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Offi ce of Special Education 

P.O. Box 30008 
Lansing, Michigan 48909

SE-4096
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AUTHORITY:  Act 94, PA 1979 as amended.
COMPLETION:  Required for a district to
collect state categorical aid.

Direct questions regarding this 
form to Program Finance at 
(517) 241-1235.

2012-13 LOCAL AND INTERMEDIATE DISTRICT

SPECIAL EDUCATION ACTUAL COST REPORT

AND SUPPLEMENTAL PROGRAM SCHEDULES 

MAILING INSTRUCTIONS:

INSTRUCTIONS:

EDUCATIONAL
AGENCY

Legal Name of School District

Address

District Code No. Telephone - Area Code/Local No.

City Zip Code

DISTRICT:

ISD:

Return ORIGINAL and ONE copy by September 16, 2013 to the intermediate district.
Retain ONE copy.

Review the form and return ORIGINAL by September 30, 2013 to the STATE address
above. Retain ONE copy for your records. Failure to return the form by September 30 

will result in the withholding of the district’s ENTIRE state aid payment.

Districts that do not operate any special education programs or services, check this Box       , sign and return this page 

to the ISD.

1. Every school district operating a special education program must fi le a certifi cation page and a page 2, “Summary of Special  
 Education Expenditures.” Total allowable expenditures for special education reported on page 2 must agree with the offi cial 

 accounting records of the school district.

 File this form by the above due date. If later audited fi gures change the data reported for a program, fi le an amended 

 report immediately.

2. Please review the enclosed instructions before completing the form.

3. School districts expending federal funds for special education will report them on page 2 ONLY.

4. Every school district operating a special education program must fi le a SE-4096 page 3. The page 3 must be marked as 
 Section 52. Page 3 will be used for the distribution of funds under Section 51a and Section 51c, as well as, for monitoring 
 and program fi scal reviews.

5. Every school district that operates a program for Section 53a eligible pupils as defi ned in the instructions must fi le a 
 separate SE-4096 page 3. The page 3 must be marked as Section 53a. Page 3 will be used for distribution of Section 53a 
 funds, as well as, for monitoring and program fi scal reviews.

6. School districts operating both Section 52 and Section 53a programs must fi le a separate SE-4096 page 3 form for each 
 program.

7. For 2012-13, school districts or intermediate districts who employed itinerant staff whose staff positions in 2003-04 

 were in another school district or intermediate district must complete page 4. A separate page 4 must be completed

  for each district where the itinerant staff were employed in 2003-04.

CERTIFICATION: I certify that the information submitted on this report is true and correct to the best of my knowledge.
 This report was prepared in cooperation with the business staff and the costs reported are proper
 charges to special education. All records and schedules (including time reports supporting proration  
 of personnel) used in the preparation of this report will be kept for three years for audit purposes.

Superintendent or
Authorized Offi cial (Signature)

Contact Person

Date

Telephone
Area Code/Local No.

Email Address



SE-4096
(Page 2)

2012-13 SUMMARY OF SPECIAL EDUCATION EXPENDITURES

District Name _________________________________________________

District Code

$___________________

2. Allowable Expenditures for Section 53a

 a. Total from Page 3, Line 46, Column 10

 b. Total from Page 4, Line 18, Column 10

 c. Allowable Section 53a Expenditures (line a – line b)

 d. Itinerant Expenditures – Section 51a7b
  (to be completed by MDE)

 e. Total Section 53a

$___________________

1. Allowable Expenditures for Section 52
 
 a. Total from Page 3, Line 46, Column 10

 b. Total from Page 4, Line 18, Column 10

 c. Allowable Section 52 Expenditures (line a – line b)

 d. Itinerant Expenditures – Section 51a7b
  (to be completed by MDE)

 e. Total Section 52 

4. Total allowable expenditures for special education.
 (Total of lines 1e, 2e, and 3)

$___________________

$

$

Explanation of Expenditures on Line 3

SOURCE AMOUNT

____________________________________________________

______________________________________________________

____________________________________________________

______________________________________________________

_______________________________________________________

____________________________________________________

______________________________________________________

$ ___________________

____________________

____________________

____________________

____________________

$___________________3. Total expenditure from federal grant sources expended during the 2012-13 
 year. This includes federal IDEA grants, Section 51a(6), and direct grants  
 from the federal government. List each grant separately by funding   
 source for the amount expended during the fi scal year. Local districts will  
 report any IDEA funds they directly expend.



PERSONNEL

SPECIAL EDUCATION ACTUAL COST REPORT    
 (July 1, 2012 through June 30, 2013)

SE-4096
(Page 3)

District Name

Funding Source 
  (Check ONE)

Section 52
Profes-
sional

Reimb.
Aides

List personnel in school year full time equivalency, pro-rate to tenths (.0). Refer to the attached “Special 
Education List of Allowable Expenditures” for a description of reimbursable items by function and object codes.

Instruction (1) (2)

LRE Aide

Mild Cog Imp

1221

2

3 Mod Cog Imp

4 Sev Cog Imp

5 Emotional Imp

6 Learn Disab.

7 Hearing Imp

8 Visual Imp

9 Physical Imp

10 Sev Mult Imp

11 E. Child Prog

12 Sev Lang Imp

13 Autistic Imp

14 Res Program

Section 24

Subtotal

Salaries
1000

Purch Serv
Non Staff

3000-4000

Supplies
& Materials

5000

Capital
Outlay
6000

Other
Expend.

