recapitulation” wor
beginningyear balances plus the total revenues must equal the total expenditures phu th
of-year balance. ASRFIN Excel template totals are calculated orObarsd96 at the end of
section 1. To the right of these totals the
equal Revenues” wil| be di stptotalsybalahceunt i | t he A
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Figure 11. Balance Sheet and Expenditure Totals

[TOTAL END-OF-YEAR BALANCES [ 19,525,731.26

|TOTAL EXPENDITURES AND BALANCES | 218,816,702.56] Total Expenditures + EQY Balances do not equal Revenues + BOY Balances

SECTION 2: END-OF-YEAR CARRY-OVER BALANCES
TEXTBOOKS (Local Share of Matching Requirement Only)
TEXTBOOKS (State Share Only)
OTHER STATE ACCOUNTS (Local Share of Matching Requirement Only)
OTHER STATE ACCOUNTS (State Share Only)

SECTION 3: BALANCE SHEET >
TOTAL BEGINNING-YEAR BALANCES /
TOTAL REVENUES
TOTAL EXPENDITURES \
END-OF-YEAR BALANCE N

Total Beginning-Year Balances

plus Total Revenues must equal

Total Expenditures plus End-Of-
Year Balances.

Warning message displayed
until expenditures and revenues
balance.

Full-Time Equivalent (FTE) Positions Worksheets

As with expenditures, FTE positions should be prorated betWewlergaten through grade
seven (7) as “elementary” and grade eight (8)

For each FTE worksheet, enter the number of FTE positions for the applicable furmbject
code combination. Enter all positions to the hunifretace (two decimal places). There is no
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 thespanel services section on an expenditure worksheet, the
corresponding FTE worksheet will prompt you to enter the number of corresponding FTESs, as
shown in Figure 2. Similarly, if an FTEposition is reported oan FTEworksheet, and there is

no correspoding personal service expenditure reported, an error message will be displayed until
an expenditure amount is entered on the appropriate expenditure worksheet or the FTE position
is removed.

Figure 12. Required FTE Reporting Based On PreviouslyReported Expenditures
A B | 5] I E [ F
| 1| ELEMENTARY FTE POSITIONS: Cost Center 2 | .
B 001 [ sampie If an expenditure amount is
foundelTEks (: hundred::_-s (2 decimal places) when corresponding expenditure is greater than zero. entered on an expenditure
eave blank when expenditure is zero.
2 For example. for onepFTE position. report 1.00: for two and one-half FTEs. report 2.50. Worksheet, you W| ” be
|+ | FUNCTION] OBJECT DESCRIPTION promp ted t o fi K
5 E1100 120 Instructional Classroom - Teacher KeyIn FTE
I E1100 1151 Instructional Classroom - Teacher Aides ‘# each FTE Worksheet
7 61100 1520 [ Instructional Classraom, Substitute hiE "
[ 8 | &1210 M0 | Guidsnce Administrative T
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Salary and wage expenditures of garte personnel should be combined in the expenditure

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

time personnel made reported with the other fitiime FTEs under the appropriate object codes

in the FTE Positions worksheets. See the sec
Cal cul at i BlEsare bdsedlowmthe.contractual period as defined by the locality.

Average Salary Calculation

When there are both personal service expenditures and FTE positions reported, the average

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

position worksheetlf the average salary calculation appears unusually high or unusually low, a
warning message (as shownhkigure 13 will be displayed to the right of the classification line.

The calculation is compared t o yryaardatadoesi si on’
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 thategrega salaries displayed are correct.

Figure 13. Out of Normal Range Salary Warning Message

AYG. SALARY | FTE POSITIONS

FE,000.00 200| Average salary [based on FTEs] appears out of range. Please correct or continue if correct.
G

Average Salary Edit Check Override

The FTE position worksheets have an additional edit checlptbhibits certain values to ensure

thatthe calculated average salary vii# within a reasonable rangEor example, if entering one

FTE will result in an average salary of $400,000, the template will not allow the 1 FTE to be
entered. Trhaen g“set'eygieson addi ei si on’ s prior year a
data does not exist, the prior year statewide averbigevever,due to staff turnover, new

positions, or other reasons, divisions may require repatttgtha falls outside the acceptable

range of the edit check.Please contact the Budget Office to explain the need to override this

edit check.Once the reason for the override has been approved by the Budget Office, you will

be provided with a onéme code for the specific FTE positiontgncell. Please click on the

hyperlink in cell A34 on théElementary and Secondary Positibmsrksheets, or ceB84 on

the “District FTE Positions” worupbox.eYeumagpnd en
then enter the correct number of FTikshe template, and you will be prompted to provide an
explanation for the override of the edit check.
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Figure 14. Override FTE Acceptable FTE Range
61320 1140 |Media Technical A
51320 1150 [Media Clerical INIA
51410 1126 [Principal INIA
61410 1127  |Assistant Principal PiA
61410 1140 |Principal Technical PiA
61410 1150 |Principal Clerical PiA
Z.djust | Total Elementary (K-7) FTE Positions:| 0.00]
Acceptable
FTE Range
Federal FTE Positions
At the bottomofte “ Di str i ct FTE Positions” worksheet

paid from federal fundgor all cost centers, divisiewide. This is a required field. If there were
no positions paid from federal funds, you must enter a zero.

Instructional FTE Position Calculations

For ASRFIN reporting purposes, the number of FTE positions must be calculated for
instructional employees who work hours in addition tordwgilar workdayr contract perioar

who do not work the durain of the contract. Report instructional positions that work hours
beyond their regular workday or contract period, as greater than one FTE position based on the
portion ofthe regular contract periodorked For example, if the regular contract perisd®00

days, using 5.5 hours of instruction per day, one FTE position would i®@hour work year.

This adjustment is necessary to proportionally offset any compensation paid for working
additional hours beyond the regular work or contract day avdbrresponding 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 empleg 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 n@ork the full contract period, summer school teachars,
substitute teachers, calculate the additional FTE as shown ab@vepositionghatwork
additional hourdeyond their contract periddr services such agudent remediatigmo
additional FTEshould be reported since the expenditures fotithe beyond the contract
period is reported in object code 16Bupplemental Salaries and Wages.
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If your school division does not track substitute teacher hours and/or pay a standard hourly rate
so thatthe hourly rate could be divided into the total substitute expenditures to derive the total
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 Instructiomal Hours Daily

$42/5.5 = $7.64 Hourly Rate

Your total substitute teacher cost = $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.

NoakswhpE

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

2. 200 Days = Contract Period for One Fililime Teacher
3. 700 Days / 200 Day Contract Period = 3.5 FTEs.

For coaching, activity, or other suppl ements
Sal ari es and Waegeported are ifcledectinx tbeeaverhgetsalary calculation;
however, do not increase the number of FTEs reported which would deflate the per position cost.

Other FTE Position Calculations

For ASRFIN reporting purposesgrtainFTE positions need to be calculated basetheriocal
standardvorkweek for the duration of the contract period, regardless if it imar&h, 10
month, 1imonth, or 12month contract.For positions thatvork additional hourbeyond their
contract periodno additional FTEs should be reported since the expenditures tonéhe
beyond the contract period is reported in object code,1B2@plemental Salaries and Wages.

In an effort to improve the accuracy of reportthgsepositionFTEs across all divisns, the
Department has prepared FTE calculator (Figure 8) to provide users with a standardized tool
to calculate FTEs based tire localstandard workweek. The FTE calculator, which istifier
positions highlighted in red in Columns D on the FTEifRwss worksheetss a supplemental
tool and its use is not required. Whether you use the FTE calculator or ned, laljhlighted
position FTEs should be calculated basegaur local standardiorkweek. Cell AA86 of the

FTE calculator for all threETE Positions worksheetiefaults to 40 hours per week, but can be
changed to reflect the local standard workweek on which the FTE positions should be calculated.
Please note that the local workweek entered into this cell should bertieer of hours
corsidered fulltime in your school division in order to calculate accuratetiioé equivalent
positions.

When you calculate FTEs for positions that work less tharocal standard houper week, the
average salary calculated for FTEs will be highentitee actual salary paid per position. The
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average salary calculated will reflect what the salary would be if the position was filtbe for
full local standardhours per week.

FTE positions for notteacher substitutes (for example, bus drivers) shoeiichalculated and
included with the FTEs reported for faline positions. Calculate partial FTEs for substitutes
based on thiocal standard workweek.

FTE Calculator

To access the FTE Cal cul atomrrs,, "f rtolme t“hSe ¢ En deamrey
Positions,” or the “Distrihbyperlifkb Bt Poai tabebé&édw
heretoustheFTE cal cul ator (should only be used for

T When using the FTBupdl chloatl dr r epaelsen®& a n
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 lotigegsare the same type (FTE category) of
employees.

1 If you need more than 20 groups, please contact Budget Office staff at (86202250
request that additional groups be added to the worksheet.

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

1 “Hours Per Week” refers to the number of h
employed. Make sure to list the number of hoursyekand not per day or per year.

1T “Percent of year or contract position was
the position was filled for each group. For example, a technology specialist en a 12
month contract who leaves after 7 months &hbe coded as 58.33% (or 7/t2f the
contract period). If the contract period was for 10 months, the specialist would be
reported as 70% (or 7/1®of the contract period).

1 Example (see Figure 8)

o There are three “ gr oupreFTEcdtegeydefined gse e s t
bus drivers (ASRFIN function 63000, object 1170).

0 This school division employed 24 individuals for 5.5 hours per day dthieng
fiscal yearas bus drivers.

A Group 1: 21 bus drivers were employed for the fulli®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 themi@nth contract
and was reported as 43%.
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o All of the positions were employed fa7.5 hours per week.

o To illustrate the calculation, the hours worked in one week by Group 1 individuals
(at 100% of contract) is divided laystandard 4dhour week, so that each bus
driver works 69% of the week (27.5 hours/40 hours). The 69% figure ghiedl
at 100% (for 100% of the contract period) and then multiplied by the headcount of
21 to yieldan 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
threegroups represent 15.83 FTE for fiscal y2at7.

1 For instances where one or more employees worked morghnéocal standarbdours
per week, please report these employees as a separate group and include the additional
hours abovéhe local standard

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

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

1 To return to the FTE section, simply presshigperlinkb ut t o n CLIGKWTOl ed *
RETURN TO FTE SECTI ON."”

1 Hyperlink kuttons are also provided to print the FTE caltarland to clear any previous
data from the FTE calculator.
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Figure 15. FTE Calculator (Optional Tool)

Flease enter doea wok weed o F dierent thar ST hradeesd for caltdstions
Local Standard Work Week 40

CLICK TO RETURN TO FTE SECTION

CLICK TO CLEAR FTE CALCULATOR

CLICK TO PRINT FTE CALCULATOR

FTE Calculation Tool {only use for the positions highlighted in red in columns D5-D32):

# of Year or

Head Count of

For 1 FTE Category at a Time [for example, up B Hours Per Contract
to 20 "FTE Cateqgory - Groups™ of Function Indll.g:luals per Yeek Position was SlE
£2000, Object 1170 employees]: LOUEE Filled

FTE Cateqgorny - Group 1 =
FTE Category - Group 2 =
FTE Category - Group 3 =
FTE Category - Group 4 -
FTE Category - Group 5 =
FTE Categary - Group B =
FTE Category - Group 7 =
FTE Category - Group 5 =
FTE Categaory - Group 3 =
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 Categary - Group 17 =
FTE Category - Group 13 =
FTE Category - Group 13 =
FTE Cateqaory - Group 20 -

COMMENTS: [optional, far division usage)] TOTAL FTE FOR THIS CATEGDRY: =
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Special Case: School Division Superintendent Also Serving Regional Program Director

If your division superintereht also acts as the director of a regional program, please use the
following method to report the expenditure and/or calculate the FTE.

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

1 If the regional program pays the division superintendent a salary amount in the
capacity as program director that is above the fultime 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 salary in proportion to
(example: $4,000 regional program salary payment divided by $90,000 total salary
equals0.04 FTE to be reported on the regional program's ASRFIN).

