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According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it displays a valid OMB number.  The valid OMB control number of this information collection is 1875-0227.  The time required to complete this information collection is estimated to average 3 hours per response, including the time to review instructions, search existing data resources, gather the data needed, and complete and review the information collection.  If you have any comments concerning the accuracy of the time estimates(s) or suggestion for improving this form, please write to: U.S. Department of Education, Washington, 20202-4651.  If you have comments or concerns regarding the status of your individual submission of this form, write directly to:

Policy and Program Studies Service, Office of the Under Secretary, US Department of Education, 400 Maryland Avenue SW, Room 6W203, Washington, DC 20202-8240.

Dear Director of Fiscal Services:

As you may know from your district’s Director of Federal Programs, your district has been selected to participate in the Targeting and Resource Allocation Component (TRAC) of the National Longitudinal Study of No Child Left Behind (NCLB).  The study is congressionally mandated and is authorized under Section 1501 of NCLB, 2001. The TRAC is being conducted by the American Institutes for Research (AIR), under contract to the Policy and Program Studies Service (PPSS), U.S. Department of Education. Stephanie Stullich of PPSS is the study’s contract monitor.

The TRAC, together with the other components of the main study,
 will provide the U.S. Department of Education and Congress with information about the implementation of Title I programs and other federal programs under the No Child Left Behind Act.  

Your response is needed to ensure data accuracy and study completion. Data collection is being conducted in only a sample of districts so your individual contribution represents many other districts; this greatly increases the importance of your response. The information from you and other respondents will provide a comprehensive picture of the access that students have to educational and related services through federal support for education. 

We will honor confidentiality in all of our data handling, analysis and reporting. Only aggregated figures will be reported to the public. Individual district, school, and employee name will not be reported in any way. 
Participating districts and schools will be provided with a copy of the executive summary of this study. Following this letter are details explaining the information we hope to obtain from you and your staff. Our goal is to obtain all data and documents by [DATE]. If you have questions about the data collection effort or concerns about this study, you may contact the Deputy Project Directors, Irene Lam or Steve Honegger, or the Project Director, Dr. Jay Chambers, at AIR: 1-800-xxx-xxxx.

Thank you for your cooperation in this very important effort.

Documents and Materials Requested

An AIR data collector will call to discuss this request with you and help determine the easiest way to obtain the requested documents and information. We are requesting 

(1) General district expenditure information

(2) Specific payroll information for individual district employees assigned to the schools listed in Attachment C.


List of Materials. Please provide the following:

1. Detailed expenditure and revenue file or report(s) for your district for the 2004-05 school year (fiscal year 2005).  Because we are interested in obtaining data for the 2004-05 school year, we recognize that such a file or report is not likely to be available until fall of 2005.  We want to describe the nature of the file we are interested in obtaining now and work with you to facilitate obtaining such a file next fall (of 2005).  We are specifically interested in an electronic file that provides a detailed breakdown of your district’s expenditures and revenues. While the primary purpose for our study is to learn how districts are using federal funds, we have also been asked to compare district expenditures of federal funds with expenditures from all other state and local sources of funding. Thus, we will need to obtain a comprehensive and complete set of files on your district’s expenditures.

On the revenue side, we need the breakdown according to federal, state, local, and private sources.  On the expenditure side, we need to obtain total district expenditures broken down by revenue source
 (e.g., general fund and specific federal program funds such as Title I), by object of expenditure (e.g., salaries of classified and certified staff, benefits, instructional materials, purchased services, and capital equipment), by function (e.g., instruction, administration, and support), by activity (e.g., professional development, extended day programs), and by location (i.e., school site or central district office) for the 2004-05 school year (i.e., FY2005).

To help clarify our request, we have provided a sample of a hard copy report that was produced from the type of data file we are requesting (see Attachment A). We will use the State Accounting Manual for your state to help us recode the data to permit us to organize and aggregate the data for the purposes of our analysis. 

We will also need to obtain a list of account codes and descriptions that are unique to your district so that we can interpret any revenue and expenditure codes not consistent with the State Accounting Manual. In other words, we will need to know how to interpret your account coding structure.  We need to know your site codes (i.e., school or location codes), object of expenditure codes, function codes, program codes, and fund codes. Our goal is to obtain the raw data from your electronic files, if possible, that will permit us to analyze and reorganize the data for the analysis. 

2. Personnel or Payroll Report (Selected Schools ONLY). This file or report may be from the payroll or personnel system of your district. Ideally, we would like to obtain specific information for each employee (both certified and classified) at each of the schools listed on the attached list of sample schools (Attachment C).