7000
Benefi ts

2000

(4) (6) (7) (8) (9)

15

(3)

TOTAL

(10)

TOTAL COST

SUBTOTAL (Lines 39-44)

Tuition - MSD

Pupil Transp. (53a only)

Direct O&M

Capital Outlay (L 16+37)

Bd of Ed (adjust)

Indirect Costs (            )

SUBT (L 16+37)

District Code

Section 53a

231

261

271

38

39

40

41

42

43

45

46

16

44

213

214

215

216

217

218

218

218

218

218

218

218

218

219

219

221

226

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

28x

29x
36

35

241

Instructional & Non-Instructional  
                      Support

Health Serv

Psychological

Spch & Audiol

Social Work

Visual Aid

TC/Ment Imp

TC/Emot Imp

TC/Learn Dis

TC/Hear Imp

TC/Vis. Imp

TC/POHI

TC/Auti Imp

E. Child Home

Physical Educ

Other Pup Sup

Improf Instr

Sup/Direction

Sch Principal

Salaries Benefi ts
Purch Serv
Non Staff

Supplies
& Materials

Capital
Outlay

Other
Expend. TOTAL

Supp Serv Cen

Supp/Comm

Subtotal37

331

Purch Serv
Staff
31xx

Purch Serv
Staff

(5)



SPECIAL EDUCATION ACTUAL COST REPORT    
 (July 1, 2012 through June 30, 2013)

SE-4096
(Page 4)

PERSONNEL

Profes-
sional

Reimb.
Aides

List personnel in school year full time equivalency, pro-rate to tenths (.0). Refer to the attached “Special 
Education List of Allowable Expenditures” for a description of reimbursable items by function and object codes.

ITINERANT SERVICES (1) (2)

Health Serv

Psychological

2131

2

3 Spch & Audiol

4 Social Work

5 Visual Aid

6 TC/Ment Imp

7 TC/Emot Imp

8 TC/Learn Disab

9 TC/Hear Imp

10 TC/Visually Imp

11 TC/POHI

12 TC/Autistic Imp

13 Physical Educ

14 Other Pup Sup

Improve of Instr

Salaries
1000

Purch Serv
Staff
31xx

Purch Serv
Non Staff
3xxx-4xxx

Supplies
and Matls.

5000

Other
Expend.

7000
Benefi ts

2000

(4) (5) (6) (7) (9)

15

(3)

TOTAL

(10)

214

215

216

217

18

Sch Principal17

16 Superv/Direction

218

218

218

218

218

218

218

219

219

221

226

241

TOTAL ITINERANT
STAFF COST

Funding Source 
  (Check ONE)

Section 52

Section 53a

Section 51a(7)(b) Worksheet

District Name

District Name Who Employed 
Personnel in 2003-04

District Code

District Code

* Note - Column 8 - Capital Outlay is eliminated from this page as it is not applicable.



Sect ion 5 3 a Allocat ion Verificat ion for  2 0 1 2 - 1 3  
 
 
 

Dist r ict :  _____________________________________ Code No.:  _______________  
    
 
 

I .  Sect ion 53a Riders 
 

To claim  Sect ion 53a t ransportat ion costs on the SE-4096 list  the 
nam es of the pupils claim ed as Sect ion 53a for the regular year.  
List  the bus num ber of the vehicle r idden by each pupil from  
the SE- 4 1 0 7 , School Bus I nventory Report . This m ust  m atch  
the num ber of r iders cla im ed on the SE- 4 0 9 4  Transportat ion 
Expenditure Report . Also, at tach a copy of the SE- 4 0 9 4  to  
verify expenditures. 

 
 
 2012-13  Riders Bus #  Ridden 
 
 

 



MI CHI GAN DEPARTMENT OF EDUCATI ON 
Office of Special Educat ion  

P.O. Box 30008 
Lansing, Michigan 48909 

 
 

I NSTRUCTI ONS FOR COMPLETI NG FORM SE- 4 0 9 6  
2 0 1 2 - 1 3  SPECI AL EDUCATI ON ACTUAL COST REPORT 

 
 

I nt roduct ion  
 

All Local and I ntermediate School Dist r icts (public school academ ies report  as a local school 
dist r ict )  that  em ploy or cont ract  special educat ion personnel are required to complete this 
form  to qualify for state special educat ion categorical aid. Local dist r icts that  do not  operate 
any special educat ion programs and/ or services complete page 1 only by checking the box 
provided. 
 
NEW  for  the 2 0 1 2 - 1 3  school year: 
 
Beginning w ith the 2 0 1 2 - 1 3  school year, the Office of Special Educat ion w ill 
com pare the costs reported by program  on the SE- 4 0 9 6  Special Educat ion Actual 
Cost  Report  w ith the m em bership reported by the local distr icts, public school 
academ ies and interm ediate school dist r icts on the October 2 0 1 2  Audited Pupil 
Mem bership Report .  I t  is expected that  if  the dist r ict  is report ing costs in a  
part icular  specia l educat ion program , that  there should be a corresponding FTE 
m em bership reported on the DS- 4 1 2 0  Audited Mem bership Report .  Dist r icts w ill 
be asked to explain any discrepancies betw een the tw o reports. 
 
Cont inuing highlights for the 2012-13 school year:  
 
Cont inuing for the 2012-13 report ing year, dist r icts are required to break out  expenditures 
coded under object  codes 31xx from  the remaining purchased services expenditures coded 
under 3xxx-4xxx.  Purchased services coded under object  codes 31xx are to be reported in 
colum n 5 on page 3 for both Sect ion 52 and Sect ion 53.  The remaining purchased services 
are to be reported in colum n 6 on page 3 under both Sect ion 52 and Sect ion 53. 
 