Exception to FTE Reporting Requirement

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

Example
1. Number of school board membersbis

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

FTE Analysis

This worksheet allows divisions to compare certain aspects of their preliminary fiscaDg§éar
ASRFIN data against submitted fiscal y@8d6 data in order to provide insighito division
trends or identify potential errordNo new data entry is required for this sheet This sheet
populates either from data submitiedheprior fiscal yealtASRFIN or from other sections of
thecurrentExcel template. Please note this sheeinly available in the Excel template and will
not print in the verification report. This sheet contains three sections:
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Section 1: FTE Summary by Function
This section summarizes all FTE positions by function, as well as compares the data to the
pre ous year’s summari es.

Section 2: Ratio of Pupil to Classroom Teacher Positions

This section corresponds to Table 17a ofShperintendent's AnnuRleportand displays pupil
teacherratios for classroom teacher positions. Teaching positions includssadan,
homebound, media, and technology instructional teachers.

Section 3: Administrative, Service, and Support Personnel Positions
This section corresponds to Table 18 ofSluperintendent's Annual Repartd displays the
number of administrative, sece, and support personnel.

Supplemental Schedules

Schedules A & B: Special Educatiorand Related Services

As offiscal year 203, the ASRFIN no longer collexthe data used for IDEA Maintenance of
Effort monitoring(MOE). The Office of Financial and Data Services, within the Division of
Special Education and Student Services of the Virginia Department of Edutatsoteveloped
a separate application to capture this data and perforM@tetests. Questions related to a
di vi si on’ s | DEA olMdhE direced tts. Tracim Ealetnansth
tracie.coleman@doe.virginia.gov at 8042252704

Consequently, th®OE tests in ScheduseA and Bare no longer part of the ASRFIN template.
The datan Scheduls A and B arenow usedonly for reporting reuestsand the calculation of
stateFoster Care payments. For Schedé@leand B, report all expenditures associated with the
special education studes your divisiorserves December 12016, child counts shown on this
schedule are thgervingchild counts.

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

Schedule Al 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 speciataiibn and related services. Enter data

in the white cells; the green cells will automatically calculate totals for each fund sé&uroe.

checks have been added to Schedule A to ensure that state and federal expenditures reported in
Schedule A are nde¢ss than reported revenue for state SOQ Special Education funding (revenue
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source code 240212) or for federal Special Education TitlB {fevenue source code 84027).
“Rel ated service-813CaledViidimaf i ned in 8§22.1

ARel at ed earestranspartatismandsuch developmental, corrective, and other
supportive services as are required to assist a disabled child to benefit from special
education, including speech pathology and audiology, psychological services, physical
and occupationatherapy, 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.

Figure 16. Schedule Ai Special Education Expenditure by Fund Source

SCHEDULES A & B - SPECIAL EDUCATION EXPENDITURES FOR FISCAL YEAR 2017

Report all operational expenditures (by local, state, and federal fund sources) incurred during the fiscal year to provide special education and related services to students with
Individualized Education Programs (IEPs). Include all personal services (salaries/benefits) expenditures for school division personnel that provided direct special education instruction,
support services, or supervision/administration of the special education program. Include any purchased service expenditures for external contractors/consultants that provided services
to the special education program. Also include other non-capitalized non-personal costs (supplies, materials, equipment, etc.) expended in direct support of the special education
program. Do not include capital expenditures in this schedule. THESE EXPENDITURES SHOULD CORRESPOND WITH THE STUDENTS THAT YOUR DIVISION SERVES.

Please note: The Office of Financial and Data Services, within the Division of Special Education and Student Services of the Virginia Department of Education, will collect the data
necessary to perform Maintenance of Effort tests for the fiscal year.

Division/Regional Name|0 | Contact Person: |
Division/Regional Number|000 | Telephone Number: |

SCHEDULE A
Report of Federal, State, and Local Funds Expended for
Special Education and Related Services
Fiscal Year 2017
Note: this data will NOT be used for MOE purposes and should correspond to the students that your division serves (not legally responsible for). Do notinclude capital expenditures

TOTAL EXPENDITURES
FUND SOURCE SPECIAL EDUCATION EXPENDITURES RELATED SERVICES TOTAL EXPENDITURES REPORTED BY DIVISION ON
EXPENDITURES Fiscal Year 2017
FY 2016 ASRFIN
FEDERAL FUNDS 0.00}
STATE FUNDS 0.00
LOCAL FUNDS 0.00

\/ GRAND TOTAL 0.00) 0.00)

Enter expenditures by fund
source in these columns only.

Schedule Bi Bottom Half of Page

Once you have determined the total federal, state, and local expenditures foresheatbn

and related services in Schedule A, allocate this total across all disability categories listed in
Schedule B.ServingDecember 1 child count data will load automatically in column C to assist
school divisions in coding special education exptenes by disability category. Per pupil
expenditures for each 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 addedSchedule B to prompt school divisions when child count data for a
certain disability category is reported without corresponding expendittres. checls are also
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includedto prevensimilar per pupil expenditure values forost orall disability catgories.

Because the per pupil expenditure data is used to calculate some state payments to localities, as
well asin reporting to both the US. Department of Education and the General Assembly, every
effort should be made to allocate expenditures agaiety as possible across disability

categories.

Expenditure data provided in rows 23 through 36 should include professional personrnel, para
professional personnel, indirect personnel costs, travel, materials, equipment, tuition payments,
transportationand any other expenditure that can be attributed to a particular disability area.
Disability Category, #14. Support Servic®uld includeadministrators andll expenditures
associated with the administration of special education programs, studeyf &estievaluation,
delivery of related services, and all other expenditures that cannot be attributed to a specific
disablity areain #1 through #13rpws 23 through 36 for those studentserved by your

division.

Note that the grand total in Schedulenist equal the grand total in SchedulésBeFigure 17
below)

Figure 17. Scheduls A and Bi Special Education Expaditures

SCHEDULE A
Report of Federal, State, and Local Funds Expended for
Special Education and Related Services
Fiscal Year 2017
Note: this data will NOT be used for MOE purposes and should correspond to the students that your division serves (not legally responsible for). Do notinclude capital expenditures

TOTAL EXPENDITURES
FUND SOURCE SPECIAL EDUCATION EXPENDITURES RE;:;:,\?DSIESX';SES TOTQ';C'ZTE;E;@;;RES REPORTED BY DIVISION ON
FY 2016 ASRFIN
FEDERAL FUNDS 0.00
STATE FUNDS 0.00
LOCAL FUNDS -
GRAND TOTAL ( oo ) 0.00

7&./

SCHEDULE B
Itemized Expenditures by Disability Category for Fiscal Year 2017
(Distribution of Fund Total from Schedule A)

Note: this data will NOT be used for MOE purposes and should correspond to the students that your division serves (not legally yésponsible for). Do not include capital expenditures

DEC 1, 2016 CHILD COUNT
EXPENDITURES DISABILITY CATEGORY (Unduplicated, 0-22 years, PER PUPIL/£XPENDITURE
serving)
1. INTELLECTUALLY DISABLED
(formerly MR)
2. HEARING IMPAIRMENTS =
3. SPEECH OR LANGUAGE IMPARMENTS Schedule A total must
4. VISUAL IMPARMENTS
5. EMOTIONAL DISTURBANCE -~ equal Schedule B total
6. ORTHOPEDIC IMPARMENTS -~
7. OTHER HEALTH IMPAIRMENTS -~
”

8. SPECIFIC LEARNING DISABILITIES

9. DEAF-BLINDNESS

10. MULTIPLE DISABI

11. AUTISM

5 MATIC BRAIN INJURY
— l £ 13. DEVELOPMENTALLY DELAYED

14. SUPPORT SERVICES N/A N/A

\ 000 ) 15. GRAND TOTAL (Must equal grand total in Schedule A)
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Schedule C: School Nurses

The information provided in Schel@uC is used to calculatieensedschool nurs€LPNs, RNs,

or Nurse Practitionergjours per day and days per year for-futle employees. Divisianor
programs that report fulime equivalent (FTE) school nurse positions under Function Code
62200, obgct code 1131 on the District FTE Positions Worksheet must enter the hours per day,
days per year, and total number of FTE school nurse positions employed by the
division/program.Please do not include thelizensed positions and expenditufesm object

code 1134;dr purposes of the ASRFIN, only licensed nurses should be reported in Schedule C.
Do not include volunteers anlicensed personnel such as clinic aides.

If the hours per day/days per year differ among nursing positions, indicate therruirRh&

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 18. Schedule O Sc

hool Nurse Staffing

Schedule C -- School Nurse Staffing
Fiscal Year 2017

Division Name | 0

Division Number | 000 |

[ LISENCED SCHOOL NURSE POSITIONS - HOURS PER DAY/DAYS PER YEAR/NUMBER OF FTE |

Instructions: To be completed by all school divisions. Those divisions/programs reporting full
should enter below the hours per day, days per year, and total number of FTE positions directly

the hours per day/days per year differ among nursing positions, indicate the number of FTE pos

nurses on the division/program payroll in this fiscal year, please remember to select ‘None' in th
bel ow. o

positions under Function Code 62200, object code 1131 on the District FTE Positions Worksheet of the Annual School Report template

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 (i.e., 7 hours, 15 minutes = 7.25 hours). If your division/program did not directly employ school

time equivalent (FTE) school nurse

employed by the division/program. [f
itions and the corresponding hours per

e drop-down boxes on row 43 and 54,

Important: For purposes of the ASR, only licensed nurses (LPNs, RNs, and Nurse Pract
Schedule C. Do not include volunteers or non-licensed personnel such as clinic aides.

itioners only) should be reported in

GROUP 1:

Licensed School Nurse Full-time Equivalent Position =

hours employed per day (Per FTE)

Licensed School Nurse Full-time Equivalent Position =

days employed per year (Per FTE)

Total Licensed School Nurse Full-time Equivalent Positions in Group 1 =

number of Group 1 FTE

GROUP 2:

Licensed School Nurse Full-time Equivalent Position =

hours employed per day (Per FTE)

Licensed School Nurse Full-time Equivalent Position =

days employed per year (Per FTE)

Total Licensed School Nurse Full-time Equivalent Positions in Group 2 =

number of Group 2 FTE

GROUP 3:

Licensed School Nurse Full-time Equivalent Position =

hours employed per day (Per FTE)

Licensed School Nurse Full-time Equivalent Position =

days employed per year (Per FTE)

Total Licensed School Nurse Full-time Equivalent Positions in Group 3 =

number of Group 3 FTE

GROUP 4:

Licensed School Nurse Full-time Equivalent Position =

hoursempig|  |T your division did not employ

Licensed School Nurse Full-time Equivalent Position =

Total Licensed School Nurse Full-time Equivalent Positions in Group 4 =

days employ - any licensed school nurses on

number of 8 - the division/program payroll in

FINAL WEIGHTED AVERAGE

FY 2017, please remember to

Licensed School Nurse Full-time Equivalent Position =

5.00]hours o0 sel eohed@Nin the

Licensed School Nurse Full-time Equivalent Position =

daygemplo here.

>
If no licensed nurses were on school division/progr:
payroll during the fiscal year, please select 'None' in cell E43 at right -

B,
ISECTION 2: ESTIMATED LICENSED SCHOOL NURSE HOURS PROVIDED B Y T"®@sisssba®®] H DEPARTMENT PAID FROM ALL FUNDS|

fiscal year.

Please enter the total licensed school nurse (LPNs, RNs, & Nurse Practitioners) hours provided to students by local health department
nurses from all fund sources on Row 48 below. These hours may include hours provided by licensed school nurses from other
community health departments outside the division's specific county or city. Of that total, please enter the total school nurse hours
provided by local health department nurses that were paid from State funds received from the State Health Department in the reporting

Please enter the total school nurse hours provided to students by local health
department licensed nurses (all fund sources).