A more detailed description of the information we would like to obtain is included in Attachment B-1 (Description of Payroll Information Needed). We have also provided a sample of a hard copy payroll report that was produced from the type of data file we expect to obtain. This can be found in Attachment B-2 (Example of a Payroll Report). These attachments are intended to provide you with more detail about the nature of our data needs.  We are not asking you to reproduce a data file in this exact form. Rather, we would like to obtain a copy of the electronic file or some portion of the file derived from your payroll system so we can process and re-organize the information ourselves.  

We are primarily interested in determining how much your district spends on all types of personnel working in the sample schools, and how much of these personnel expenditures are supported by NCLB programs as well as state and local revenue sources.  We would also like to know how the funds are allocated among various types of staff such as teachers, paraprofessionals, instructional support, and pupil support personnel as well as school administrators. In addition to the salary costs, the payroll file or reports you provide should also contain information on non-salary costs (to the extent possible).  For example, in addition to salaries, how much did your district spend on employee benefits and payroll taxes (above and beyond the employee’s contributions).  We are interested in district contributions to employee health and welfare benefits such as health insurance and to payroll taxes (e.g., Medicare and Social Security, Workers Compensation, unemployment insurance). We will also need a list of accounting codes and descriptions to help us interpret the payroll information if it is not consistent with the state accounting manual (e.g., a list of job codes with descriptions of these codes).  

Once again, we anticipate that we will utilize the State Accounting Manual and any indications of unique district accounting codes provided under item (1) in interpreting the information you provide for our analysis.

If you have any questions, please call our toll-free number and a data collector will call you back: XXX-XXXX-XXXX. 
Thank you for your time and cooperation.
Attachment A

Sample Revenue and Expenditure Reports Extracted from a District Fiscal File

	
	EXTRACT FROM A SCHOOL DISTRICT BUDGET REPORT 
	Year: 2003

	FUND

GROUP
	LOCATION
	YEAR
	REVENUE

	FUNCTION
	OBJECT
	Description
	Budget
	Expenditures Year to Date
	Budget
Balance

	FEDERAL PROGRAM REVENUES
	7511 NCLB Title 1 - BASIC GRANT
	 
	 

	10
	901
	8
	7511
	4511
	999
	TITLE I BASIC
	1,785,548.00
	416,716.00
	1,368,832.00

	TOTALS FOR MAJ OBJ:
	900
	1,785,548.00
	416,716.00
	1,368,832.00

	TOTALS FOR FUND: 


	10
	0.00
	416,716.00
	0.00

	TOTAL REVENUES
	 
	1,785,548.00
	416,716.00
	1,368,832.00

	EXPENDITURES
	
	
	
	
	
	

	10
	108
	8
	7511
	1000
	131
	TEACHERS
	0.00
	12,952.23
	-12,952.23
0.00

	10
	136
	8
	7511
	1000
	131
	TEACHERS
	0.00
	19,692.68
	-19,692.68

	10
	408
	8
	7511
	1000
	131
	TEACHERS
	0.00
	35,505.46
	-35,505.46

	10
	730
	8
	7511
	1000
	131
	TEACHERS
	0.00
	13,889.88
	-13,889.88

	10
	930
	8
	7511
	1000
	131
	TEACHERS
	0.00
	1,782.42
	-1,782.42

	10
	980
	8
	7511
	1000
	131
	TEACHERS
	0.00
	5,689.32
	-5,689.32

	10
	999
	8
	7511
	1000
	131
	TEACHERS
	199,000.00
	0.00
	199,000.00
-------------

	TOTALS FOR OBJECT:
	131
	199,000.00
	89,511.99
	109,488.01

	10
	160
	8
	7511
	1000
	300
	PROF/TECH SERV
	0.00
	225.00
	-225.00

	10
	999
	8
	7511
	1000
	300
	PROF/TECH SERV
	900.00
	0.00
-------------
	900.00
-------------

	TOTALS FOR OBJECT:
	300
	900.00
	225.00
	675.00

	10
	108
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	420.40
	-420.40

	10
	110
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	2,333.32
	-2,494.81

	10
	112
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	2,475.15
	-2,856.05

	10
	408
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	3,655.07
	-3,823.35

	10
	730
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	6,693.09
	-9,181.34

	10
	930
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	-980.80
	286.77

	10
	931
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	1,822.51
	-1,822.51

	10
	980
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	0.00
	78.90
	-78.90