Allowable expenditures to be recorded in column 5 would include:  
 
 3110 – cont racted special educat ion inst ruct ion staff (PSA and I SD only)  
 3110 – subst itute teacher or aides cont racted from  a third party ent ity 
 

3120 – employee t raining and development  services performed by personnel 
qualified to assist  dist r ict  staff in perform ing their  dut ies m ore efficient ly (use with 
funct ion codes 221 and 283 only)  

 
3130 – professional technical (cont racted audiologist , medical service, psychologist  
or other student  service ( reported under the appropriate funct ion code)  
 
3160 – cont racted data processing services for cent ral regist ry only from  a nonschool 
third party ent ity (use with funct ion code 284 only)  
 
3170 – tuit ion for the Michigan Schools for the Deaf and Blind (use with funct ion 
code 431 only and only for I SDs)  
 
3170 – hearing office and m ediat ion fees (use with funct ion code 231)  

 
3190 – other professional/ technical services for staff not  provided under em ployee 
benefits 

 
Refer to the Allowable Cost  Guide for State Aid and IDEA Part  B, Sect ion 611 for further 
informat ion. 
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Cont inuing report ing requirem ents for the 2012-13 school year:   
 

1.  Sect ion 51a(7) (b)  reads as follows:  
 

(b)  Beginning with the 2004-2005 fiscal year, a dist r ict  or intermediate dist r ict  
that  employed special educat ion support  services staff to provide special 
educat ion support  services in 2003-2004 or in a subsequent  fiscal year and that  
in a fiscal year after 2003-2004 receives the same type of support  services 
from  another dist r ict  or interm ediate dist r ict  shall report  the cost  of those 
support  services for special educat ion reimbursement  purposes under this act . 
This subdivision does not  prohibit  the t ransfer of special educat ion classroom 
teachers and special educat ion classroom aides if the pupils counted in 
membership associated with those special educat ion classroom teachers and 
special educat ion classroom aides are t ransferred and counted in m em bership 
in the other dist r ict  or interm ediate dist r ict  in conjunct ion with the t ransfer of 
those teachers and aides. 

 
This requires that  it inerant  staff who were em ployed in one dist r ict  in 2003-04 and for 
2012-13 are employed in another dist r ict  because of a posit ion t ransfer have their 
associated costs reported back to the dist r ict  where they were employed in 2003-04 for 
state aid payment  purposes. 
 
To accom plish this, the 2012-13 employing dist r ict  will report  the cost  for the it inerant  
staff on page 3 and then will use page 4 to assign the cost  and appropriate staff back to 
the 2003-04 employing dist r ict . These costs will be deducted from  the 2011-12 
employing dist r ict ’s SE-4096 on page 2. The Department  will add the appropriate costs 
to the 2003-04 em ploying dist r ict ’s SE-4096 as a part  of the State level review (see the 
inst ruct ions for com plet ing page 4) . 

 
2.  Sect ion 1 8  of the State School Aid Act  requires each dist r ict  and interm ediate 

dist r ict  to subm it  the SE- 4 0 9 6  Specia l Educat ion Actual Cost  Report  by 
Septem ber 3 0 , 2 0 1 3 . Failue to subm it  the report  to the Office of Special 
Educat ion by Septem ber 3 0  w ill result  in the w ithholding of the dist r ict , public 
school academ y or interm ediate dist r ict ’s ent ire state a id beginning w ith the 
next  paym ent  due the ent ity. 

 
3.  Dist r ict ’s showing m ore expenditures at t r ibuted to I DEA flowthrough accounts than the 

amount  of grant  funds, shall place the excess expenditures under Sect ion 52. Excess 
am ounts are to be apport ioned back to the appropriate object  code ( i.e.;  salar ies, 
purchased services or supplies) . These am ounts are not  to be placed under the Other 
Expenses column. Excess expenditures from  t ransit ion grants m ay not  be reported on 
the SE-4096 report . 

 
4.  Aides are reported on the SE-4096 Special Educat ion Actual Cost  Report  for the am ount  

of t ime that  they spend working in special educat ion. All aides working solely in special 
educat ion are required to be reported on the SE-4096 Special Educat ion Actual Cost  
Report  by the classroom program assignment , not  by pupil disability. Line 1 of the SE-
4096 has been t it led “LRE Classroom Aides.”  This line is used to report  all individual 
pupil aides assigned by an IEP to work with a special educat ion pupil in regular 
educat ion and all Least  Rest r ict ive Environment  (LRE)  aides assigned to a building under 
the direct ion and supervision of a special educat ion “LRE team.”  Transportat ion aides 
are not  reported on the SE- 4 0 9 6  Special Educat ion Actual Cost  Report , but  
instead are reported on the SE- 4 0 9 4  Transportat ion Expenditure Report . 

 
5.  Funds t ransferred to the Michigan Jobs Commission (MRS)  for the init iat ion of  

a cooperat ive agreem ent  that  is writ ten consistent  with the joint  agreem ent  between the 
Office of Special Educat ion and the Michigan Jobs Commission will qualify for state aid. 
At tach a copy of the agreem ent  for the 2012-13 year showing the school dist r ict  will be 
receiv ing a dollar in special educat ion services for every dollar t ransferred to MRS. 
These costs are reported under funct ion code 4 1 0  and object  code 8 9 0 0  and 
should be placed on line 4 0 – Board of Educat ion/ Adjustm ent  in colum n 8 . 
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6.  I nst ruct ional supplies m ay not  be reported in a lump sum to any of the adm inist rat ive 
funct ions ( line 33–Supervision and Direct ion, and line 34–School Principal) . I nst ruct ional 
supplies ONLY need to be prorated to the appropriate program line on a direct  usage 
basis. Office and adm inist rat ive supplies cont inue to be ineligible . 