Of the total hours entered on row 48 above, please enter the total local health
department hours that were funded from State funds other than funds provided by
DOE

DOE and local health department Hours I

0.00

If no licensed local health department nursing senices were!
provided during the fiscal year, please select ‘None' in cell E54 at right -—>

Section 2, “Esti mat ed
Funds, "

S ¢ h o o th DdgartmenePaitifoom Alls

iI's once fiscg pear20l7 ASREIN data eadectioroThis dath is

necessary for calculating bagear school nurse costs for the StandafdQuality budget each
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biennium. First include the total local health department hours and then on the next line those
hourspaid from state funds received from that8 Health Department. The locally funded

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

provided infiscal year2017, pleases e | Blan¢’ 9 n t he dropdown in cel/l

Schedule CSchool Nurses edit checkaw modified to accommodate divisions that purchase

their school nurse servicé®m external providers other than the local health departniéat

division reports expenditures under Purchased ServiSetool Nurses (Function 62200, Object
3010),thedvi si on may select “None” in both dropdo\
the division did not have any licensed nurses on school division payroll, nor did the division

provide any licensed local health department nursing services.

Schedule D: Health Care Costs

The information provided in this schedule is used to compile the avenagleyer health care

costper employee Please enter thamployerhealth care premium costs paid by the school
division per employeéncludeinstructional and support employeasfiscal year2017. Please
include the cost of the total health care package offered including coverage for hospitalization,
prescriptions, vision, dental, and other covered items. If multiple plans or policiediffatint
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
employee cost.

After entering the total employer castall three plans, pleasmter the numbesf full time

equivalent employeewho participate in each of the categories. This information will be used

for a more accurate calculation of the weighted average employer health care cost per employee
for usein the determination of Standards of Quality funding each biennium.

Scheduless E and E.2 Required Local Effort and Required Local Match

Item 139 of Chapter836, 2017 Acts of Assemblydirectsthe Department of Education to caile
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 this schedule (not ekgimyrams).

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 Schedule E.R€quiredLocal Match) islargelybased on the data that has been
entered by the school division as walowever this scheduléas been modified to allow entry
of data pertaining tpre-kindergarterexpenditures in order to account more accurateliofal
funds expened toward meeting the Required Local Match for the Virginia Preschool Initiative
(VPI) program. Schedule E.2 now collefdsr pieces of data with regard to VPI.
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First, some federal revenues (for exae) Title landHead Stajtare permitted for westoward

both K-12 andpre-kindergarterexpenditures. However, in previous versions of the ASRFIN
Excel template, the full amount sbme of these revenues (all HeadrErevenues and a
designated portion of Titl§ werededucted in Section 3 of Schedules=ederal funds used for
K-12 expenditures. Schedule E.2 now provides the opportunity to designate a portion of total
federalrevenues as lhrang been expended fpre-kindergarter{(Program 8programs. The

amount entered in this cell on Schedule E..@ugled from the federal revenue deduction in
Schedule E, and will consequently alter the Net Local Expenditures for Operations value that is
used to evaluate whether your division has met its local effort and local match requirements.
Previously, this deonly captured the portion of Titlefunds used fopre-kindergarten

purposesit has been expanded to accountdnyfederal revenues used fore-kindergarten
(Program 8). Please note that only Progrgmneskindergarterexpenses paid with fedérfainds
should be itemized here, aRdogram 2 (Special Educatiopie-kindergarterexpenseshould

notbe included.

The amaint entered fofederalpre-kindergarterexpenditures cannot exceed the total amount of
federalrevenues. In addition, the amounteret for local VPI expenditures must not exceed the

total pre-kindergarter(Program § expendituresFinally, the amount entered for-kind
contributions cannot exceed 25 percent of the

Secondexpenditurefor VP cannot be counted toward a divi
are therefore excluded from calculations on Schedule E. However, local funds spent for VPI
may qualify toward the division’s required | o

has been modified to allow VPI expenditures from local funds to satisfy the VPI Required Local
Match.

Finally, the guidelines for the VPI program allowkimd contributions to be applied toward a

di vision’s Required Local graglhprovittes maserdetad Bnlthe The
definition of inkind contributions (pleases€&eu per i nt ende i@ daedAdd23p # 09 5
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 the program. The value of fixed assets cannot be
considered as an-kind contribution. Inkind 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 proper and efficient
implementation of the program;

3. Verifiable from the recipient's records;

4. Notincluded as contribigns for any other federaHlgssisted or stai@ssisted project or
program; and

5. Not paid by the federal government or state government under another award.

If your division has made ikind contributions toward the Required Local Match for VPI, click
on“ Yes” Fdlof Schedule E.2. Inthe new datarg cell that appears (cell B4 enter the
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val ue of t kiad contribution(seeFigures19).i Am error check has been added to
prevent entries that exceed@&ceno f t he di wed lsocabMatcrsaméuet (puVPI.

51

2016-2017Annual School Report Financial Section Instruction Manual



AttachmentBoSu per i n Memo dl@22417 s
July 28, 2017

Figure 19. Schedule E.2 Required Local Match for VPI

SCHEDULE E.2 - CALCULATION OF EXPENDITURES FOR OPERATIONS FROM LOCAL FUNDS
IN SUPPORT OF THE DIVISION'S REQUIRED LOCAL MATCH
Fiscal Year 2017 (Based on Chapter 836, 2017 Acts of Assembly)

Div Num Division

000 0

Appropriation Authority ]

Please complete Section 2 below by providing the following information. Enter the amount of federal revenues expended for pre-kindergarten
programs in cell F37 and your expenditures from local funds for VPIin cell F39. Also indicate in cell F41 whether your division applied an in-kind
contribution toward its Required Local Match for VPI. If you select Yes, enter the value of the in-kind contribution in cell F44. Please see Attachment B
of Superintendent's Memo XXX-17 for requirements regarding in-kind contributions. The remaining information is populated as you complete the
ASR.

Erom Schedule E: Required Local Effort

Net Local Expenditures for Operations $0.00
Required Local Effort for SOQ Accounts $0.00
Local Expenditures for Operations in Excess of Required Local Effort $0.00

Available for Required Local Match

SECTION 1: Total Funds Available to Meet Local Match Requirements

TOTAL Funds Available for Incentive and Lottery Funded Programs (Local Matches)®
This value reflects the total amount of local expenditures available for meeting the local match requirements for optional Lottery
funded programs after Required Local Effort was met.

SECTION 2: Calculation of Required Local Match Compliance for Lottery Funded Accounts

Estimated Required Local Match for Virginia Preschool
Initiative®:

FY 2017 Required
Local Match

0's Required Local Match Status for Virginia
Preschool Initiative

Local Matching
Funds Available

Sufficient Local Funds Appropriated to meet
Required Local Match.

<;22

You reported $0 in Program 8 (Pre-kindergarten) expenditures. Excluding capital
expenditures, State revenue for VPI, and federal revenues used for Pre-
]

$0.0

o

Virginia Preschool Initiative

You reported $0 in Federal revenues. Please enter the amount of Federal
revenues (any type of federal revenue) expended for pre-kindergarten programs
(enter O if none). Only enter expenditures for non-special education (Program 8).
PLEASE BE AWARE THAT THE AMOUNT ENTERED HERE WILL ALTER
SCHEDULE E.

kindergarten, $0 is available for designation as Local VPI expenditures only.
Please enter the amount of Local CASH funds expended for VPI.

N

(
Did 0 apply an in-kind contribution toward its Required Local Match for VPI? / e S,?\lli(.:t WS @
Estimated Required Local Match for Incentive and Lottery | FY 2017 Reqired Locdl Matching 0's Requlred Local Match Status for Other
Funded Programs: Local Mafch Fungls Available Optional Accounts

At-Risk / / $0.00

Math and Reading Instructional Specialist Initiative / / $0.00 | Insufficient Lhcal Funds Appropriated to meet
Early Reading Specialists Initiative / I $0.00 R&quired Local Match.

K-3 Primary Class Size Reduction I Ji $0.00

/ /

" The total funds available after required local effortis met are the total funds available fof local match requirfments from Incentive and Lottery funded prodrams. Required local match for
Incentive and Lottery funded programs may only be met with operational funds; local capital funds cannot bf used to support these optional program local \natches.

2 The total funds available for Virginia Preschool Initiative Local Match equal total Progfam 8 (Pre-kinderggrten) expenditures, excluding capital expenditures \less the following: state revenue
= - = oo—tclolitiomal - bl = 4desion, & Hreschool account expended for Pre-kindergarten pr§grams, as entered on line 35;
LY to VPI.

entgred for local matching expenditures may be applied

/

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

Enter the amount of local expenditures for VPI.

Enter the amount of federal pre-
kindergarten expenditures (Program 8).
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Schedule F: Regional Programs

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

If you are completing an ASRFIN Excel template for a regional program, you will bd ask
whether the program received tuition payments from participating school divisions. Most
regi onal pr ogr a msFigedR0 to thid quashios siree findhgraksspport for
most regional programs involves tuition payments from participathga divisions, as well as
FTEs and othemonpersona¢xpenditures made by participating school divisions on behalf of the
regional program.

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

program mustbereppre d on t he regi onal program’ s ASRFI N
from a participating division must be reported as tuition payments made to the regional program

and reported by the regional program in revenue code 1901010 on the worksheet titled
Reenues.”

Figure 20. Schedule F Tuition Receipt

Schedule F - Regional Program Allocations
Regional Career and Technical and Special Education Programs, Regional Governor's Schools, and Regional Alternative Education Programs
Name of Regional Programl 0 | CLICK HERE TO
Regional Program Number| 000 RESET FORM
~
Did you receive any tuition payments from participating school divisions (excluding pagf- | please select
through payments of state or federal funds from its fiscal agent) for fiscal year 20177 'Yes' or 'No’
The school divisions that participated in a regional program in the previous fiscal year have been pre-loaded and the percent of service for
information only. Please enter the revenue received from participating school divisions for tuition (adding or deleting any additional school divisions
as appropriate). To add a division, simply key in the division number in column B. To delete a participating division, delete the division number from
Column B. If you are not sure of the division number, use the scroll box provided below to find the division number. The total revenue should
correspond to the revenue reported under 1901010. Please coordinate with the school divisions as necessary to ensure that you are accurately
recording tuition revenues paid for tuition for the fiscal year. Please note that you will need to provide this information in the "Required Fields" section
below.
Mostregional programs should answer

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.

|l f you answer fiyeso to the question, fADid you
participating?s:chool di vi si onseé
It is recommended that you fillouteh “ Revenues” worksheet of the

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

program. Whenyouteect “yes” on Schedule F, you shoul d
message concerning tuition revenues, and the ASRFIN Excel template will automatically take

you to the Revenues worksheet to enter the tuition revenue data.

If you fill out the revenue stion before completing Schedule F, the schedule will direct you to
allocatea percent of service to each participating school division based upon tuition revenues. If

53
2016-2017Annual School Report Financial Section Instruction Manual




AttachmentBoSu per i n Memo dl@22417 s
July 28, 2017

you later find that you are in error and need to base the percent of service onlbee olum
students because no tuition revenues were receiviestah year2017, then you need to:

1. Del ete your entry in source code 1901010
2. Go back to Schedule F; and

3. Select Cancel when prompted with a message box conceriting tevenues.

4

Then, you will be required to provide information concerningnin@ber 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 sertwicgoonrevenues,
then you need to click the "Reset Forhyperlinkbutton at the top of the schedule and answer
"yes" to the tuition question.

