
 

 

 
 

TO:   Business Officers, Treasurers and Business Managers 
 
FROM: Melissa K. Ambre, Director, Office of School Finance 
 
DATE:  August 24, 2015 
 
SUBJECT: FY2016 Membership Count Dates  (updated) 
 
This memorandum serves as a reminder that pursuant to I.C. 20-43-4 the fall membership count 
date is Friday, September 18, 2015, and the spring count date is Monday, February 1, 2016. Please 
be sure your building level and technology area personnel are aware of this count.   
 
For the 2015-2016 school year, the required Average Daily Membership (ADM) data will be 
submitted by individual student record via the STN Application Center.  The fall collection period 
begins on count day, September 18, 2015, at 8:00 a.m. EDT and lasts until September 30, 2015, 
at 11:59 p.m. EDT.  The cleanup phase begins October 1, 2015, at 8:00 a.m. EDT and ends on 
October 8, 2015, at 11:59 p.m. EDT.  During this time, data can be submitted to update existing 
records and add new records only if the new record does not create a conflict.  Sign-off only begins 
October 9, 2015, at 8:00 a.m. EDT and ends October 14, 2015, at 11:59 p.m. EDT.  School officials 
will use a download/upload process for submitting a signed Membership Summary Report.  
Information on this process can be found in the DOE-ME layout posted in the Data Collection and 
Reporting Community of the Learning Connection.   Schools are no longer required to submit a hard 
copy report to the Office of School Finance.   
 
During the collection period, you are required to send a file containing the DOE-ME data for each 
student, review the processing results of the file for errors, correct any errors, review the reports in 
the Message Center, and electronically upload a signed Membership Summary Report.  
 
Beginning with fiscal year 2016 school year, students participating in a full-day kindergarten (FDK) 
program will count as one for basic tuition and complexity grant funding.  School corporations and 
charter schools offering a FDK program must code eligible students as such under Field 9 of the 
DOE-ME layout.  To determine if students were accurately coded, the Superintendent should 
compare the FDK count on the Membership Summary Report against the kindergarten count reflect 
in the grade level information on the same report.   
 
The Department will use the September membership count to determine July to December 2015 
funding for the basic tuition support and complexity grants and reconcile any over or underpayments 
in funding for the same period.  
 
If you have questions regarding this memorandum, please contact Kaitlin Boldt at kboldt@doe.in.gov 
or me at mambre@doe.in.gov.   
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