 
7.  Dist r icts are required to keep documentat ion to verify all am ounts recorded as journal 

ent r ies charged to supplies or purchased services on the SE-4096. Such docum entat ion 
shall be subm it ted to the Department  upon request . Lack of documentat ion will result  in 
the disallowance of these costs. 

 
 
 

General I nst ruct ions 
 
1.  The SE-4096 shall report  costs for the school year July 1 to June 30. 
 
2.  Record all am ounts of m oney to the nearest  dollar . 
 
3.  The general classificat ion of objects and expenditures are those which are found in 

Bullet in 1022, the Account ing Manual for school dist r icts. The specific item s which have 
been approved for special educat ion reimbursement  are shown in the Allowable Cost  
Guide for State Aid and I DEA Part  B, Sect ion 611 revised June 2013 which is at tached to 
this form . Addit ional copies are available on the Office of Special Educat ion, Program 
Finance website.  

 
http:/ / w w w .m ichigan.gov/ m de/ 0 ,4 6 1 5 ,7 - 1 4 0 - 6 5 3 0 _ 6 5 9 8 _ 8 3 9 1 - 2 8 7 3 5 6 - -

,0 0 .htm l 
 

I tems not  listed in this chart  are not  to be included on the SE-4096 without  pr ior 
Departm ent  approval. 

 
4.  The objects of expenditure should be assigned to the program for which the service or 

supply was acquired on a direct  charge basis wherever possible, or by a method of 
allocat ion which will provide a reasonable dist r ibut ion of costs. The allocat ions once 
determ ined should be posted to the program  accounts and adjusted from the account  in 
which the original charge was made. Documentat ion of allocat ions and prorat ions must  
be m aintained for audit  purposes and submit ted to the Departm ent  upon request . 

 
 
 

Recording Costs 
 
I nterpretat ion I I -009, “Steps for Set t ing Up Accounts, Recording, and Report ing Special 
Educat ion Expenses for the Special Educat ion Final Cost  Report  (SE-4096)  and the Final 
Expenditure Report  (DS-4044)  for Federal Grants”  dated March, 2002, has been sent  to all 
dist r icts. Persons com plet ing this form  for the first  t im e m ay wish to read that  publicat ion. 
This publicat ion is available upon request  from the Office of Special Educat ion. 

 
 
 

General Account ing I nform at ion  
 
1.  Early Ret irem ent  I ncent ive Paym ents 
 

These include:  (a)  lump sum  paym ents, (b)  ret irem ent  incent ive payments spread over 
the following year, and (c)  the purchase of annuit ies as a ret irem ent . These incent ives 
do not  qualify for state categorical reimbursement . The early ret irem ent  incent ive 
paym ent  plan is developed for the convenience of the school dist r ict  and is not  direct ly 
related to providing services to pupils with disabilit ies. 
 
St ipends or prepaid insurance for personnel who ret ire ear ly do not  qualify for 
categorical reimbursement . These payments are made as an incent ive for personnel to 
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ret ire early and are not  part  of the ordinary fr inge benefits and operat ional costs of the 
dist r ict . 
 
Payment  of unused sick leave is reimbursable to the extent  that  the sick leave was 
accrued during service to the categorical program. For example, if an em ployee worked  
five years in a general educat ion program and five years in a special educat ion program, 
the split  in the reimbursement  for unused sick leave should be 50 percent  to each. 
 

2. Expenditure for Repair and Maintenance 
 
 Costs for repair or replacement  of items such as carpet ing, copy m achines, windows, 

and lavatories are reimbursed as a part  of the dist r ict ’s indirect  rate. I f the dist r ict  is 
eligible and chooses to claim  direct  operat ion and maintenance for a building, these 
costs m ay be included as part  of the direct  operat ion and m aintenance. Direct  operat ion 
and m aintenance costs plus indirect  costs cannot  exceed 15 percent  of direct  costs as 
specified in Sect ion 51a(7) (a)  of the State School Aid Act . Dist r ict ’s wishing to claim  
direct  operat ion and maintenance should contact  the Office of Special Educat ion for 
assistance. 
 

3.  Lease Purchase and Rent  
 
Lease purchase of facilit ies and rent  of facilit ies are not  reimbursable. 

 
4.  Refunds 

 
These are a credit  against  the year in which the refund is received for the purpose of 
calculat ion of costs on this form . 

 
5.  Tuit ion Reim bursem ent   
 

These costs coded under object  code 2310 for employees to return to higher educat ion 
to complete degree requirements are not  reimbursable as a necessary cost  of special 
educat ion under state school aid. 

 
 
 

Detailed I nst ruct ions for  Form  SE- 4 0 9 6 , Page 2  
 
Line 1a. Enter here the total amount  of allowable expenditures for Sect ion 52 programs. 
This total must  agree with the total am ount  on the Sect ion 52 page 3, line 46, colum n 10. 
 
Line 1b. Enter here the total amount  of allowable expenditures for Sect ion 52 it inerant  staff 
who were em ployed in another dist r ict  in 2003-04 and t ransferred to your dist r ict  in 2012-
13. This total m ust  agree with the total am ount  on the Sect ion 52 page 4, line 20, colum n 
10. I f the dist r ict  uses m ore than one page 4, sum all the amounts from  line 20 and enter 
here. 
 