Figure 21. Schedule F Tuition Received

Schedule F - Regional Program Allocations.
Regional Career and Technical and Special Education Programs, Regional Governor's Schools, and Regional Alternative Education Programs

] CLICK HERE TO
RESET FORM
sions that participated in a regional program in the previous fiscal year have been pre-loaded and the percent of service is pl

ormation only. Please enter the revenue received from participating school divisions for tuition (adding or deleting any additional school divisions
< as appropriate). To add a division, simply key in the division number in column B. To delete a participating division, delete the division number from

Name of Regional Program| 0O

Column B. If you are not sure of the division number, use the scroll box provided below to find the division number. The total revenue should
correspond to the revenue reported under 1901010. Please coordinate with the school divisions as necessary to ensure that you are accurately

ding tuition revenues paid for tuition for the fiscal year. Please note that you will need to provide this information in the "Required Fields" sectio
below: /

E—
column B. Jgtis menu is for reference purposes omy.
| ? | Required Fields
Date
Enter the Revenues Confirmed  Name of Contact Person in the ~ Phone Number of Contact
2015-2016 2016-2017 Received for FY 2016 With School  Participating School Division Person in Participating
Division # School Division Percentage Percentage from Each Division Division ‘Who Confirmed Amount Division
r A
[ ] [ / | | 0.00%] | 000 | [ [
[ ] [ / | ] 0.00%] | 000 | [ I
[ ] [ /I 1 ] 0.00%] [ 00 [ [ I

Tuition revenues were preloaded from
revenue source code 1901010 on the
ifRevenueso work

Enter the revenues received for FY
2017 from participating school
divisions.

| f you answaresino®n,t diDtiikde ypur division receiyv
participating?2school di vi si onsé

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

concerning the number of students attending the regional programdwimparticipating school
division. 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 22. Schedule F No Tuition Received

Schedule F - Regional Program Allocations
Regional Career and Technical and Special Education Programs, Regional Governor's Schools, and Regional Alternative Education Programs

Name of Regional Program| 0 | CLICK HERE TO
Regional Program Number| 000 RESET FORM
Did you receive any tuition payments from participating school divisions (excluding pass-
through payments of state or federal funds from its fiscal agent) for fiscal year 2017?

The school divisions that participated in a regional program in the previous fiscal year have been pre-loaded and the percent of sg/®ce is provided for
information only. Please enter the revenue received from participating school divisions for tuition (adding or deleting any additjghal school divisions
as appropriate). To add a division, simply key in the division number in column B. To delete a participating division, delete j#e division number from
ColumnB. If you are not sure of the division number, use the scroll box provided below to find the division number. The séftal revenue should
correspond to the revenue reported under 1901010. Please coordinate with the school divisions as necessary to eng#fe that you are accurately
recording tuition revenues paid for tuition for the fiscal year. Please note that you will need to provide this informatj#h in the "Required Fields" section

below.
Use the drop down menu below to look up division numbers to enter in
column B. This menu is for reference purposes only.
I Required Fields
Date
Enter the Number of Confirmed Name of Contact Person inthe ~ Phone Number of Contact
2015-2016 2016-2017 Students from Each With School Participating School Division Person in Participating
Division # School Division Percent Percentage Division. Division Who Confirmed Amount Division
Z
[ | [ | 2 11 0.00%] | o | I I
.4
[ ] | I/ [ 0.00%] [ 9 [ [ I

0.00%] [ 9 [ [ I

No tuition revenues were reported in
revenue source code 1901010 on the Enter the number of students in FY 2017
ifRevenueso wor k from participating school divisions.

Schedule F also requires school divisions to verify the date of confirmation, contact person and
telephone number for every participating school division listed by amalgprogram. This
information is required and an error check will prohibit completion of the ASRFIN Excel
template if these fields are not completed for every school division included in this schedule.
Required fields include:

1 Date Confirmed With Scho®ivision
1 Name of Contact Person in the Participating School Division Who Confirmed Amount
1 Phone Number of Contact Person in Participating Division

Schedule G: Capital Outlay

The information provided in this schedule is usadcidculating Table 15 (Total and Per Pupil
Expenditures for Operations) of tBeiperintendent's Annual Report for Virgimad for
calculating capital expenditure exclusions on Schedule E (Required Local Effortpidlfiae
2017ASRFIN. Both Table 15 an&equired Local Effort are based on operational costs and
exclude federal or state funds expended for capital and debt service.

School divisions must specify the fund type (federal, state, or local) used for capital expenditures
by various applicable futions and sufunctions. The portion of the following capital

expenditures reported in yoR016-2017ASRFIN thatwaspaid from federal or state funds will

be excluded from Table 15, as well as from the Required Local Effort calculation:
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1 Capital Outlay Replacements for Facilities:
o Facilities- functions 6610866600: object codes 81130
o Technology for Facilities- subfunction 68800: object codes 816030
o Contingency Reserve for Facilitiesubfunction 69800: object codes 818@30

o Loans, Bonds ofemporary Financingsrevenue codes 4104010, 4104020,
4104030, 4014040 object codes 8168130

91 Capital Outlay Additions for All Functions:
0 Object codes 8200 through&2

91 Debt Service:

0 Subfunction 67100: all object codes
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Figure 23. Schedule G' Capital Outlay

Schedule G
Capital Outlay (Objects 8100-8130 and 8200-8230) & Debt Service/Capital Lease Expenditures by Fund Source
Fiscal Year 2017

Division Name:| 0 |

Division Number:| 000 I

The information provided in this schedule will be used in calculating Table 15 of the Superintendent's Annual Report for Virginia (Sources of Financial Support for
Expenditures, Total Expendit| Expenditures for Operations ) as well as Required Local Effort. Both Table 15 and Required
Local Effort are based on opd Enter the amount of or state funds expended for capital and debt service. The capital and debt service
expenditures reported in this expenditure from the Q0 through 8130 (Facilities - Functions 66000, Technology - 68800, and Contingency
Reserve - 69800) that were p :
Object Code 8200 (all functio Stated fun,CtlonS/ t were paid from federal funds, state funds, or loans should be entered in
cells "J25" , "J27", and "J29" ObJeCtS pald from enditures reported in :Function 67100 ("Debt Service") that were paid from state funds

should be entered in cell "J35 federal funds here.
Total Expenditures in Object Codes 8100 through 8130 (Function 66000 and Sub-Functions 68800 an

Please enter the amount of total exp Enter the amount of 0 through 8130) paid from Federal Funds

(typically limited to Impact Aid and Fd expenditure from the : ™|

stated functions/ >
Please enter the amount of total expq objects paid from state 0 through 8130) paid from State Funds:
 — |

funds here. .

Please enter the amount of the total 8100 through 8130) paid from Loans, Bonds |

or Temporary Financings (Revenue Codes 4104010, 4104020, 4104030, 4104040): .>
T

Total expenditures from row 13 above (Objects| Enter the amount of expenditure

Total Expenditures in Object Code 8200 throu| from the stated functions/objects L~ = 0.00

paid from loans, bonds, or
temporary financing.

Please enter the amount of total expenditures fr Federal Funds

(typically limited to Impact Aid and Forest Resel

Please enter the amount of total expenditures from row 23 above (Objects 8200 through 8230) pai¢-£ CSiat o |
Total

Please enter the amount of the total expenditures from row 23 above (Objects 8200 through 8230)  expenditures
or Temporary Financings (Revenue Codes 4104010, 4104020, 4104030, 4104040): paid from
Total expenditures from row 23 above (Objects 8200 through 8230) paid from Local Funds: I o C_ al f 0.00
Total Expenditures in Sub-Function 67100 (Debt Service): WI”_ 0.00

automatically
Please enter the amount of total expenditures from row 33 above (Sub-Function 67100) paid from populate/ |

calculate.

Total expenditures from row 33 above (Sub-Function 67100) paid from Local Funds: | 0.00

The capital outlay replacement expenditures reported in2@iF2017ASRFI N f or f aci |
subfunctions 6610866600, 68800, 69800bject codes 8100 through®&lLthat were paid from

federalfundss houl d be entered in cell “objects;” expendi
combinations from state funds should be enter

Capital outlay addition expenditures reportedlirfunctions, object code 8200 through382
that were paid fromfedeal f unds shoull25 "b ee xmd redietdu riens cferl dn
functonobj ect combinations from slkate funds shoul

Debt service and capital lease expenditures reported ifusation 67100 that were paid from
statefundsshul d be entered in cell "J33."7 Do not i
Literary Fund or Virginia Public School Authority as state funds. School construction loans

from the Literary Fund and VPSA are considered local funds.
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Schedule H: Textbook Revenues and Expenditures

The information provided in this schedule details the fiscal 3@4f revenues and expenditures

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

fiscal year2018. The school division must enter other state, local, or other revenues received by
the school division. Similarly, textbook expenditures for fiscal 847 will automatically

popul ate 2i,n" ¢'@h2tds” BBEYour school tedpendiiurestmin canr
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 reported on this schedule]uding separate textbook funds outside of the regular

operating funds. Also note that 82281, Code of Virginia prohibits charging student fees for
required textbooks and workbooks. In addition, other student fees are prohibited as indicated in
Supt’ s. UB:=16) datedll April 191 2013 Please refer tAttachments B and C gfdm.

Supts. Memo No. 15dated March 30, 2001, for guidance on permisshldent fees.
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Figure 24. Schedule Hi Textbook Revenues and Expenditures

Schedule H
Survey on Textbook Revenues and Expenditures

0 | 000
DIVISION NAME DIVISION NUMBER

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

I. Textbook Revenues: ACTUAL FY 2017 BUDGETED FY 2018
A. Beginning-of-Year Balances ; - ‘
B. State SOQ and Lottery Textbook Funds g 1\
AV
C. Other State Funds \
AV
D. Local Funds \
(including transfers from escrow accounts)
E. Other Funds The green-shaded cells will
(excluding state or local funds) automatically populate with revenue

and expenditure data.

Il. Textbook Expenditures: /
P

A. Object code 6020 (Textbooks and 4
Workbooks), Sub-Functions 61100, 61210, //
61230, 61320, and 69000 on the ASR

B. Object code 6030 (Instructional Materials), Sub
Functions 61100, 61210, 61230, 61320, and
69000 on the ASR -

C. Object code 6040 (Technology - Software/On-
line Content), Sub-Functions 68100, 68200, and
69000 on the ASR -

=1 School divisions must enter budgeted
FY 2017 information in this column.
Please Note: 8§22.1-243, Code of Virginia, prohibits charging student fees for required textbooks and workbooks. In addition,
ot her student fees are prohibited as indicated in Supt 04
and C of Adm. Suptdés. Memo No. 15, dated March 30, 2001,

Schedule I: FY 2017 Salary Survey

The information provided in this schedule is used to compile the annual salary report that is due
to the General Assembtije first day of each General Assembly sesgiimm 139 of Chapter

836, 2017 Acts of Assembly. Scledule | must beeceived by the ASRFIN due date (September
15,2017) to ensure that your school division 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 informatigorovided in this schedule will also be used to complete Table 19
(Total Instructional Positions and Average Annual Salaries) dbtiperintendent's Annual

Report for Virginia
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The “Fi @7AlctYWedr” col umn wil |l aut eredantpiioc al | vy

ASRFIN expenditure and FTi&orksheets You are also asked to provide information on
budgeted salary expenditures and FTEs for fiscal 3@#f. Please note that the "Fiscal Year
2017 Actual" column must be populated with this data befoeesgireadsheet will allow you to

enter data in the "Fiscal Ye2018 Budgeted” column. Do not attempt to complete Schedule |
until all expenditure and FTE data has been entered in prior ASRFIN expenditure and FTE

worksheets

Figure 25. Schedule Ii Salary Survey

Schedule |

FISCAL YEAR 2017 SALARY SURVEY: item 139 of Chapter 836, 2017 Amended Acts of Assembly, requires the Superintendent of Public
Instruction to provide a report on the status of teacher salaries, by local school division, to the Governor and the Chairmen of the Senate Finance and House
Appropriations Committees each year of the biennium. The information provided in this schedule will also be used to complete Table 19 of the
Superintendent's Annual Report for Virginia (Total Instructional Positions and Average Annual Salaries ). Please note that the "Actual” column D must
be populated with expenditure data (column will automatically tabulate based on data entry in prior ASR expenditure sheets) before the
spreadsheet will allow you to enter data in the "Budgeted" column F.

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

Section A: Teaching Personnel

Compensation Reporting under the Budgeted column: Include compensation paid for all teaching personnel defined as classroom teachers (regular education,
remedial education, special education including special educational pre-kindergarten, vocational education, gifted education, music, art, and physical education
teachers, other subject area teachers); homebound teachers; technology instructors; 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, non-special education pre-kindergarten, or other educational programs that do not fit the categories listed above in this survey. Include budgeted
expenditures for object code 1120 for functions 68100 and 68200 in your calculations.