	10
	999
	8
	7511
	1000
	610
	SUPPLIES (GEN)
	144,021.00
	0.00
	144,021.00

	TOTALS FOR OBJECT:
	610
	144,021.00
	34,818.38
	103,183.25

	10
	108
	8
	7511
	2100
	891
	IN-SERVICE
	0.00
	0.00
	0.00

	10
	999
	8
	7511
	2100
	891
	IN-SERVICE
	7,000.00
	0.00
-------------
	7,000.00
-------------

	TOTALS FOR OBJECT:
	891
	7,000.00
	0.00
	7,000.00

	TOTALS FOR FUND:
	10
	0.00
	798,712.67
	0.00

	TOTAL EXPENDITURES
	1,785,548.00
	798,712.67
	955,914.94

	***
	Revenue Totals
	 
	1,785,548.00
	416,716.00
	1,368,832.00

	***
	Expenditure Totals
	 
	1,785,548.00
	798,712.67
	955,914.94


Attachment B-1

Description of Payroll Information Needed

We recognize that individual employees may show up with more than a single record if they are involved in activities that are identified with multiple account (fund, job, function, object, program, or revenue) codes.

	Data Item
	Description

	1. Name (Last, First, MI.)
	Last name, first name and middle initial of the individual.

	2. Location code
	A location code that indicates the site (school identification code or the district central office code) at which the individual works in the district.  Individuals can work at more than one site.

	3. Account/fund code
	Your district’s account/fund code assigned to the individual’s payroll record that may include the following: 

· Fund group (e.g., General funds, capital funds)

· Job title (e.g., Title I teacher, principal)

· Function (e.g., Instruction, administration)

· Object  (e.g., Salaries, benefits)

· Program (e.g., regular education, special education, preschool)

· Revenue source (e.g., Federal Title 1 Part A, Title II Part A).

	4. Gross Base Pay
	The gross (before tax) annual pay received by the employee during the 2004–05 school year.  

	5. Percent of full-time or FTE
	The individual’s percent of full-time employment (or full-time-equivalency) spent by this employee in activities identified by the location and account/fund code in data items 2 and 3 for the 2004-05 school year in the district. 

	6. Hourly wage rate 
	The hourly wage rate for each employee for the 2004-05 school year. For some personnel, pay is typically expressed as an hourly wage rather than gross annual pay.

	7. Total paid hours per year 
	The total number of paid hours (including work, vacation, paid holidays or leave time) spent by this employee for activities identified by the location and account/fund code in data items 2 and 3 for the 2004-05 school year. 

	8. Total paid hours of vacation, holidays & leave time 
	The total number of paid hours of vacation, paid holidays or leave time for each employee for the 2004-05 school year. 

	9. Total benefit & payroll tax contributions per year 


	If your payroll system identifies benefit and payroll tax contributions at the individual level, please include totals for the following elements: 

Health/Medical Benefits—the district contributions per year (2004-05) for medical, dental, vision, and other health related insurance coverage provided for this individual. 
Retirement contributions—the amount contributed by your district per year to the retirement system (NOT Social Security) for this individual.

Payroll taxes—the amount contributed by your district per year (2004-05) on behalf of each employee for Social Security, unemployment, disability, worker’s compensation, and any other payroll taxes. 

(Do not include any income or other taxes withheld from the employee’s pay as benefits.)

We recognize that these benefit amounts are often not associated with individual employees.  As an alternative, please provide the benefit rate as described below in column 10. If your district does not have such records or does not provide any benefit information, we will utilize an overall benefit rate based on our processing of the expenditure or budget data.

	10. Benefit rate used for budget calculations
	Please record a benefit rate that you use to estimate the per employee costs of health/medical benefits, retirement contributions, and payroll taxes for budgeting purposes.  For example, some districts may assign costs by classification of employee by job such as certified instructional personnel at 30 percent, school administrators at 25%, paraprofessionals at 40%, and other non-certified personnel at 35%.


Attachment B-2

Example of a Payroll Report

	1. Name 
	2. Account Code (fund, 

location, program, revenue source, function, object)
	 3. JOB TITLE 
	4. GROSS 

BASE PAY
	5. % of FULL TIME
	6. HOURLY WAGE
RATE
	7. PAID HOURS
PER YEAR
	8. PAID HOURS OF
VACATION PER YEAR
	9. BENEFIT CONTRIBUTIONS
PER YEAR
	 
	10. BENEFIT RATE USED FOR BUDGET CALCULATIONS

	Doe, John
	101168105 01000100
	 Teacher (Title I)
	43,628.00
	1.00
	32.13
	1,358.00
	20.00
	11,622.50
	
	

	Lee, John
	10116875112220500
	 Teacher 
	40,193.00
	1.00
	29.60
	1,358.00
	20.00
	10,707.42
	
	

	Hughes, Dora
	10120810501000100
	 Teacher Aide (Title I)
	19,048.86
	0.65
	15.59
	1,222.00
	20.00
	5,074.62
	