Line 1c. Enter here the Sect ion 52 reim bursable expenditures for special educat ion. This is 
the total from line 1a m inus line 1b. 
 
Line 1d. This line will be completed by the Department . This line is used to add the it inerant  
staff costs back to the dist r ict  where the staff was em ployed in 2003-04. 
 
Line 1e. Enter here the total reimbursable Sect ion 52 expenditures. 
 
Line 2a. Enter here the total amount  of allowable expenditures for Sect ion 53a programs. 
This total must  agree with the total am ount  on the Sect ion 53a page 3, line 46, column 10. 
 
Line 2b. Enter here the total amount  of allowable expenditures for Sect ion 53a it inerant  
staff who were em ployed in another dist r ict  in 2003-04 and t ransferred to your dist r ict  in 
2012-13. This total must  agree with the total am ount  on the Sect ion 53a page 4, line 18, 
colum n 10. I f the dist r ict  uses m ore than one page 4, sum all the amounts from line 18 and 
enter here. 
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Line 2c. Enter here the Sect ion 53a reimbursable expenditures for special educat ion. This is 
the total from line 2a m inus line 2b. 
 
 
Line 2d. This line will be completed by the Department . This line is used to add the it inerant  
staff costs back to the dist r ict  where the staff was em ployed in 2003-04. 
 
Line 2e. Enter here the total reimbursable Sect ion 53a expenditures. 
 
Line 3. Both local and intermediate dist r icts must  enter the total of allowable expenditures 
that  each ent ity expended from  other state and federal sources. These sources include all 
I ndividuals with Disabilit ies Educat ion Act  ( I DEA)  grants, Sect ion 51a(6) , and direct  federal 
grants. These expenditures m ust  be listed by funding source. 
 
I DEA funds m ust  be recorded in a segregated account . I f a dist r ict ’s account ing records 
show m ore expenditures at t r ibuted to I DEA Flowthrough than the amount  of grant  funds, 
reallocate the excess expenditures to the Sect ion 52 program. Costs allocated to Sect ion 52 
m ust  be accounted for by the appropriate object  code. Do not  place these am ounts in 
the Other Expenses colum n .  Only costs in excess of federal revenue approved in the 
I DEA grant  applicat ion m ay be included on page 3. The total claim ed on the DS-4044 
Federal Final Cost  Report  and the Sect ion 52 page of the SE-4096 cannot  exceed the 
approved I DEA budget . Expenditures in excess of the grant  aw ard under Transit ion 
Services are ineligible to be reported on page 3  of the SE- 4 0 9 6 .  
 
I f a dist r ict ’s account ing records show less expenditures for an I DEA Flowthrough project  
than the funding received, exam ine the Sect ion 52 expenditures carefully to determ ine if 
any of these Sect ion 52 expenditures can legit imately be reallocated to the grant  consistent  
with the approved grant  applicat ion. I f not , local dist r icts must  return the excess federal 
funds to the interm ediate school dist r ict . I ntermediate dist r icts m ust  return excess funds to 
the state. 
 
Explanat ion of Expenditures on Line 3. Please list  the source and am ount  of funds shown on 
line 3. Sources m ay be I DEA grants, Sect ion 51a(6) , or direct  funded federal projects. 
 
Line 4. Enter here the total allowable expenditures for special educat ion. This is the total of 
lines 1e, 2e, and 3 and m ust  be reconcilable to your account ing records. 
 
 
 

Detailed I nst ruct ions for  Form  SE- 4 0 9 6 , Page 3  
 
1.  Enter the nam e of the dist r ict  and the five digit  dist r ict  code for your dist r ict  on the 

worksheet . 
 
2.  Make ext ra copies of the form  for worksheets as needed. Check the funding source. You 

w ill need to com plete a separate page 3  for  Sect ion 5 2  and Sect ion 5 3 a 
expenditures. 

 
3.  I nclude all eligible special educat ion expenditures not  reported elsewhere. Do not  

include any expenditures for  Sect ion 5 1 a( 6 )  or  federal grants ident ified on 
page 2 , line 3  on this page . 

 
4.  Column 1/ Professionals. Enter the number of full t ime equivalency (FTE)  special 

educat ion approved professional personnel hired by the dist r ict . The FTE posit ions should  
be reported to the nearest  tenth  (0.0) . I f  no personnel are reported, but  there are 
costs, at tach an explanat ion .   Local dist r icts, public school academ ies and 
intermediate school dist r icts who cont ract  with a third party ent ity for staff other than 
subst itute teachers or aides m ust  also complete this column. 
 

5.  Colum n 2/ Aides. Enter the FTE aides that  qualify for reim bursem ent  and for whom 
salar ies are included in the salaries column.  Aides qualify for reimbursement  for the to 
the extent  they spend t ime working in special educat ion. 
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Do not  include the FTEs for program assistants, interpreters, or secretaries in the aides 
colum n. The salar ies for program  assistants and interpreters are reimbursable to the 
extent  that  they spend t im e working in special educat ion.  Secretaries are required to 
work their full employment  with the dist r ict  in special educat ion to be reported for 
reim bursem ent . However, they are not  considered aides and the FTEs are not  to be 
listed in this column. 
 
Health care aides serving an occupat ional therapist , physical therapist  or school nurse 
should be reported on line 17, funct ion 213. All other aides must  be reported by 
program  assignm ent  (classroom )  of the pupil to the nearest  tenth (0.0) . 
 