FTE Position Reporting under the Budgeted column: Please report separate totals for all elementary, secondary and district classroom teachers and another total
for elementary, secondary and district guidance counselors and librarians, following the guidance provided in the cells below. For more specific information on which
expenditures and FTEs to include, review column “B" below.

A. Compensation for Teaching Personnel - Report the amount of compensation paid to teaching personnel in elementary, secondary and district categories.
Fiscal Year 2017 Actual Fiscal Year 2018 Budgeted

Total Compensation for Elementary Teaching Personnel - | $

Please enter budgeted amount above.

Total Compensation for Secondary Teaching Personnel - | $ © | |

Please enter budgeted amount above.

Total Compensation for District Teaching Personnel - | $ - | |

Please enter budgeted amount above.

Total Compensation for Teacher Personnel ) $ = | | $
This column will You cannot enter data
automatically populate in the FY 2017 column
with expenditure and until the FY 2016 data
FTE data. is entered in
expenditure and FTE
worksheets.

Please note that if you did not have principals and/or assistant principals for a division or

regional program ifiscal year2017, you will be asked to verify this by selectihgN o "thei n
drop-downmenuthat appears in sections B and C of Schedule I. If you do not plan to employ
principals and/or assistant principaldistal year2018, you will also be required to verify this
usingthedrop-downmenu You will be prompted with error messages itiydo not verify your
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response of ®“zero” principals Note: Pargipalasid ant pr
assistant principal staffing at the school level is mandatory pursuant to the particular staffing
requirements of the Standards of Qtyal

Figure 26. Schedule Ii No Principals Employed

Calculated Average Salary for Assistant Principals: | Please Verify Data Entered Above Please Verify Data Entered Above
If your Division/Program did not employireport Asst. Principals in the
Actual column or will not employ Asst. Principals in Budgeted
column, please indicate this using the drop down menus in cells
D93 and F93 at right --=

Use these drop-down menus to verify that no principals were
employed in FY 2017 and/or FY 2018. You will receive an error
message if you do not use these drop-down menus when the number
of principals or assistant principals is zero.

If you encounter difficulties entering budgeted salary amounts and FTischdryear2018,

you should first enter FTEs and then provide budgeted salary ésnoAwariance check has
been built into this schedule to prompt you if data entries related to budgeted salaries differ
significantly from prior year data. Entering Aifical year2018 budgeted FTEs prior to entering
budgeted salary amounts ensures ¥iaaiance checks will only be applicable in cases where
both salary and FTE amounts deviate significantly from2B¥7 actual data.

Section D of Schedule | allows school divisions to explain planne8(A8 actions to improve

classroom teacher salarieSelect’ Y e sthednopdownmenu next td Was any action taken

to adjust teacher salaries in fiscal y2@i8? Please select 'Yes'or 'No'atright.t o r eveal a
field where additional information can be entered into the schedule. You may padwigé¢

description of actions to improve teacher salaries ir26M8 (for example provided cost of

living increase, salary step increase, etc.). If applicable, please include the average effective

annual percent salary increase that will be providedbissroom teachers in FRX018. Please

note thathis explanation will be included inglsalary survey repatd the General Assembly

and theDepartment will not edit this textAll 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 techna@afgyfunction$8100 and 68200This
information will be used to calculate SOQ funded instructional salaries as well as SOQ
prevailing support positions and salarieg$uture biennia All school divisions and regional
programs must complete Schedule J.

Please note that this schedulentended to determine the number of elementary, secondary, and
districtwide teachers assignedstab function$8100 and 68200nly. You are required to array
expenditures and FTEs for these tsub function@among elerantary, secondary, and
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districtwide programs. Error checks have been built into this schedule to ensure that the total
expenditures reported on the schedule must equal the figures that you have entered for total
expenditures under 68100 and 68200 on the technology expenditures worletietet (|
“District 68000")

Figure 27. Schedule J Breakout of Technology Salary Expenditures and FTEs

Schedule J
Elementary, Secondary, and Districtwide Breakout of Object 1120 in Functions 68100 & 68200
Fiscal Year 2017 (July 1, 2016 - June 30, 2017)

Division Name: | 0 I
Division Number: 000

The information provided in this schedule will be used in calculating Standards of Quality (SOQ) funded instructional salaries as well as SOQ prevailing support
positions and salaries. In Section 1, please provide the elementary, secondary, and districtwide breakout of the expenditures reported in 68100, 1120 in cells "K16,"
"K18," and "K20" below and the FTEs reported in 68000, 1120 (attributable to the expenditures reported in 68100 only) in cells "L16," "L18" and "L20" below. In Section
2, please provide the elementary, secondary, and districtwide breakout of the expenditures reported in 68200, 1120 in cells "K28," "K30," and "K32" below and the FTEs
reported in 68000, 1120 (attributable to the expenditures reported in 68200 only) in cells "L28," "L30," and "L32" below.

Section 1: Technology - 1120 Expenditures & FTEs in Classroom Instruction (68100)
Expenditures: FTEs: Avg Salary:
Total expenditures reported in Function 68100, Object 1120 & FTEs reported in Function 68000, Object 1120: [ 1,000.00 [ - ]

Elementary, Secondary, and Districtwide Expenditure Subtotal (should match total reported in cgl "K14"): m Breakout does not match expenditures.
e—

Of the expenditures reported in Function 68100, Object 1120, how much was for Elementary (K-7) teachers
(also enter corresponding FTES):

Of the expenditures reported in Function 68100, Object 1120, how much was for Secondary (8-12) teachers,
(also enter corresponding FTES):

Of the total expenditures reported in Function 68100, Object 1120, how much was for Districtwide teaghers
(also enter corresponding FTES):

/
Section 2: Technology - 1120 Expenditt/es & FTEﬁn Instructional Support (68200)
Expenditures: FTEs: Avg Salary:
Total expenditures reported in Function 68200, Object 1120 & FTEs reported in Funcfon 6800Q¢/Object 1120: I:l

Of the expenditures reported in Function 68200, Object 1120, how much was for flement,
(also enter corresponding FTES):

(K-7) teachers

Of the expenditures reported in Function 68200, Object 1120, how much wag for
(also enter corresponding FTES):

Of the total expenditures reported in Function 68200, Object 1120, ho
(also enter corresponding FTES):

condary (8-12) teachers | | |
ch was for Districtwide teachers | |

Elementary, Secondary, and Districtwide Expenditure Subtotgifshould match total reported in cell "K26"): - |

// A A

These cells will automatically You are required to array
populate with FY 2017 expenditures and FTEs for
expenditure and FTE data the 68100 and 68200
from prior expenditure and subfunctions among
FTE worksheets. 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 numidd+TEs reported in the Distrivide FTE
worksheet. Tis link represents FTEs arrayed across the entire 68000 function, which includes
sub function$8100 and 68200. In order to complete Schedule J, you must allocate a percentage
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of thesetotal FTEs to 68100 and 6820Regional programs must also completh&lulel, if
applicable.

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 either 68100 or 68200 among
elementary, secondary, or districtwide programmsno instance should the total number of FTEs
allocated between the tvamb functionexceed 50.00. If the total number of positions allocated
between the two sufunctions were to exceed B0, an error check built into the template

would prevent comption of the ASRFIN.

Figure 28. Schedule J Balancing FTEs

Schedule J
Elementary, Secondary, and Districtwide Breakout of Object 1120 in Functions 68100 & 68200
Fiscal Year 2017 (July 1, 2016 - June 30, 2017)

Division Name: | 0 |
Division Number: | 000 |

The information provided in this schedule will be used in calculating Standards of Quality (SOQ) funded instructional salaries as well as SOQ prevailing support
positions and salaries. In Section 1, please provide the elementary, secondary, and districtwide breakout of the expenditures reported in 68100, 1120 in cells "K16,"
"K18," and "K20" below and the FTEs reported in 68000, 1120 (attributable to the expenditures reported in 68100 only) in cells "L16," "L18" and "L20" below. In Section
2, please provide the elementary, secondary, and districtwide breakout of the expenditures reported in 68200, 1120 in cells "K28," "K30," and "K32" below and the FTEs
reported in 68000, 1120 (attributable to the expenditures reported in 68200 only) in cells "L28," "L30," and "L32" below.

Section 1: Technology - 1120 Expenditures & FTEs in Classroom Instruction (68100)

Expenditures: FTEs: Avg Salary:
1,000.00 [ -]

Of the expenditures reported in Function 68100, Object 1120, how much was for Secondary (8-12) teachers
(also enter corresponding FTEs):

Elementary, Secondary, and Districtwide Expenditure Subtotal (should match total reported in cell "K14"): | - [

Total expenditures reported in Function 68100, Object 1120 & FTEs reported in Function 68000, Object 1120:

Of the expenditures reported in Function 68100, Object 1120, how much was for Elementary (K-7) teachers
(also enter corresponding FTES):

Of the total expenditures reported in Function 68100, Object 1120, how much was for Districtwide teachers
(also enter corresponding FTES):

Section 2: Technology - 1120 Expenditures & FTEs in Instructional Suppor§ (68200)

Expenditures: FTEs: Avg Salary:
Total expenditures reported in Function 68200, Object 1120 & FTEs reported in Function 68000, Object 1120: 5,000.00

Of the expenditures reported in Function 68200, Object 1120, how much was for Elementary (K-7) teachers
(also enter corresponding FTES):

(also enter corresponding FTES):

Of the total expenditures reported in Function 68200, Object 1120, how much was for Districtwide teachers
(also enter corresponding FTES):

|—| A
Elementary, Secondary, and Districtwide Expenditure Subtotal (should match total reported in cell "K26"): -

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

Of the expenditures reported in Function 68200, Object 1120, how much was for Secondary (8-12) teachers | |
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Schedule K: Table 15and Elementary and Secondary Education Act (EEA) Maintenance
of Effort

Schedule K contains the calations 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 completion. The format for this
schedule reembles that of the divisidevel worksheets included in Table 15 as posted
http://www.doe.virginia.gov/statistics_reports/supts_annual_report/204ibdés.shtml The

“Prel i mROdrar ye €tYi on reflects the data containe
be displayed in Table5l Pria year (fiscal yeaR016) data, as posted on the ab&ebsite, is

also included for reference purposes. Largeances 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.

For Table 15 purposes, expenditures for jointly ojgerdivisions are consolidated and reported
under the fiscal agent only. As a result, for the division that is not the fiscal agent (i.e., Fairfax
City, Emporia and James City County), Schedule K pelhidden.These contractual divisions

do not need taomplete Schedule K.

For informational purposeSchedule K now contairtslementary and Secondary Education Act
(ESEA) Maintenance of Effort calculations to help school divisions identify the likelihood of not
meeting the LEA Maintenance of Effort reqgnnent for Title land other ESEA programd&he
Virginia Department of Education uses Table 15 (with necessary adjustihoecasjulate ESEA
LEA Maintenance of Effortwhich applies to the following ESEA program&]d|, Part A; Title

[, Part B; Title | Part D; Title |, Part F; Title I, Part A; Title Il, Part D; Title Ill, Part A; Title 1V,
Part A; Title IV, Part B; and Title VI, Part.BThis information is contained at the bottom of
Schedule K.

In order to account more accurately for expenditurkesa® to regional programs, the Schedule

K - Table 15 methodologsllocatesstate payments for Regional Alternative Education programs

and Academic Year Governor’'s Schools to schoo
these programs and adthog paymentdack to both state revenues and total expenditures for

the participating divisions, rather than adding them to state revenues only. As a result, state
revenues for regional programs will appear as a-fhaiesigh of funds for local divisions,

allows for local expenditures to more accurately reflect their correct level.

