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Frequently Asked Questions (FAQ):
  Templates for Yearly Budgets, Quarterly and Year-End Reports
For SUNY Authorized Charter Schools
Last Updated on: 2/17/10

Q:
On the budget expense side, the template asks for the number of staff positions. I would like to place a number less than 1 as a few key employees are shared among all schools in our network. How should I proceed?

A:
Enter in the correct information.  If you have .5 staff members for one position and .5 for another, the template will show a 1 in that particular line but the total will only show 1 as well.  We will pick up on this and will update your school’s summary files to reflect partial positions or decimal points.  We will also make note of this suggestion and take it into account when we next update the template.

Q:
What is the difference between Actual Student Enrollment vs. Total Paid Student Enrollment?
A:
Actual Student Enrollment is how many students are currently enrolled at the school. Total Paid Student Enrollment is the number of students for which the school is receiving funds.  For example, if a school plans on enrolling 100 students but is budgeting to receive funding for only 95% of those students, 95 should be entered in this row. 
Q:
During the recent conference call, you suggested we do a "mapping" exercise to get our data into the reporting spreadsheet. I'm wondering if you were referring to a process that's more sophisticated than referring to a cell or group of cells from the cell that you want the data to end up in. If so, what is this process called in Excel? 

A:
By 'mapping exercise,’ I meant importing/inserting your school’s internal budget file or download of actuals from the school’s accounting system onto a new sheet (a reference tab/sheet) within the file and then linking (using the '=' formula) your internal budget/actual cells to the proper cells on the Institute's template.  This should allow you to enter updated information in the format you are used to and still adhere to guidelines for the Institute’s new template.

Q:
As mentioned to you some time ago, XX Charter School does not do quarterly budgets but tracks against the entire year number.  The school has found it much more useful to look at actual year-to-date numbers as a percentage of the yearly budgeted total, rather than looking at a straight numerical variance.  It makes it much easier to do year-to-year comparisons for our school.  Does a school have to enter quarterly numbers for every line? 
A:
We are not trying to force schools to budget differently, but rather to create consistency with regard to how they report numbers to the Institute.  Your approach makes sense, and if your school does not budget quarterly then we don’t want you to do additional work or provide false or factitious numbers that are of no benefit to you.  As long as you enter in the budget in 1Q and then fill in actuals by quarter, everything will/should flow to the TY columns and provide both you and the Institute with an accurate portrayal of how the school is doing.  
Q:
We have an assistant director, not an assistant principal.  Should she be listed as ‘administrative other’ or as ‘assistant principal’?  
A:
If this person is at the level of an assistant principal, she/he should be entered as an Assistant Principal.  The template includes a column for notes, and you are encouraged to provide this type of information in that spot.  We will provide further guidance in future versions of the template as to what each position line should contain, since schools name and classify positions differently.
Q:
What are titlement services, exactly?  Our title money pays for salaries, so should they be listed in “salaries” or in “titlement services”?  
A:
Some schools engage consultants to prepare title funding information and handle all the paperwork necessary to ensure title funding and spending.  Titlement services reflect what your school pays for these services. This line item allows us to see what the typical amount for these services is and share this information with schools as a point of reference.   
Q:
For the number of positions, do you want number of people or number of FTE’s?  The numbers are rounding to whole positions, but we have a lot of part time positions.  
A:
FTE.  Enter in part time positions.  The summary files for your school will be adjusted to show two digits to the right of the decimal point.  Future versions of the Institute’s template will include this feature.  
Q:
On the balance sheet tab, I don’t see a spot for a beginning or ending fund balance.
A:
Please complete PY – doing so will give you an ending balance which will be carried over to 1Q as the beginning balance.  Beginning and ending will be on the Statement of Activities tab when the audit templates are released in April.  This is a typical BS/Statement of FP that should work for most schools.  
Q:
I have the most recent template; however, I entered information for the first quarter as well as the budget on the old one. Do we need to re-submit both in the new format?  Will there be any more changes?
A:
The Institute does want schools to re-enter budgets in this format, as well as any new budgets they are working from and Q1 numbers.  
This is the template we will be using for 2009-10 and 2010-11.  We will revisit the template at that time to see if tweaks can be made to create a better structure.  The Institute realizes that any changes in the template cause additional work for schools and that is not our intention.  Over time, we believe the templates will actually save schools time and provide them with the benefits of additional analyses from the Institute. 
Q:
We are happy to send you the level of detail you are asking for.  However, since there will be salary information on this report, we’ like some additional information about how it will be used.  Will this report be published or posted on the web?  Who will have access to this report, etc? 
  