Please note for aides with a split  assignm ent  that  a Personnel Act ivity Report  (PAR)  m ust  
be com pleted.  Such PARs are subject  to review by the Office of Special Educat ion.  
Refer to ht tp: / / m ichigan.gov/ documents/ mde/ Funding_Spec_Ed_Paras_381692_7.pdf 
 

6.  Colum ns 3 through 9/ Expenses. Enter the cost  inform at ion on the appropriate funct ion 
lines and in the appropriate object  code column–salaries, benefits, purchased services-
staff, purchased services-non staff, supplies and materials, etc. 
 
The salar ies colum n (colum n 3)  does not  include costs for severance or term inat ion 
payments or other special payments under object  code 17xx.  Such paym ents are not  
costs necessary for the provision of special educat ion programs and services. 
 
The benefits column (column 4)  only includes those employee benefits in the 2100 
series–insurances, 2800 series–m andatory coverages and those under 2920 ( refer to 
Allowable Cost  Guide for State Aid and I DEA Part  B, Sect ion 611) . Tuit ion 
reim bursem ent  is NOT an allowable benefit  for reimbursem ent . 
 
Purchased services-staff is for the 2012-13 year (colum n 5)  only includes costs for staff 
cont racted from  a third party ent ity.  A third party ent ity is NOT another Michigan public 
school dist r ict , public school academ y or intermediate dist r ict .  Costs in this column are 
coded under object  codes 31xx.  (See page one of the inst ruct ions.)  
 
Purchased services non-staff (column 6)  is for all other allowable expenditures coded 
under object  codes 3xxx-4xxx.  Refer to the Allowable Cost  Guide for State Aid and I DEA 
Part  B, Sect ion 611. 
 
Capital Out lay (column 8)  cont inues to be for inst ruct ional items only with a single 
purchase price of $1,000 or m ore. Classroom  capital out lay purchases are reported on 
line 16. Purchases for support  personnel are reported on line 37. A list  detailing all 
capital out lay expenditures m ust  be at tached to the report . 
 
Other Expenditures (colum n 9)  includes ONLY costs for dues and fees to professional 
organizat ions, as well as, the costs for cr im inal background checks on inst ruct ional staff.  
 
Tuit ion paym ents, service billings and contracted services betw een school 
dist r icts are not  a llow able costs. Billings betw een dist r icts for it inerant  staff 
costs are not  a llow able costs. The operat ing dist r ict  w ill cla im  state specia l 
educat ion categorical a id and deduct  it  from  the cost  before billing the 
contract ing dist r ict . 
 

7.  Column 10/ TOTAL. Enter the line totals of columns. 
 
8.  Line 15. Enter the special educat ion costs for program s approved by the Departm ent  

and operated on the grounds of a juvenile detent ion facilit y or child caring inst itut ion 
funded under Sect ion 24 of the State School Aid Act . The amount  on this line must  agree 
with the total Sect ion 52 cost  reported and approved on the SE-4824 form  for Sect ion 
52 and the total Sect ion 53a cost  reported and approved on the SE-4824 form  for 
Sect ion 53a. 

 
9.  Line 16. Enter subtotals for all columns for inst ruct ional services ( lines 1-15) . Enter 

capital out lay purchases used in classrooms on this line. This total for capital out lay will 
be carr ied forward to line 41. 
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10.  Line 37. Enter subtotals for all columns for inst ruct ional and non- inst ruct ional support  
services ( lines 17-36) . Enter capital out lay purchases used by support  staff on this line. 
This total for capital out lay will be carr ied forward to line 41. 

 
11.  Line 38. Subtotal of line 16 plus line 37 m inus capital out lay totals. 
 

12.  Line 39/ I ndirect  Costs. Enter the state assigned special educat ion indirect  cost  rate. 
Mult iply the approved rate t im es the total direct  costs on line 38 and enter the product  
on this line in column 9 and column 10. I f  the specia l educat ion indirect  rate is not  
know n, contact  your interm ediate school dist r ict , or  refer  to the MDE State Aid 
and School Finance w ebsite .  ht tp: / / www.m ichigan.gov/ mde/ 0,1607,7-140-
6530_6605-118785- - ,00.htm l.  I ndirect  cost  rates are your dist r ict ’s rate or 15 percent , 
whichever is less. 

 
13.  Line 40/ Board of Educat ion/ Adjustments. Enter allowable costs related to special 

educat ion hearings other than school at torney fees. This line will also be used by the 
Office of Special Educat ion to m ake any necessary adjustments to the report  and is used 
to report  funds t ransferred to MRS as described on page 2 of the inst ruct ions.  This line 
is also used to report  unem ploym ent  costs to the extent  the individual was em ployed in 
special educat ion. 
 

14.  Line 41/ Capital Out lay. Enter the total am ount  from line 16 plus line 37. This amount  
includes only single pieces of equipment  cost ing $1,000 or more. I t  is lim ited to items 
used solely for inst ruct ion of special educat ion pupils. Equipment  purchased for use of 
individual pupil inst ruct ion or to provide access to educat ion (wheelchairs, group hearing 
devices, etc.)  may also be included.  Refer to the Allowable Cost  Guide for State Aid and 
I DEA Part  B, Sect ion 619. 
 
I tems, such as desks and movie projectors, are considered standard equipment  for 
regular educat ion classrooms and are not  reimbursable. 
 
An item ized list  of equipm ent  cla im ed on this line m ust  accom pany the SE-
4 0 9 6 . The list  must  ident ify the item , cost , and the purpose or use if not  obvious. 
 

