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Introduction
The PI-1524 state tuition worksheet collects expenditures from funds 10 and/or 27 and student data to be used to pay state tuition to eligible entities as per 121.79 Wis. Stats.  The purpose of state tuition is to recover an amount representing revenues lost because the student receiving services is not a resident or recover excess costs of members of the district who are at applicable facilities.  State tuition may only be claimed for services delivered and for the time the students received instruction at these facilities.  If there were any funds received by the claiming district from another district or state, that student is not eligible for State Tuition.  Public school districts and County Children with Disabilities Education Boards are the entities eligible to receive state tuition. Questions about the claim or this document can be directed to: 


Michele Tessner, Accountant


(608) 267-9218


michele.tessner@dpi.wi.gov
Claim Location
To locate the PI-1524 claim:
1.  Navigate to the School Finance Services Homepage located at the following link.  http://www.dpi.wi.gov/sfs/index.html
2. Click on the link on the left side of the page titled “Tuition.” 
3. Click on the link titled “State Tuition.”

4. Click on the link titled “Tuition Worksheets to be used for Calculating State Tuition” to open the Excel file.
General Page Explanation
The state tuition worksheet consists of six tabs.  
1. The PI-1524-SIG-TAX lists the facilities and certifies the claim.  
The next three tabs, PI-1524-A, PI-1524-SAC and PI-1524ALT are calculating the rates or the exact costs needed to calculate the total amount of the claim.  Districts need only to complete the tabs that apply to the method they use to submit the claim.  

2. The PI-1524-A is used to calculate the daily rate for both regular and special education.
3. The PI-1524-SAC lists the special allocable costs per student or special education program.
4. The PI-1524-ALT captures exact costs for state tuition.  
5. The PI-1524-F collects student data and uses rates and amounts calculated in the previous three worksheets to calculate the claim amount.  
6. The PI-1524-S summarizes the certain data from the PI-1524-F tab.
PI-1524-SIG-TAX
The PI-1524-SIG-TAX tab lists information on the each licensed facility, the type of facility that it is and the tax exempt status.  It also allows the district official to certify the claim and the taxing authority to agree with the tax status listed for each facility.
There are four different possibilities for types of homes and each has a code that will be entered in number 3 below.  
1. Children’s Home includes county or city run jails and detention centers.  
2. State/Federal Institution is for state or federally run facilities such as military bases.  
3. There are two categories for Foster and Group Homes.  
    3-a. This is for Foster and Group Homes located on tax exempt property.  
    3-b. The second option is for homes that are taxable property and the children meet the 4% requirement.  The worksheet for helping to determine if facilities meet the 4% requirement can be found at the link below and the file to click on is “State Tuition Claim Eligibility for Certain Group Home Residents.”  http://dpi.wi.gov/sfs/tuit_st.html
Instructions to Complete PI-1524-SIG-TAX

1. Type in your school district, the date of completion and the claim year.  Claims are completed in the current fiscal year based on information from the previous fiscal year. 

2. Type in the name and address of each facility.
3. Select in the drop down box the correct number for the type of home based on the description above.

4. Type in an “X” in the appropriate box under Tax Exempt Status.

5. Type in the contact information for the person who would be appropriate to discuss questions about the claim.

6. The agency official is responsible for assuring the information is appropriate, allowable and accurate and should sign and date.

7. The signature from the taxing authority is only needed if claiming facilities that fall under group or foster homes on tax-exempt property, type 3-a.  If you only have children’s homes, state or federal institutions or foster or group homes on taxable property that meet the 4% rule, types 1, 2 and 3-b, then you do not need the signature of the taxing authority.
PI-1524-A (Daily Rate)
PI-1524-A is filled out when districts file their claim using a daily rate.  The account numbers to be used and the locations of the numbers needed are described on each line of the form.  Expenditures are recorded based on amounts from the full annual report for fund 10 and 30 and the special education annual report for fund 27.  Membership numbers are taken from the ISES and summer school reports.  
Instructions to Complete PI-1524-A
1. Enter the appropriate financial and membership data in the white boxes through line 47.  The rates for Transportation cost/member/day, line 41, Tuition/Member/Day including transportation, line 42 and General Aid/Member/Day, line 43 will be transferred to tab PI-1524-F.
2. Fund 27 rate calculations are not needed if you are not claiming any special education costs with the daily rate method and you do not need to continue past line 47 on this tab.

3. If you are claiming fund 27 costs and will be using the daily rate method for claiming these costs, then continue filling out the page for as many functions/programs as you will be claiming.  The special education daily rate for each function, Tuition Per Student Per Day this Function, line 68 will be transferred to the appropriate PI-1524-F for each function.
PI-1524-SAC
PI-1524-SAC allows districts to isolate special educations expenditures for related services for state tuition students by specific student or specific function.  These are special allocable costs such as individual OT, PT speech and language and special transportation services.  This page is only needed if you will be isolating these costs for the claim.
Instructions to Complete PI-1524-SAC
1. Enter name of specific student or special education program in the first line of each section.  
2. Enter the specific costs for each student or program in the appropriate line in this section.

3. Complete as many sections as needed based on the number of students or programs with isolated costs.  These generally will be identified by student and rarely by program.
4. If these costs are student specific, they will be entered into column R of PI-1524-F on the appropriate line for that student.  If these are program specific costs, a total can be entered at the bottom of the PI-1524-F worksheet on line 1501 of column Q, but this would be rare. 
5. At the bottom of the worksheet, there is a section for the summary of all special allocable costs. 