Starting in fiscal year 22, Table 150ftheSuper i nt endent 6s cohtaimpreal Sc hc
kindergarter(Program 8) expenditures. The preliminary fiscal 7 ard final fiscal year

2016 Table 15calculatiors in Schedule K includere-kindergartenn the expenditures, revenues,

and Average Daily Membership (ADM).
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Schedule M:Instructional Percent Calculation

Chapter836 2017 Acts of Assemblyequires the Yfginia Department of Education to include in
the Annual SchodDivision Performance Report Card the percentage of each division's annual
operating budgetxpendedor instructional costsAs required, he methodology for allocating
each division's expendires to instructional angbn-instructionalcosts is consistent with the
Standards of Qualitiunding formulaas approved by the General Assembly. Schedule M in the
Super i n veeficadia neport will display the preliminary instructional cost patege

based on submitted ASRFIN datalso included in this repoit a detailed breakdown of

specific expendituregsedin the calculation.

This schedule is only shown in the verification report once you have submitted your ASRFIN
template. Howeverniorder to easily see which expenditures are classified as instruction and
support, a shading tod included inthe ASRFIN template. Each expenditure sheet contains a
hyperlink to turn this feature aand oft

Figure 29. Instructional Percent

FUNCTION 61000 INSTRUCTION
000 SUB-FUNCTION 61100 CLASSROOM INSTRUCTION
2016-2017 ANNUAL SCHOOL REPORT COST CENTER 3 SECONDARY [ —
Shade Expenditures EXCLUDED from Unshade SOQ Defined Instructional and
Required Local Effort Support Expenditures
OBJECTS PROGRAM
1 2 3 4 5
SOQ-defined instructional expenditures are shaded bright green, support
are purple, and not recognized are white. Expenditures that are pro-rated REGULAR SPECIAL VOCATIONAL GIFTED OTHER

between multiple categories are blue.
Personal Services:

1120|Instructional Salaries and Wages
1151|Instructional Aides Salaries and Wages
1520|Substitute Salaries and Wages
1620|Supplemental Salaries and Wages
1650|National Board Certified Teacher Bonus
1660|Employee Bonuses

Employee Benefits:
2100|FICA Benefits

2210(VRS Benefits Plan 1 and Plan 2 Employees Only (Employer Share Only)

2220|VRS Benefits Hybrid Plan Employees Only (Employer Share Only)

2300(Hospital/Medical Plans (HMP) Benefits

2400(Group Life Insurance (GLI) Benefits

2500|Disability Insurance Plan 1 and Plan 2 Employees Only

2510|Disability Insurance Hybrid Plan Employees Only.

2600|Unemployment Insurance

2700|Worker's Compensation

2750|Retiree Health Care Credit

2800|Other Benefits
Purchased Services:
3000|Purchased Senices
3100|Purchased Senices - Virtual Programs
3200|Purchased Senices - Instructional
3810| Tuition Paid - Other Entities In-State

You may also turn on this shading from tHenportant Remindefs w o r kYol reag mot
have both Required Local Effort and Instructional Percent shading on at the same time.
SOQ nstructional expentlires are shaded bright gre&QQsupportexpenditures arghaded
purple, and expenditures not recognized by the Standards of Qualiytareded.
Expenditures thatrepro-rated between multipl&SOQcategories 1@ shaded bluePlease note
that these cells are not blocked from keying data.

Some employee befits arepro-rated between multiple categoried/hen the instructional
calculation shading is on, these expenditureslaaeled blueln the instructional percentage
calculation, these expenditure® allocated to instruction, support, and/or not recep
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proportionately based on the associated personal services expenditures (object codes in the 1000
series). For example, if 60 percent of 61000 Prograsalaries, wages, and bonus expenditures

(object codes 1120660) are instruction, 60 percent bétassociated FICA, VRS,

Hospital/Medical Plans, and Group Life Insurance for 61000 Program 1 will be classified as
instruction. RetireHealth Care Credit expenditures are distributed proportionately based on the
FTEs reported on the FTE Positions wtrsts. Some benefits (Disability Insurance,

Unempl oyment I nsurance, and Worker’'s Compensa
recognized based on the function.

Schedule N: Terminal Leave Paputs

Based on areview &f i r g iLocal Bdusation AgencyLEA) indirect cost methodology by

the USED and the resultirgfateDelegation Agreement, the ASRFidw includes two

schedules, ScheduleahdSchedule O, to capture additional information. This additional data
will be used to modify the calculation methodology for the Restricted and Unrestricted Indirect
Cost Rates to account more accurately for these activities.

Schedule N addresses the first of these additions, Terminal Leave Paybjgst Code 2800,

“Ot hert sB,e'neifncl| ud e dvagatmnamd sitkdeave for persormel o

terminate employment, as well as emplegard benefits payments made on behalf of retirees

and pension/retirement plans specific to a locality. In order to isolate the portitaect Oode

2800 expenditures for Terminal Leave Payouts, Schedule N requires school divisions to enter the
portion of expenditures coded to Object Code 2800 teatfor Terminal Leave Payouts, by

Function and Object Code.

The table in rows 8 througtB displays Object Code 2800 expenditures reported on all the
expenditures worksheets in the template and is populated as you complete the ASR. As a result,
this schedule should be completed after completing all of the expenditures worksheets. For each
Function/Cost Center displayed in the table, please enter in column D the portion of the total
Object Code 2800 expenditures that represents payouts of annual and sick leave for personnel
who terminate employment. If none of the Object Code 2800 expesslieported in a

Function/Cost Center are for terminal leave payouts, please enter a zero.

In addition, Schedule N requires entry of Terminal Leave Payouts by employee Haenble

beginning on row 8Tequires employekevel detail to support the tainal leave payouts entered

above. Enter the Function, Cost Center, employee ramdehe amount of terminal leave

payout s. Use the “lInsert New Row” and “Del et
as needed. The links will not allow you teé@mt a row if there is an existing row in the table that

is incomplete. In addition, you cannot delete a row if there is only one row in the table. If you

do not have any terminal leave payouts, you may leave this table blank.

Please ensure to enter doyee detail for all terminal leave payouts that are reported in the first
table. The values in column H, as well as the comments in column F, of the first table will help
you determine whether you have accounted for all terminal leave payouts at thgesniglel.

The template includes edit checks that will ensure that all terminal leave payouts in the first table
do not exceed total Object Code 2800 expenditures at the Function/Cost Center level, and that

66

2016-2017Annual School Report Financial Section Instruction Manual



AttachmentBoSu per i n Memo dl@22417 s
July 28, 2017

the employee detail provided reconciles totttal expendituresNOTE: Employedevel detail
for Terminal Leave Payouts reported in the ASRFIN template will not be reported or disclosed
except by request from USED.

Figure 30. Schedule N' Terminal Leave Payouts

Schedule N
Object Code 2800 [Other Benefits) Ezpenditure Detail
Terminal Leave Pagouts

Based on areview of Yirginia’s LEA indirect costs rate methodology by the United States Department of Education [USED] and the resulting LEA Delegation Agreement, the Yirginia Department of Education is required to collect detail
regarding expenditures for terminal leave payouts reported in Object Code 2800 [Other Benefits). This data will be uzed in the caleulation of the Restricted and Unrestricted Indirect Cost Rates.

The following table dizplays Object Code 2800 expenditures reported on all the expenditures worksheets in this template and is populated as you complete the ASR. Therefore, if you make changes to the expenditures sheets, you will need to
return ba Schedule B and review your entries here. For each FunctionfCost Center dizplayed below, pleaze enter in calumn O the partion of the total Object Code 2800 expenditures that represents payouts of annual and sick leave for
personnel who terminate employment. IF none of the Object Code 2800 expenditures reported in a FunctiondCost Center are for terminal leave payouts, please enter a zero.

Object Code 2800 Ezpenditures - Terminal Leave Payments:

Amount for Terminal
Total 2800 Expenditures |Leave Payouts [Amount
[Fopulated from Should be Less Than or Sum of

Function Cost Center |Ezpenditures Worksheets) | Equal to the Amount in Comments Employee Detail
TOTAL: £0.00 $0.00 $0.00

The following table requires employee-level detail to suppart the terminal leave payouts reported above. This information is required bazed on USED guidance, and will not be reported or disclosed except by request from USED.

Enter Function, Cost Center, employee name, department, and the amount of terminal leave payouts in the table below, Usze the “Ingert Mew Row* and “Delete A Row” links on row 25 to add and delete rows as needed. The links will not allow
you toinsert arow if there are incomplete rows in the table; in addition, you cannot delete a row if there is only one row. IFyou do not have any terminal leave payouts, you may leave the table blank.

Pleaze ensure to enter employee detail for all terminal leave payouts that are reported in the table above, The values in column H, as well as the comments shown in column F, of the table above will help you determine whether you have
a at the employee level.

Inzert Hew Fiow
un First] | Employee Department | Terminal Leave Payout |
Select Select | | | |

Schedule O: Additional Information for Indirect Cost Restricted and Unrestricted Rate
Calculations

In addition to the Terminal Leave Payout information collected in Schedule N, the ASRFIN
template also collects data on local retirement incentive and subcaxpaciditures based on
USED' s review of Virginia s indirect cost rat

Identification of Subcontracts and Subcontract Expenditures

Schedule Oncludes a section to collect the portion of contract expenditures that represents
subcontracts/subamds. USED defi nes a subaward as “an awar
eligible sub recipient The term includes financial assistance provided by any legal agreement
(including contracts) but does not imclude th
subcontract/subaward agreement, the secondary recipient receives funds from the primary

recipient to carry out a portion of a program. The secondary recipient works independently from

the primary recipient and is responsible for decision making.

Major subcontracts/subawards, defined as those exceeding $25,000 per year, require less
administrative support and management on the part of the primary recipient, and so should not
receive full reimbursement for Indirect Costs. Per USED guidance, only th&2®00 of
expenditures for each subcontract/subaward will be included in the cost base used for calculating
Indirect Cost Rates. Similarly, Indirect Cost Rates can only be applied to the first $25,000 of
expenditures for each subcontract. For thisgaaschool divisions need only report major
subcontracts/subawards on Schedule O.
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Based on requirements of USED, only certain subcontracts should be reported in Schedule O.
The key to determining which subcontracts or subawards to include is to detérthenactivity

is part of the school di vision’s responsibildi
business.Activities such as pupil transportation, school nutrition, maintenance, physical
therapists, etc., are part ofaschooldwisi’ s responsi bility and regul

contracting out these functions does not qualify as a subcontract/subaward for purposes of the
Indirect Cost Rate calculatiorAn example of a subaward that should be included in Schedule O

is if a sclool division receives a federal grant that covers instructional activities for a particular
category of students (for example, a particular disability or behavioral concern), as well as a

research piece for determining what factors contribute toward ssuddiimg into that category.

The instruction of those students is part of
reported. The research piece, however, is not witthier e gul ar scope of a schic
operations; therefore, contting the research portion of this grant out to a second entity is

considered a subaward.

USED's “Cost Allocation Guide for State and L
information regarding subcontracts and subawards, and how they are treagethdiréet cost

rate calculation (see pages12, 36, and 320). This resource is available at:
http://www?2.ed.gov/about/offices/list/ocfo/fipao/guideigcwebsite. pdf

Enter the Object Code in which subcontract/subaward expenditures were reported on the
expenditures worksheets. For each Object Code, please enter the subcontractor name/subaward
grantee, the TOTAL amount of the subcontract/subaward (over the life ofritractaward),

the total subcontract/subaward period (for example2@48/— 9/302017), and the fiscal year

2017 expenditures. The table will display the amount of expenditures that will be included in the
Indirect Cost Rate calculation (i.e., the fig&5,000 for each subcontract/subaward) and the

amount of expenditures that will be excluded from the Indirect Cost Rate calculation
(expenditures beyond $25,000) for informational purposes.

If you have subcontracts/subawards to enter, you are reqaipedwide Functiodevel detail for

each subcontract/subaward. After you have entered current year expenditures (column E) for

your first subcontract/subaward, a second table will appear below to facilitate entry of Function
detail. You must enter detddne or more rows) for EVERY subcontract/subaward entered in

the first table. Detail at the Function level must sum to the current year expenditures entered in
column E in the first table. The “Subcontrac
Functiondetail table will populate based on your entries intéide above.