15.  Line 42/ Direct  Operat ion and Maintenance. This is lim ited to programs that  are in 
separate facilit ies used solely for special educat ion pupils. Dist r icts with an indirect  rate 
of 15 percent  or m ore do not  qualify. To be considered for reimbursem ent , a schedule 
detailing the costs upon which the direct  operat ion and maintenance is being calculated 
must  be included with the SE-4096. This consists of those act ivit ies concerned with 
keeping the physical plant  open, com fortable and safe for use, and keeping the grounds, 
buildings and equipment  in an effect ive working condit ion and state of repair. This 
includes act ivit ies of maintaining safety in buildings, on the grounds, and in the vicinity 
of schools. All ut ilit y expenditures such as elect r icity, heat ing (metered or bulk supply) , 
water and sewage waste and t rash disposal, and telephone charges are also included 
under this funct ion. Building security is included under this funct ion. More informat ion, 
including an example, is available upon request  from  the Office of Special Educat ion. 

 
Enter the amount  of direct  operat ion and m aintenance costs eligible to be charged. The 
combined total of the indirect  cost  and the direct  operat ion and maintenance costs 
cannot  exceed 15 percent  of dist r ict  program  costs. At tach worksheets showing details 
of the calculat ions. 

 
16.  Line 43/ Pupil Transportat ion. ( Sect ion 5 3 a only)  See page 9 of the inst ruct ions. 
 

17.  Line 44/ Tuit ion MSD. ( INTERMEDI ATE SCHOOL DI STRICT ONLY)   Enter the total 
prelim inary tuit ion for  pupils at tending the Michigan School for  the Deaf. The 
Departm ent  w ill adjust  this figure w hen the final tuit ion billings are com plete in 
October . 
 

18.  Line 45/ Subtotal. Enter the subtotal for lines 39 through 44. 
 

19.  Line 46/ Total Cost . Add line 38 to line 45 and put  the total here. 
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Detailed I nst ruct ions for  Sect ion 5 3 a Reim bursem ent  
 
Pupil Eligibilit y – only com plete this sect ion if:  
 
1.  Sect ion 53a pupils were reported on the special educat ion page of the “2012-13 Pupil 

Mem bership Count ,”  form  DS-4061 for the October 2012 count  ( do not  com plete for  
pupils counted as Sect ion 5 3 a on the February 2 0 1 3  count  date) ;  or 

 
2.  Sect ion 53a Transportat ion costs were reported on the “Transportat ion Expenditure 

Report ,”  form  SE-4094;  or 
 
3.  The Departm ent  has provided writ ten approval to charge a unique cost  for a ward of the 

state. A copy of the approval m ust  accom pany the SE-4096. 
 
 
Eligible Costs 
 
1.  The number of pupils enrolled on the October pupil count  (DS-4061)  will be the basis for 

calculat ing Sect ion 53a program costs. 
 
2. As indicated in Sect ion 53a(2)  of the State School Aid Act , “only those costs that  are 

clear ly and direct ly at t r ibutable to educat ional programs for pupils described in 
subsect ion (1) , and that  would not  have been incurred if the pupils were not  being 
educated in the dist r ict  or intermediate dist r ict , shall be reimbursed under this sect ion.”  
Adm inist rat ive costs related to operat ing the program  including costs related to directors 
of special educat ion, special educat ion supervisors, special educat ion building principals, 
secretarial support  for special educat ion personnel, t ransportat ion supervisors and 
cler ical staff, cost  of operat ing the bus garage and other adm inist rat ive costs norm ally 
incurred by the dist r ict  are not  chargeable to Sect ion 53a. Program  costs that  are 
reim bursed by federal funds are not  to be charged to Sect ion 5 3 a . 

 
3. Reim bursem ent  for classroom  program s and support ive services will be calculated based 

on the proport ion of Sect ion 53a pupils enrolled in the program or service, based on the 
number of pupils and costs for the total program. This is not  calculated on a single 
classroom basis. 

 
For example, a dist r ict  operat ing an emot ional impairm ent  program 
has one Sect ion 53a pupil out  of a total of 10 enrolled in the program. 
I n this case, 90 percent  of the cost  will be at t r ibuted to Sect ion 52 and 
10 percent  to Sect ion 53a. The program  cost  is $40,000. Ninety 
percent  or $36,000 is reported as a Sect ion 52 program  cost  for 
emot ional impairment  and the remaining $4,000 is reported as a 
Sect ion 53a emot ional impairment  program cost . 

 
The dist r ict ’s one Sect ion 53a emot ional impairment  pupil also receives speech. The 
dist r ict  provided speech and language services to 100 pupils. Therefore, the dist r ict  m ay 
bill 1 percent  of the speech program  cost  to Sect ion 53a and the other 99 percent  to 
Sect ion 52. 
 

4.  Costs unique to services for Sect ion 53a pupils m ay be added to the proport ion of costs 
billed to Sect ion 53a provided there is a detailed explanat ion of the costs and the dist r ict  
has writ ten prior approval from  the Department . These include the costs of a special 
communicat ive device for pupils or for capital out lay equipment  that  is used totally by 
the Sect ion 53a pupil and is not  available to other pupils in the dist r ict . Capital out lay 
costs for items which are used by the total program  cannot  be prorated to Sect ion 53a 
since these costs are not  unique to program m ing for court  or state agency placed pupils. 
Direct  cost  for aides assigned to Sect ion 53a pupils, as well as, adm inist rat ive and 
consultat ive staff assigned to inst itut ions and nursing homes require writ ten prior 
approval to be charged to Sect ion 53a. 
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Sect ion 53a Transportat ion 
 
Only costs associated with Sect ion 53a pupils receiving “specialized t ransportat ion services”  
qualify. Specialized t ransportat ion services m eans t ransportat ion services provided in 
vehicles for the exclusive use of special educat ion pupils (R388.371) . 
 