PI-1524-ALT (Exact Costs)
PI-1524-ALT allows districts to claim their exact costs for students in their facilities.  It also calculates the General Aid/Member/Day rate.  This “Alternative Cost Method” can be used when the exact costs of a facility can be identified.  These costs may only be for facilities and students who are eligible for state tuition per the Wisconsin State Statute.
Instructions to Complete PI-1524-ALT

1. Enter the general state aid and membership numbers according to the guidance on the worksheet to get the daily membership aid rate on line 43.  This will be used in Column O, row 6 of PI-1524-F.
2. Enter the account numbers, description and amount of each cost.
3. A 5% administrative allowance will be calculated at the bottom of the worksheet and your total costs are listed below that.  This total amount will be entered into PI-1524-ALT, column Q, line 1502 for Fund 10 costs and line 1503 for Fund 27 costs.

PI-1524-F
The PI-1524-F combines student data with all the rates and amounts that were calculated on the previous three tabs, and then calculates the total amount of the claim.  A separate page should be filled out for each facility and special education function when applicable.  The regular school year and summer programming should also be separated to separate pages.  To do this, make a copy of the tab before you fill in any student data and add a description at the end of the tab name (example: PI-1524-F Jail).  Totals for the lines of data can be found in row 8 or by scrolling down to the bottom of the page, line 1504.  Freeze panes has been applied to the page at row 8 so the headers and totals will still appear as you scroll down the page.  
Instructions to Complete PI-1524-F
1. Type licensed facility name.

2. Type in Regular Year or Summer School.  The two should not be combined on the same page.  A new page should be created to break out the two.  
3. Type special education function, if applicable.
4. For daily rate claims, enter rates in all of the white boxes on row 6.  An explanation of where these rates are found is located above the white boxes.  The rate for the total cost of special education instruction, column K, row 6, will only be entered if claiming special education.  

5. For exact cost claims, enter only the membership deduction rate in column O, row 6.   

6. Enter student name in column B.  If possible, be consistent with the format across facilities and functions.  Preferred format is “Last Name, First Name.”
7. Enter the student’s date of birth in column C.  

8. Enter the beginning and ending dates of service for that student in that facility in columns D and E.  Dates of service generally should not overlap between facilities.  
9. Enter a “1” in the “Counted” column F or “Not Counted” column G for each student during the regular school year based on the September and January count dates.  If a student was counted on either count date in September or January, the student should be marked as “Counted” for all claimed regular school year service dates.  If a student was not counted on either count date in September or January, the student should be marked as “Not Counted” for all claimed regular school year service dates.  Summer school is separate and the student should be marked “Counted” or “Not Counted” based on the summer school membership count.  
10. Enter the number of days instruction was provided while at this facility in column H.  

11. Enter the FTE of the student splitting between special education and regular education, not to exceed 1.0 total FTE in columns I and J.
12. Columns K through P calculate amounts based on the student information entered and the rates above in those columns.  

13. If there are any special allocable costs from PI-1524-SAC or exact costs from PI-1524-ALT, enter them in column Q.  The special allocable costs for specific students should be put on the line for that specific student.  If you have calculated exact costs, enter the total costs in column Q, line 1502 for fund 10 costs and column Q, line 1503 for special education costs.

14. The total amount of your claim for that facility and/or function will appear in column R.
15. The total amount of you claim separated by fund 10 and fund 27 will appear in columns S and T.

16. Check row 5, column D to make sure you have all edit errors resolved.

There are a few edit errors included in this page.  If any of these errors apply to the data you have entered, the entire line with the error will turn blue.  Make sure you enter all the data for a student before you try and determine the errors because some of the errors are based on missing data.  As soon as you fix all errors for a line, it will turn back to white.  To see the area that needs attention, scroll to the right to columns V-AB.  If there is anything but “ok” in that field, that issue did not pass the edit and the error will be indicated.  Go back to the student data on those lines and review.  The number of lines with errors is listed in row 5, column D.  In general, a report should not be submitted with outstanding errors.   
1. There is a reasonability test on the number of days enrolled.  This edit is based on the number of workdays between the two dates you have provided.  In general, the days you submit on the claim should not exceed the maximum number of work days.  You may need to adjust the number of days claimed or there may be an error in your dates.
2. The FTE total should not be greater than 1.00.

3. If there are any days of service entered on a line, the FTE may not be 0.00.
4. If there are any days of service entered on a line, you must enter a 1 for counted or not counted.  

PI-1524-S
The purpose of PI-1524-S is to give a summary the total claim of all facilities together.  

Instructions to Complete PI-1524-S

1. Enter the facility name and/or function in row A.  

2. Enter the total fund 10 claim from PI-1524-F, column T, row 8.
3. Enter the total fund 27 claim from PI-1524-F, column S, row 8.

4. Enter the Number of days from PI-1524-F, column H, row 8.

5. Enter the estimated deductible receipt from PI-1524-F, column V, row 8.

6. Type an X in column K if that line of the claim is for summer school.  Columns L and M will calculate the amounts for Regular and Summer School.

7. Enter contact information for the person who would be appropriate to discuss questions about the claim.

8. DPI will calculate and enter an amount for unduplicated headcount for regular year and summer school while auditing.  
Submitting the Claim
After all data has been entered and errors have been resolved send the entire worksheet to dpisfsreports@dpi.wi.gov.  The signature pages must be filled out and signed with an actual signature.  These can be scanned and sent to the same e-mail address or faxed to 608-266-2840. 
Amending the Claim
If you need to change the claim after it has been submitted, please contact Michele Tessner at 608-267-9218 or michele.tessner@dpi.wi.gov .