68
2016-2017Annual School Report Financial Section Instruction Manual



http://www2.ed.gov/about/offices/list/ocfo/fipao/guideigcwebsite.pdf

AttachmentBoSu per i n Memo dl@22417 s

July 28, 2017

Figure 31. Schedule O° Subcontracts/Subawards

Schedule O

Additional Information for Indirect Cost Restricted and Unrestricted Rate Calculations

Subcontracts and Sub-awards:

Based on a review of Virginiads LEA indirect costs rate methodology by the United States Department of Edu
detail regarding expenditures for subcontracts/sub-awards. Major subcontracts/sub-awards, defined as those exceeding $25,000 per year, require less inistrative support and on the part of the primary recipient, and so
should not receive full reimbursement for Indirect Costs. Per USED guidance, only the first $25,000 of expendif for each d will be included in the cost base used for calculating Indirect Cost Rates. Similarly, Indirect
Cost Rates can only be applied to the first $25,000 of expenditures for each subcontract. For this reason, school divisions need only report major subcontracts/sub-awards on Schedule O.

Please refer to the ASRFIN Instructions document for examples and additional guidance. This information is required based on USED guidance, and will not be reported or disclosed except by request from USED.

—
Click here for additional guidance ‘) The totals below include only COMPLETED records in the Subcontract/Sub-award table.
Total Expenditures DOE Will Total Expenditures DOE will
Total FY 2017 Include in the Indirect Cost | EXCLUDE from the Indirect Cost
Insert New Row Delete A Row Count of Comp Records Expenditures Calculation Calculation
Total Subcontract/Subaward Expenditures for FY 2017 0] $0.00 [ $0.00 [ $0.00 |
FY 2017
Total Subcontract/Sub-award Expenditures

Subcontractor Total Amount of Subcontract/Sub- Period (Must be Less Than | Expendituresto be Included | Expenditures to be Excluded from
Name/Sub-award award (over the life of the (example: 01/01/2011 - or Equal to the in Direct Cost (First $25,000 Indirect Cost Rate Calculation
Object Grantee contract/award) 09/30/2015) Column C Amount) | per Subcontract/Sub-award) (Expenditures Beyond $25,000)
Select $0.00 $0.00
113 ” 13
Use the |l nsert New Row and Del et e

A Row”

needed. The links will not allow yoo tnsert a row if there is an existing row in the table that is
incomplete. In addition, you cannot delete a row if there is only one row in the table. If you do
not have any applicable subcontracts/subawards to be reported, you may leave this table blan

Local Retirement Incentives

Schedule O also includes a section requiring school divisions to indicate whether any local
retirement incentives weexpendedliuring the fiscal year. Unless the locality has received
permission from the cognizant fedeagency to use federal funftg such paymenisetirement
incentive programs are local expenditures, and therefore are excluded from the Indirect Cost
Rate calculation.

Enter the Function, Cost Center, Program, and Object Code in which local retireceenive
expenditures are reported on the expenditures worksheets. For each Function/Cost
Center/Program/Object Code, also report the total local retirement incentive expenditures, the
number of employees receiving these payments, and a brief desavifth@program.If this
program was funded with federal funds and the cognizant federal agency approved use of
federal funds for this purpose, please note this in the Description field.

Use the “lnsert New Roabdvethendcal Rieménelicentivds Ro w”
tableto add and delete rows as needed. The links will not allow you to insert a row if there is an
existing row in the table that is incomplete. In addition, you cannot delete a row if there is only
one row in the table. If you dwt have anyocal retirement incentive paymeny®u may leave

this table blank.

Please note that employee and subcontractor detail repoSeti@dule Qvill not be reported or
disclosed except by request from USED.
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Local Retirement Incentives:
In addition, USED guidelines require VDOE to collect details on any local retirement incentive programs offered by schoel divisions. Unless the scheol division has received permission from the cognizant federal agency to use
federal funds, retirement incentive programs are local expenditures, and therefore are excluded from the Indirect Cost Rate calculation.
Please enter the Function, Cost Center, Program, and Object Code in which local retirement incentive expenditures are reported on the expenditures worksheets. For each Function/Cost Center/Program/Object Code, also report
the total local retirement incentive expenditures, the number of employees receiving these payments, and a brief description of the program.
Total Retirement Incentive Expenditures and Employees | $0.00 | o |

Function \ Cost Center | Program | ‘Object | Expenditures | Number of Em s Description of Incentive
Select P |Select [Select [ [

Insert News Row Delete A Row

Please note that this information is reguired based on USED guidance, and will not be reported or disclosed except by request from USED,

Regi onal Programsd ASRFI N

ASRFIN information from regional programs provides financial data for public reporting in the
Superintendent 6s AnaoneatfedeRlergpartmg reqiement¥idor gi ni a
make future funding decisions. Regional programs 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 hasdreenhanced to make data entry easier for those completing

an ASRFIN for a regional program. For example, expenditure data will only be accepted in
expenditure programs that correspond to a r
speciabpal {Vooati gi fted and talented”). I
“Revenues” worksheet will be | ocked with th
(VPSA), 410407 (School Security System Gramats)l 250000 (Benefits from Other State

Agences). Edits checks have also been updated to recognize certain unique financial
arrangements of regional programs. These enhancements should ease some of the data entry
requirements.

g

e
n
e

Regional programs should follow the general instructions as providbi imanual as well as
the following additional instructions that are specific to regional programs:

Statutory Basis and Due DatdRegional Programs)

The statutory basis and due date for the ASRFIN is the same for regionanpsaag it is for
regular school divisions. Section 2:81, Code of Virginia requires each school division and
regional program to submit i016-2017 ASRFIN to the Virginia Department of Education by
September 12017. School divisions and regionalggramsthatwish to file for an ex¢nsion
(until September 3®017, per Section 22:81, Code of Virginia for their2016-2017ASRFIN
must submit a written request signed bydhasion superintendent, or designee, to Ként
Dickey, DeputySuperintendenfor Finance andperationsprior toand postmarked bihe
September 12017, deadline. Please note thateail extension requests will not be accepted.
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Coordinating Responsibility for Preparing the ASRFIN (Regional Program$

The entity (fiscal agent school division or regional program itself) preparing the ASRFIN for a
regional program should coordinate with all participating school divisions to ensure that all

revenues, expenditures, ftiine equivalent positions, andrexules for the regional program

are reported in the regional program’s ASRFI N
participating school divisions.

RevenuegRegional Programs)

All of the revenues that support the expendgwta regional program should be reported in the
regi onal program’s ASRFI N Excel templ at e. Al
source, including any funds directly appropriated to the regional program and any funds passed
through to the progm or received from a school division or local government.

1 Revenue 1901010: Tuition from Another County or City
All tuition payments from local revenue made by school divisions to regional programs

should be reported, where applicable, in the schooldivisi s ASRFI N Excel t
under “Payments to Joint Operations” in ob
Operations.” These tuition payments shoul
ASRFI N Excel template under nmnfremmAnathee sour ce

County or City.”

1 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 essc’h osoelc tdiiovni
the appropriate expenditur e -QtlherEspttiesimm obj ect
State.” These other support payments shou
ASRFI N Excel template under revefiome source

Anot her County or City."”

State funds for a regional program that are either paid to the fiscal agent or paid directly

to various participating school divisions for the regional program should be reported by

the school division under function 673@p ] ect code 97 6UTansféerFund T
tointetrAgency Fund.” -tlhhesgh3tpagmépassshoul d
regi onal program’ s ASRFIN Excel template wu
Payments from Another County or City."”

Expenditures (Regional Programs)

Instructional expenditures for regional programs must be reported under the correct program

code. Specifically, expenditures for vocational education programs must be reported under
programcod®,“ vocati onal” programs, or program code
regional special education and regional alternative education programs must be reported under
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programcod®, “ speci al” progr ams. Expendrtsres for
Schools must be reported under program code 4
Excel template is designed to detect the type of regional program selected from ttewdnop

box on the “Contact | nf or mat ightightthe @ooectk s heet an
program codes in which expenditures should be entered. All other program codes will

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

into incorrect programs.

Figure 33. Program Codes for Regional Programs

Type of Regional Program Program Code
RegionalVocational Education Program 3-“Vocat boromdIAdul t ]
RegionalSpecial Education Program 2—-“Special”
RegionalAlternative Education Program 2-“"Beci al”
RegionalAcademicYear Governor |4-"“Gifted and Tal ¢

All personal andhonpersonaéxpenditures made directly by the regional program or attributable

to the services delivered by the regional program should be reported in theiexpsrsgction

of the regional program’s ASRFI N Excel templ a
purposes of ASRFIN reporting, the level of resources expended for services provided by the

regional program.

Participating school divisions that providersonal services to, or makerpersonal
expenditures on behalf of, regional progr ams
Payments to Joint Operations” in the appropri
school di vi s regiamadl grograre ghould teport th& eéxpenditures andifod

equivalent positions across the applicable function/program/object codes based on the services
provided by the regional program. Transfers of revenue from participating school divisions to
regonal programs in the form of tuition payments should be reported as described in the

Revenues section above.

1 Personnel Expenditures

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

The personal services expenditures for personnel directly on contract with or employed

by the regional program, as well as those assigned to the regionamrogr on contract
with or employed by a | ocal school boar d,
ASRFIN Excel template (but not duplicated on the ASRFIN Excel template of school
divisions participating in the regional program).

Personal servicesxpenditures should be prorated on afintle equivalent basis for

personnel that provide services on a{piane basis at a regional program. Personal
services expenditures for personnel that are assigned to work at a regional program by
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participatings hool di vi si ons should only be report
Excel template.

1 NonpersonalExpenditures

Nonpersonal expenditures that are attributable to the services and activities of the
regional program are to be reported on the regiongpram’ s ASRFI N Excel
(and not duplicated on the ASRFIN Excel template of participating school divisions).

Report payments to state mental heaitbllectual disabilityinstitutions for the education

of handicapped pupils and/or tuition paymentgheVirginia School for the Deaf anithe

Blind that are made by theepartment on behalf of regional programs 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 program should be included in

the position count on the regional program’s
status of the positions. Personnel dingoth 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 in the posit
template (btinot duplicated on the ASRFIN Excel template of participating school divisions).

All positions must be converted into fiiime equivalents (FTES), including positions that

provide services on a pdiie basis. In cases where personnel provide serfacésth the

regular school division and the regional program, the positions must be allocated appropriately
and reported as partial FTEs on both the scho
regi onal program’s ASRFIN Excel templ ate.

Instructions a calculating FTE positions for both instructional axadinstruction personnel, as
well as the use of the FTE Calcul ator5 are 1|o
Ti me Equivalent (FTE) Positions Worksheets.”’

Supplemental Schedules A through HRegional Programs)
All regional programs must submit Schedules, BndJ. Regional programs do not need to
submit SchedukeA and B, C, DE, E.2, G, Hor L. Figure35 shows the schedules that must be

submitted by typef regional program. Please see the individual instructions for completing the
required schedules located in earlier sections of this document.
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Figure 34. Schedule Submission for Regional Programs
Schedule
Type of Regbnal Program A|B|C|DJ|E|F|G|H I J | L
Vocational Education Program X X | X
Special Education Program X X | X
Alternative Education Program X X | X
AcademicYe ar Gover i X X | X

COMPLETION PROCESS

Error Check

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

run the final error checks. T hpeo rfti anmatl Reermiomnrd €
wor ksheet, and is titled “Final Error Check.”

ASRFIN Excel template, including the revenue worksheets, expenditure worksheets, and
supplemental schedules. The error chealbsensure thiall worksheets contained in the Excel
template meet certain criteria and are complete. All errors found during the error check will stop
the error check process and generate prompts indicating the error. All errors must be corrected
before continuing vth the report.