1.  To claim  t ransportat ion costs under Sect ion 53a, the dist r ict  m ust  send the inform at ion 

listed below to the Department  with the Actual Cost  Report  (SE-4096) :  
  

•  the names of the Sect ion 53a pupils receiv ing specialized 
t ransportat ion services as of the t ransportat ion count  week in October 
of 2012;  

•  the bus num ber from  the bus inventory that  each of the above pupils 
r ides on during the count  week;  

•  a copy of the SE-4094, Transportat ion Expenditure Report , to verify 
the amount  claimed. 

 
2.  Place the amount  reported on the SE-4094, column 6, Special Educat ion-Sect ion 53a 

Total Expenditures, on line 43, columns 9 and 10. This amount  will be the dist r ict ’s 
reim bursable cost  for Sect ion 53a Transportat ion. 

 
 
 

Detailed I nst ruct ions for  Form  SE- 4 0 9 6 , Page 4  
 
1.  Only dist r icts who employed it inerant  staff t ransferred from  another dist r ict  need 

com plete this page. 
 
2.  Enter the nam e of the dist r ict  and the five digit  dist r ict  code for your dist r ict  on the 

worksheet . Enter the nam e of the dist r ict  who employed the corresponding personnel in  
2003-04. Make ext ra copies of this page as needed. You will need to complete a 
separate page 4 for each dist r ict  from which the it inerant  staff came from. 

 
3.  I nclude all eligible special educat ion expenditures related to the it inerant  staff. Do not  

include any expenditures for Sect ion 51a(6)  or federal grants ident ified on page 2,  
line 3. 

 
4.  Column 1/ Professionals. Enter the number of full t ime equivalency (FTE)  special 

educat ion approved personnel hired by the dist r ict  who had been employed in another 
dist r ict  in 2003-04. The FTE posit ions should be reported to the nearest  tenth (0.0) . 
 

5.  Colum n 2/ Aides. Enter the FTE aides that  qualify for reim bursem ent  and for whom 
salar ies are included in the salaries column.  Aides qualify for reimbursement  for the to 
the extent  they spend t ime working in special educat ion. 

 
Do not  include the FTEs for program assistants or interpreters in the aides colum n. The 
salar ies for program assistants and interpreters are reimbursable to the extent  that  they 
spend t ime working in special educat ion.  However, they are not  considered aides and 
the FTEs are not  to be listed in this colum n. 
 
Health care aides serving an occupat ional therapist , physical therapist  or school nurse 
should be reported on line 17, funct ion 213. All other aides must  be reported by 
program  assignm ent  (classroom )  of the pupil to the nearest  tenth (0.0) . 
 
Please note for aides with a split  assignm ent  that  a Personnel Act ivity Report  (PAR)  m ust  
be com pleted.  Such PARs are subject  to review by the Office of Special Educat ion.  
Refer to ht tp: / / m ichigan.gov/ documents/ mde/ Funding_Spec_Ed_Paras_381692_7.pdf 

 
6.  The State School Aid Act  rest r icts reimbursem ent  to aides who work their full 

employment  with the dist r ict  in special educat ion. Enter the FTE for the aides that  
qualify for reimbursem ent  and for whom salaries are included in the salar ies column. 
Health care aides serving an occupat ional therapist , physical therapist  or school nurse 
should be reported on line 1, funct ion 213. 
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7.  Colum ns 3 through 9/ Expenses. Enter the cost  inform at ion on the appropriate funct ion 
lines and in the appropriate object  code column-salaries, benefits, purchased services-
staff, purchased services-non staff, supplies, materials, etc. 

 
The salar ies colum n (colum n 3)  does not  include costs for severance or term inat ion 
payments or other special payments under object  code 17xx.  Such paym ents are not  
costs necessary for the provision of special educat ion programs and services. 
 
The benefits column (column 4)  only includes those employee benefits in the 2100 
series- insurances, 2800 series-m andatory coverages and those under 2920 ( refer to the 
Allowable Cost  Guide for State Aid and I DEA Part  B, Sect ion 619) .  Note tuit ion 
reim bursem ent  for staff is not  a reimbursable expense. 
 
Purchased services-staff for the 2012-13 year (colum n 5)  only includes costs for staff 
cont racted from  a third party ent ity.  A third party ent ity is NOT another Michigan public 
school dist r ict , public school academ y or intermediate dist r ict .  Costs in this column are 
coded under object  codes 31xx.  (See page one of the inst ruct ions.)  
 
Purchased services non-staff (column 6)  is for all other allowable expenditures coded 
under object  codes 3xxx-4xxx.  Refer to the Allowable Cost  Guide for State Aid and I DEA 
Part  B, Sect ion 619. 
 
Other Expenditures (colum n 9)  includes ONLY costs for dues and fees to professional 
organizat ions, as well as, the costs for cr im inal background checks on staff. 

 
8.  Column 10/ TOTAL. Enter the line totals of columns. 
 
8. Line 18/ Total I t inerant  Staff Cost . The sum  of page 4, line 18, column 10 is carr ied over 

and placed on line 1b or 2b as appropriate. You may need to sum more than one  
page 4. 

 
 

 
 
 

 


