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Overview

[llinois School Code Section 10-17 (105 ILCS 5/10-17) requires school districts/joint agreements
to complete the Annual Statement of Affairs (ASA).

On or before Dec. 1, a school district/joint agreement must:

1. Post the ASA on the district’s website.
2. Publish the ASA in a newspaper of general circulation:

The ASA form can be found on the ISBE Annual Statement of Affairs webpage.

Even if the Annual Financial Report is incomplete, the ASA must be posted on the district’s
website and published in a local newspaper by no later than Dec. 1.

Quick Guide

e Submit ASA on the district’s website in Excel or pdf format. Do not remove tabs.
e Enter the district’s name, RCDT, and address on Cover Page tab.

¢ Input name of newspaper in which ASA was published on Cover Page tab.

e Mark assurance box on Cover Page tab.

e Complete all worksheets (tabs) in the Excel file.

Downloading and Saving the ASA to your Computer

Download the ASA form under the Forms and Instructions header on the ISBE Annual
Statement of Affairs webpage. Follow your web browser’s prompts to save the file.

Save in Excel format to your computer or network before inputting any information. Any info
added prior to saving may be lost!

Preparing the ASA

Follow the instructions below to complete the ASA. As a reminder, all sections need to
completed.

Cover Page Tab

1. Enter the fiscal year for which the district is reporting. If the due date is Dec. 1, 2025,
the fiscal year entered should be 2025.

2. Enter district name, RCDT, address, and county. Check the box on the right side of the
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page corresponding to the district type (elementary, high school, unit, joint agreement).

3. Enter name of the local newspaper in which the statement was published on line 14.
Read the statement under Assurance and enter an “X” from in the blue “YES” box (cell
117).

5. Cells D21 and D22 - Enter the square mileage and number of Attendance Centers.

6. Number of Certificated and Non-Certificated Employees (cells D25 thru D29) - Enter the
number of all certificated employees and the number of all non-certificated employees
who are full time and part time.

Note: Substitute teachers should be part time and certificated if they hold a
certificate/license to teach. A substitute teaching license does not qualify as a
certificate/license to teach (this would be considered non-certificated).

7. Cells H22 thru H35 - Enter the tax rates by fund from the tax statement received from the
county clerk. This would be taxes from the prior year paid in the current year.

Salary Schedule Tab
(Salary Payments)

Enter name of non-certificated personnel whose gross income falls within the listed
salary ranges.

Inserting Rows: You may insert rows on this page by highlighting the entire row where
you want to add rows (clicking on the gray Excel row headers to the far left) and clicking
Insert. If you need to add multiple rows, highlight the number of rows you want to add.
(Here’s a tutorial on how to add rows to an Excel document.)

Note: Include substitute teachers possessing only a substitute teaching license on the
non-certified personnel list.

Contract employees are to be listed on the Vendor Payment tabs, not the Salary
Schedule tab.

Paym Over $2,500 Tab

(Payments over 52,500 excluding wages/salaries)

Enter payments over $2,500 that were made to any vendors and individuals who are not
employees of the district. Include the name of the vendor/individual and payment
amount. This listing must include expenditures from any revolving fund maintained by
the school district.

Inserting Rows: You may insert rows on this page by highlighting the entire row where
you want to add rows (clicking on the gray Excel row headers to the far left) and clicking
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Insert. Highlight the number of rows you want to add, if you need to add multiple rows.
(Here’s a tutorial on how to add rows to an Excel document.)

Paym $1,000 to $2,500 Tab
(Payments of 51,000 to 52,500 excluding wages/salaries)

Enter payments of $1,000 to $2,500 to any vendors and individuals who are not
employees of the district. Include name of the vendor/individual and payment amount.
This listing must include expenditures from any revolving fund maintained by the school
district.

Inserting Rows: You may insert rows on this page by highlighting the entire row where
you want to addrows (clicking on the gray Excel row headers to the far left) and clicking
Insert. Highlight the number of rows you want to add to add multiple rows.

(Here’s a tutorial on how to add rows to an Excel document.)

Contracts Exceeding $25,000 Tab
(Reports on Contracts Exceeding 525,000 Awarded)

Click “Contracts Exceeding $25,000 Guidance” on this tab to view instructions pertaining to
qualifying contracts.

If no qualifying contracts over $25,000 were awarded, input 0 in box 1 (total number of
contracts).

If qualifying contracts over $25,000 were awarded, input:
1. The total number of contracts,
2. The total value of all contracts,
3. The total number awarded to specified businesses, and
4. The total value awarded to specified businesses.

Assistance
Please reach out to School Business Services with any questions at 217-785-8779 or Financel@isbe.net
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