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GENERAL INFORMATION AND INSTRUCTIONS

Schools should complete the budget work sheets before completing the budget forms. Amounts
on the budget forms should be rounded to the nearest dollar.

The budget forms and worksheets are in two files.
1. budget18.xls includes the cover page and pages 1 through 4 of the budget forms and a budget

summary page.

2. wrksht18.xls includes the work sheet table of contents and work sheets A through F.

All forms and work sheets have been revised for recent legislation as needed, and include the
following changes:

Laws 2017, Ch. 305, §33 provides total additional funding of $34,000,000 to district and
charter schools to be allocated by ADE for additional teacher salary increases in FY 2018.
The members of a school governing board must conduct a separate vote regarding the
allocation of monies that it receives pertaining to the intended 1.06% teacher salary increase.

o The board must notify teachers of the scheduled date and time of action of the board
for this issue and must transmit a notice of public hearing to ADE for posting on the
department’s website at least ten days before the hearing. The Budget Adoption
Hearing Notification has been revised to include this new requirement.

o The additional teacher salary increase calculation has been added to Budget, Page
2. The calculated funding increase has been added to Work sheet C, Line X.

o A statement has been added to the Budget Cover Sheet in which the governing
board members must attest that the school's FY 2018 budget meets the
requirements of Laws 2017, Ch. 305, §33, pertaining to the intended 1.06% teacher
salary increase.

o ADE shall allocate to each school district and charter school the amount of funding
needed to fund this intended 1.06% salary increase on or before December 1, 2017.
As such, schools must submit any revisions regarding the additional teacher salary
increase calculations on Budget, Page 2 by November 1, 2017. Again, the board
must notify teachers of the scheduled date and time of action of the board for this
issue and must transmit a notice of public hearing to ADE for posting on the
department’s website at least ten days before the hearing for any revisions.

Budget Instructions—Removed the instruction about the Student Success Project which
was repealed by Laws 2015, Ch. 15, §5. If schools have remining monies in this project,
they should be budgeted for in the Schoolwide Project.

Project 1456—College Credit Exam Incentives has been added to Budget, Page 2 per
AR.S. §15-249.06.

Project 1457—Results based Funding has been added to Budget, Page 2 per A.R.S. §15-
249.08, as added by Laws 2017, Ch. 304, §3.

Early Literacy Grant Program, Broadband Expansion Program, and Rural Assistance
Program monies should be budgeted for in Other State Projects—Budget, Page 2, Line 30




per A.R.S. §§15-249.07 and 15-249.09, as added by Laws 2017, Ch. 304, §3 and Laws 2017,
Ch. 305, §123.

Detailed instructions for preparing the budget forms and work sheets are included on an
instructions tab in the related Excel files.
USING THE BUDGET FORMS AND WORK SHEETS

Grid lines have been turned off in order to make the forms and work sheets easier to read. Users
may turn the grid lines back on without affecting the calculations or printing.

The charter school name, county, and CTDS number should be entered on the cover page of the
budget forms and on the work sheet table of contents. This information will be automatically
transferred to the other sheets in the file.

The spreadsheets will automatically perform mathematical calculations and bring forward certain
amounts from one budget page/work sheet to another. Therefore, information can and should be
entered only in unprotected cells. Users can move from one unprotected cell to another on a sheet
by using the Tab key. Student counts should be entered on Work Sheet A, and this information will
be automatically transferred to the other work sheets. Schools should not change or delete
formulas unless specifically instructed to do so by the Office of the Auditor General or ADE.

To ensure that the school’s data can be properly processed by ADE, rows and columns should not
be added or deleted, information should not be copied and pasted from the prior year’s forms, and
sheet tabs should not be renamed. Excel files must be submitted in Excel 97-2003 format (.xIs).

BUDGET REVISIONS

ADE shall allocate to each school district and charter school the amount of funding needed to fund
this intended 1.06% salary increase on or before December 1, 2017. As such, schools must submit
any revisions regarding the additional teacher salary increase calculations on Budget, Page 2 by
November 1, 2017. Again, the board must notify teachers of the scheduled date and time of action
of the board for this issue and must transmit a notice of public hearing to ADE for posting on the
department’s website at least ten days before the hearing for any revisions.

Schools may revise their adopted budgets during the fiscal year provided all revisions are
completed and approved at a Governing Board meeting before May 15, 2018. If a school
overestimated its budgeted student count it must revise its budget before May 15. If a school
underestimated its student count or state equalization assistance, or received federal or state
grants or other miscellaneous receipts that were not included in its adopted budget, the school
may choose to revise its budget before May 15 to include any additional monies received or
expected to be received for the fiscal year.

Schools should use the most recent recalculated 100"-day student count reports in revising their
budget. Schools that revise their budget must submit fully completed budget forms to ADE School
Finance by May 18, 2018, by uploading via the Common Logon. An adopted budget must have
been submitted by the school and successfully processed by ADE prior to submitting a revised
budget.

A hard copy should be printed, signed by two school officials, and provided to the Governing Board
to sign. A copy of the signed cover page must be e-mailed to ADE’s budget team within 5 days of
the electronic submission.




PRINTING

The budget forms have been formatted to print on legal-size paper. The work sheets have been
formatted to print on letter-size paper. Since the minimum margin setting for printers may differ
from what was used to set up these files, a little experimentation may be needed to get each sheet
to print on one page. Users should try changing the “scaling” under page setup.

If you have any questions, please call the Arizona Auditor General’s Office, Accounting Services
Division at (602) 553-0333, or ADE School Finance at (602) 542-5695. Questions regarding
electronic submission of the budget forms and work sheets should be referred to ADE.




Rev. 5/17

District/Charter.  TUCSON PREPARATORY SCHOOL CTDS: 108768000

This is a notification that the above mentioned School District/Charter School will be having
a public hearing and board meeting to adopt its Fiscal Year 2018 Expenditure Budget and
vote on the allocation of monies related to the 1.06% teacher salary increase pursuant to
Laws 2017, Ch. 305, §33.

Meeting Date: 7/15/2017 Time: 12 noon
Location:
Street Address: 104 E Prince Rd
Bldg: Rm/Ste:
City: Tucson State: AZ Zip: 85705

A copy of the agenda of the matters to be discussed or decided at the meeting may be
obtained by contacting:

Contact Name: Jody Sullivan Phone: (520) 622-4185

Email Address: jsullivan@tucsonprepschool.org Phone Ext:

The information above is posted on ADE's website pursuant to A.R.S. §15-905(C) and
Laws 2017, Ch. 305, §33, and is not intended to satisfy Open Meeting Law requirements
under A.R.S. §38-431.02 et seq.

Comments:

FY 2018
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