When you have successfully run the error <chec
Worksheet wi | | be made availabl e. This worksheet
containingpossible errors and warning messages that exikeiixcel workbook Carefully

review these messages, especially if you receive a warning message that the division or

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

When you are satisfied that the data submitted is corrdcilawarning messages or possible
errors have been reviewahd corrected if necessatfien the ASRFINExcelfile mustbe
preparedor uploadusingthe De p a r t Webrernablexl systemTo prepare the Excel file for
submission, fromt h Einal‘CheckWorksheet tab, you must click on thgellow hyperlink
buttonon t he wor k $\eereviewidg alllpessildedcerrots and making any needed
corrections, please CLICK HERE to prepare this Excel file for submisiolicking on this
button validates thExcel file and prepares it for submissio@nce you click the buttorsave
andclosethe Excel file which will then beaeady for submissionlf you would like to print the
template, please do so prior to clicking on the green button or after subiti#ifige through
SSWS, as navigating away from the *“Final Chec
does happen, simply-rein the final error 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 submission, the next step
is to transmit the file tothe®p ar t me nt ° s Wdbhaite througlo thel useot tisrgle
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Sign-on forWeb Systems (SSW$)ortalat https://plpe.doe.virginia.gov/sswinstructions
regarding this application are on t&ebsite.

User Account Required for SSWS

You will need a userc@ount 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
Account Manager, who establishes accounts for persons in the division needing access to the
SSWS.

After sucessfully logging irto the SSWS, the Virginia Department of Education SignHome
Page will appear . The “menu” in the center
you have been granted access. The left side of the S88BPage isa blue navigation bar.

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

Select the “Annual School Report: Financi al
logged in as the correct dsion or regional prograiy viewing 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
ASRFINHome Page. Along theght sideof theWebpage, in the area with the grey

background, are various functions that you can use to submit and track your ASRFINd#ata.
status of your collection window is posted at the top of the page.

Tosubmityourk cel f il e, <c¢hoose eyrfaughtion bar obthaetright sidé r o m
of the screen. The submit data page is shown in FRfure
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Figure 35. Submit Data Page
K3

Iy _
'f: g X

ment of EDUCATION

Submit Data
Submit Data

Click the Browse button to open a local file selection window. Select the ASRFIN Excel spreadsheet to be uploaded from
your local directory. Its full local file path will be displayed in the file name box. Please verify the correct file was selected.

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

Upload a MS Excel File
File Mame
Upload File

Start of Page - Skip to Content

Search Virginia.gov | Go

Contact Us
Instruction

Submit Data
Status Tracking
View Warnings
Error Summary
Error Details
Reports

User Information
Raymond Adking
radking

Dept. of Education
Staff

Alleghany County
{003)

VDOE Application
Contact

Brian Logwood
(B04) 225-2025

VDOE SSWS Admin
Jean Gray
(804) 371-7524
=D

Tor

oo Many of the
documents on the

é Q Internet

Enter the full Excel file name and file locatonéoroose t he “Browse..” butto
file on your computer’s hard drive. Once you
File” button bel olpload the Exaellfile to thedpagment thioigh the wi |

SSWS. The collectiorwindow 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 submis
|l i sted along the rightraskdaegdf palge ofwau é. | i Th
submission as it is processed. After the file has been processed you can view any warnings or
errors that were part of the submission. See Figtre

S
e
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- . -~ A Iy - 8 x
> ) \ ) S R . - 2 L
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
i 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)
asrfindd -7-9-08_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
asrfind8 -7-9-08_vb_test file 2.xis Failed 07/10/2008 10:38 AM (4) L
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 Jean Gray
(804) 3741-7524
doief J1any of the
documents on the
VDOE Web Site are
alnlall 7 £ A v
ﬂj é 4 Internet
After successfully uploading the Excel file,
H 13
|l i sted on the bottom of the Contact I nformat

receivean email indicating that the Bpartmehhas received the submission. Thaail will

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

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

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 smission. To review

your warnings, select AView Warningso from th
Figure 38 is an example of what the page looks like.
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Figure 37.View Warnings Page

&) Asrfin: View Warnings - Microsoft Internet Explorer EJE|E‘
Fle Edit View Favorites Tools Help :;'

QBEd( . | \ﬂ \EL] _;\J /..-\:Seard1 “_;I_"\}:’Favorites 6‘7 M= ﬂ - ﬁ ‘i‘i

Address g]htlps:fftlpe.doe.wrginia‘gow’asrﬁnfwewWarnings.do’dowhat=SHO\'\u'_\'\u'ARNINGS w ' Go | Links @ -

Commonwealth of Virginia | Governor

Search Virginia.gov | GO

epartment of EDUCATION

IFIN Home >= View Warnings Contact Us

Instruction
Logout
VDOE Home Vi Wi - Status Tracking
i — lew Yvarnings
View Warnings

Superintendent
—_— Error Summary

Board of Educatio Please review the following wamings for your division's latest file submission. The collection window for your division is

Error Details
closed pending further action by your division.
About VDOE (01 Reports
Data & R If the warnings are acceptable and the data does not need correction, click the "Accept Submissions with Warnings™ User Information
_ button on the bottom of the listing. After accepting the warnings, your division's final verification report (with signature Raymond Adkins
Student Instruction block) may be reviewed and printed by clicking the "Reports” menu itern. The collection window may only be reopened by radkins
contacting the DOE Budget office. Dept. of Education
Press Room
- @@ Staff
Career Center If the wamnings are not acceptable and the data must be changed, click the "Reject Submission and Resubmit Revised
—_— Excel File" button on the bottom of the listing. The collection window will reopen and the division may upload a revised Virginia Beach City
spreadsheet. The preliminary verification report (without signature block) may be viewed for reference. The division’s final (128)
verification report (with signature block) will not be available.
Site Index
i VDOE Application
T
Brian Logwood
Revenues (804) 22:—2025
12 240220 Governor's School - 3,000.00 0

Academic Year School

Average salary (based on FTEs)
193 65000 1180  Service 300.00 20,193.00 appears out of range. Please
correct or continue if correct.

Average salary (based on FTEs)
194 65000 1520  Substitute 200.00 17,150.00 appears out of range. Please
correct or continue if correct.

[ Accept Submission with Warnings ]

(| Reject Submission and Resubmit Revised Excel File j |

Start of Page - Skip to Content

ASRFI N Excel Template Submission and Superint

Once you have reviewed your I|ist of potenti al
submission. If you review the list of potential errors and determine that the datarated is
accurate, then you must selietch Wdnfryooamedisvo™n t o
the list of potential errors and determine that the data as submitted is not accurate, then select the
option to “Reject SudediixelFiédon Yaonudr Rseusbunbinsi sti oRne vv
removed from SSWa&nd you will need to rsubmit a corrected ASRFIN Excel file.

Compliance with laws, regulations, contracts, and grants applicable to federal and state programs

is the responsibility of your schbdivision or regional program.
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Once you have successfully uploaded your completed ASRFIN Excel template and accepted

your warnings, you wil/| be able to print the
that you will be unable to printthe Saip i nt endent ' s Certification si
your ASRFIN Excel template has been successfully uploaded and the warnings accepted.

ToprinttheSuperi ntendent’s Verification Report wit

signature section, yowill needto logntoSSWS and sel ect the *“Annual
Financial” application and then choose “Repor
of the page. The ASRFI N Report stowmewtie appear.

final i zed Super i nt2016-20& ArinlakSchaa Repart FinancialTSacaon
Superintendent’™s Verification Report reflecti
the Superintendent’s Certification signature

Superintendentos Verification Report Submissi

The Superintendent’s VRASRRIcNtWarmn iRregpdonR e g airctl ¢
the potential errors and Wmnkshe h This addittopabr t ed on
section will contain all warning messages and possible errors that are shown in the Excel

template. Division superintendents should carefully review these messages prior to signing the
certification, especially if a school dsion receives a warning message that it is not in

compliance with meeting Required Local Effort.

After the superintendent has reviewed and certifiecbtbep e r i nt endent ' s Ver i fi
mail an original hardopy oftheSSu per i nt e n d e Repdrs sighed byithe divisiart 1 o n
superintendentp theDepartment:

Virginia Department of Education
Attention: Budget Office
P.O. Box 2120
Richmond, VA 232182120

Thank you for completinthe 2016-2017 Annual School Report Financial Section.
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TROUBLESHOOTING THE ASRFIN EXCEL TEMPLATE

Invalid Format Error Message
You receive an invalid format error message
and Cents."”

Sel ect t he “ Caeantereghe amolbntin aO0dBumeric) rmat.eLetters and
othernomumeric characters are not allowed in certain cells.

Invalid Value Error Message

You receive an invalid value error message s
user has restricted values thatcanbereetal i nt o t hi s cel | .7
Sel ect the “Cancel?” button and evaluate the

requiring a name, numeric characters would be invalid and in a cell requiring a phone
number, alpha characters would be invalid.

Macro Disabled Error Messagei Excel 2007
You receive the macro disabled error xnxexs.s"age
The macro may not be available in this workbook d | macros may be disabl

To enable all macros:

1. Close the workbook keéem Excel open
2. Sel ectf ftice “B@t t o n-hand qorner ¢f the Bxqelpvendow.l e f t
3. At the bottom of the window that appears,
4. On the “Excel Options” window, select the
the left of the page.
5. Then, select the “Trust Center Settings..’
6.1l n the “Trust Center ” swianldoonwg, tsheel elcetf t* Mafc
7.Under the “ Matcirmn Sedltea mtgs“"Emrsaltl e al | macr
8. Sel ectt 0“" @K'ose the “Trust Center” window,
Options” window.
9. Open the ASRFIN Excel template and begin entering your data.
Navigation Menu Does Not Show
The navigation menu does not show on the “In
On the “I mportant Re mihypelmkbstior 8thokvs Meauu, oal ¢
right side of the page (Figure 7).
Out of Normal Range Salary Warning Message
After entering salary expenditures and FTEs, you receive a warning message to tHe right o
the FTE Positions cell stating, “Average sal
correct or coFgue®Ryue i f correct.”
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Verify the accuracy of the expenditure entries and FTE entries. If appropriate, adjust the
expenditure or FTE aounts as needed.

Protected Cell Error Message
You receive the protected cell error message

trying to change is protected and thereforetead!| y . ”
Select the ‘ OK’ butt on aallaveds Pdtaeentry is allonecih |  wh e
most cells that are white in color. Green cells normally indicate a fordnivien calculation.

TROUBLESHOOTING THE SUBMISSION PROCESS THROUGH SSWS

Submit Data Screen
After cl i ckliomagd ofi lth'e Wtton on the SSWS Sub
“The file is not in MS Excel format,” appear
This error is an indication that the Excel template is still open on your computer. Ensure that
you havevalidated the file (seError Check section of this document), then close and save
the file before submitting the file again.

Status Tracking Screen: Upl oad Status AFail ed
The Upload Status column on the SSWS Status

The filewas not validated prior to submission. Follow the steps iktigr Check section
of this document to validate the file before submitting agaime person whosermalil

address was enter ed o arkshebtwill dls€ ®aeiveaaedaill | nf or mat
describing the issue.

Status Tracking Screen: Upload Status Values
The following values in the Upload Status column of the Status Tracking screen are normal
as part of the processing of your submitted Excel file:

Awaiting Conversion
Not validated
Processing

Successful wittWarnings

Refresh your screen or log in at a later time to see an updated status. The file has completed
processing when t ISecesspito\v@adr rSit mg lu’s are a“‘dlsai“l ed

81
2016-2017Annual School Report Financial Section Instruction Manual




AttachmentBoSu per i n Memo dl@22417 s
July 28, 2017

CONTACT AND REFERENCE INFORMATION

Virginia Department of Education
http://www.doe.virginia.qgov/

Budget Office

P.O. Box 2120

Richmond, Virginia 23212120
(804) 2252025

If you hawe any questns, please enail: DOEBUDGETOFFICE@doe.virginia.gowou will
get faster serviceersus contacting a speciaialystin case they areut of the officeor busy on
another project

ASRFIN Excel Te mp| at e and Superintendentods Memor anoc
http://www.doe.virginia.gov/info management/data collection/finance/index.shtml

ASRFIN Support Documentation and Reports
http://www.doe.virginia.gov/info  management/data collection/finance/index.shtml

Single SignrOn for Web Application Systems (SSWS)
httpsi/plpe.doe.virginia.qov/ssws

Federal Information

The Catalog of Federal Domestic Assistance (CFDA)
https://www.cfda.gov/

National Center for Education Statistics (NCES)
http://nces.ed.gov/
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