	

	Green, Amy
	10120810501000100
	 Teacher Aide
	17,065.13
	0.53
	23.94
	1,358.00
	20.00
	2,389.12
	
	

	Fitzgerald, Arnold
	10950812051020300
	 Asst. Principal
	53,813.00
	1.00
	39.63
	1,358.00
	20.00
	N/A
	 
	25%

	Lee, Jo
	15118875111000100
	 Teacher
	21,177.26
	0.50
	17.33
	1,222.00
	10.00
	4,025.31
	
	

	Lee, Jo
	10118875111000100
	 Teacher
	21,177.26
	0.50
	17.33
	1,222.00
	10.00
	4,025.31
	
	

	Lewis, Sam
	11120874411211300
	 Admin. Asst.
	31,699.00
	1.00
	23.34
	1,358.00
	20.00
	8,444.61
	
	

	Jones, Terri
	10105810201000300
	 Principal
	69,682.00
	1.00
	34.84
	2,000.00
	20.00
	N/A
	 
	25%

	Smith, John
	12420810501000100
	 Librarian 
	21,180.68
	0.75
	17.33
	1,222.00
	20.00
	5,642.53
	
	

	Victor, Mary
	11113810502220100
	 Dept Chair
	31,724.00
	0.60
	22.66
	1,400.00
	10.00
	5,300.00
	
	

	Victor, Mary
	10113810512220100
	 Teacher
	24,926.00
	0.40
	22.66
	1,100.00
	10.00
	4,560.23
	
	

	Yogi, Kent
	10120152251000100
	 Tech. Admin 
	34,615.00
	1.00
	25.49
	1,358.00
	20.00
	9,221.44
	
	

	Williams, Meggy
	10120110502100600
	 Teacher
	47,533.00
	1.00
	35.00
	1,358.00
	20.00
	12,662.79
	
	

	Zoo, Bob
	10118810531000100
	 Program Dir.
	31,509.00
	0.50
	23.34
	1,350.00
	10.00
	N/A
	 
	20%

	Zoo, Bob
	12118810501000100
	 Teacher
	31,509.00
	0.50
	23.34
	1,350.00
	10.00
	3,500.21
	
	

	 
	 
	
	 
	 
	 
	 
	 
	
	 
	


Note: names listed on this table are fictitious.

Attachment C

List of Sample Schools
(Schools to be listed when final sample is selected)

Format of materials. We would prefer electronic files when possible, but please send us the information in whatever form it is available.





Option 1: Electronic file. Data can be in ASCII (text) format, or in spreadsheet or word processing files. Please indicate the type of file and format (Windows or Macintosh). Data may be sent on a disk/CD (a FedEx envelope has been included) or e-mailed to � HYPERLINK "mailto:TRAC.NLSNCLB@air.org" ��TRAC.NLSNCLB@air.org�. Larger files may be sent through AIR’s FTP website 


at � HYPERLINK "ftp://trac-nlsnclb.air-ca.org" ��ftp://trac-nlsnclb.air-ca.org� (username: trac, password: airpw)  





Option 2: Pre-existing printed reports. You may submit the requested materials to us in printed copies.





If returning materials to us by mail, please use the attached 


FedEx return envelope addressed to: 





Targeting and Resource Allocation Component (TRAC)


National Longitudinal Study of No Child Left Behind (NLS-NCLB)


American Institutes for Research


1791 Arastradero Road


Palo Alto, CA 94304-1337











� The other components under study in the NLS-NCLB are accountability, teacher quality, and parental choice and supplemental services.


� Some states may use other codes in place of “revenue” codes to identify revenue sources. We are interested in codes used in your state accounting system that identify federal program funds such as Title I, Title II, and Title III funds. For example, in CA, these funds are identified through “resource” codes. In Michigan, these funds are identified using “state” codes.


� Function codes describe the activity for which a service or material object is acquired.  The functions of a school district are classified into five broad areas: Instruction, Support Services, Operation of Non-Instructional Services, Facilities Acquisition and Construction, and Debt Service.  Object codes are used to describe the service or commodity obtained as the result of a specific expenditure. The object codes of a school district are classified into eight broad areas:  Personal Services-Salaries, Personal Services-Employee Benefits, Purchased Professional and Technical Services, Purchased Property Services, Other Purchased Services, Supplies, Property, and Debt Service and Miscellaneous.


� Fund codes refer to codes used to identify specific account/fund groups, such as capital funds.


� Revenue codes refer to codes used to track activities that are funded with revenues that have special accounting requirements or that are legally restricted, such as Title I. These codes are also used to identify various grant programs.
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