A:
While budget and quarterly reports are public documents and therefore subject to Freedom of Information Law requests, the Institute will not be publishing these documents on its website. The reports will be used by Institute staff to do a comparative analysis of positions across all SUNY authorized charter schools, among other analyses, in order to provide generalized information.  For example, we are often asked what the average salaries of principals in Albany and NYC are.   

Note that the Institute will post your year-end financial audit online.
Q:
The template looks very straightforward.  Just to be clear, schools fill in nothing but the gray cells?  What is the difference between the gray and orange cells?
A:
Yes, schools are asked to fill in just the gray cells.  Any cell that is not gray is formula-driven, which is why the template needs to be locked.  The orange cells are the same as the gray cells except that they drive the information that flows to the total or variance analysis columns.  Once a number is entered into an orange cell, the total or variance analysis columns will then pick up that column and automatically reflect the correct information.  Once you enter a number into an orange cell, the entire column should fill out - either with actuals on tab 4 or a revised budget on tab 3.  

Q:
The budget my school has submitted in the past provides more detail than this format.  Wouldn’t it be beneficial for the Institute to continue to receive our existing format?  Can we change your template to encompass this detail?
A:
It is excellent that your school has submitted such a high level of detail in the past.  However, all schools do not have the same standard.  Some schools regularly submit six pages of budget detail, while others submit just one page.  There needs to be a level of consistency.  As helpful as it is to see every line in a school’s budget, it is not necessary.  We believe that this template will provide us with key information from every school and allow us to determine whether a school is doing well and remaining fiscally sound throughout the budget year.  Schools should also email a budget narrative as they have done in the previous years.
This template should not be submitted if modified.  It is structured to allow the Institute to efficiently and effectively transfer the data into a dashboard for each school, which will display financial history along with some important ratios and percentages that will be of interest to schools and their boards.  

Q:
We are a new school opening in the fall of 2010-11.  Do we need to fill out this budget template?  
A:
Yes.  All schools that are chartered need to fill out this template.  In the past, the Institute has utilized the first-year budgets included in schools’ charter applications.  However, so many things change between the time that an application is developed and the point at which the school is ready to open. The Institute needs a budget that accurately reflects activity during the school’s first year.

Q:
Looking ahead, does 4Q need to be submitted in this template as well?  In the past, the financial summary in the accountability report would suffice and then the audit as the final reporting requirement for the year.  
A:
Yes 4Q (April – June) will need to be filled out in this format.  The SED report that comes to the Institute as part of the Accountability report is a good start, but it does not provide a consistent level of information required by the Institute.  With the year ending on June 30 and the audit report not due until November 1, an accurate 4Q report must be submitted by August 15 so that we have more timely information with regard to how schools ended the year. 
Q:
Is it necessary to input PY data in tab 3 for 2008-09? 

A:
No, this is not required.  We realize that mapping last year’s numbers to fit this template would be too much work.  Once schools enter information for 09-10, it will be easy to carry those numbers onto 10-11 as PY numbers. Adding 08-09 under the PY column for the 09-10 year is not needed.   
Q:
As for the enrollment piece… our school bills by FTE 6 times a year and you are asking for this data quarterly which isn’t the same.  Please advise how to report/handle this aspect of the report. 

A:
The enrollment piece should reflect the actual enrollment of the school at the end of each quarter.  When preparing its budget, a school most likely uses a set amount of students, i.e. 150, in its calculations.  At the end of each quarter, schools should report their actual enrollment numbers.  We understand that the enrollment number reported at that time may not tie directly to revenue figures, and that is fine.  We are trying to get a better sense of how schools are doing compared to planned enrollment throughout the year.
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