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SAMPLE MEMORANDUM 

 
TO:  All Non-teaching Professional Staff 

 

FROM: ________________________________________, BEDS Coordinator 

 

SUBJECT: Non-teaching Professional Staff Forms Completion, Basic Educational Data System – 

  2014-2015 

 

 

On ___________, October ________________, 2014 Information Day for non-teaching professional 

staff for the 2014-15 Basic Educational Data System will be held in this school district. 

 

 Those of you who are continuing staff members of the district will be asked to supply current 

salary and assignment data as well as verify some of the information submitted to the State Education 

Department last fall.  You should have a form with information preprinted in boxes above each of the 

response areas with the exception of “Current Annual Salary” on side 1.  This is the information you 

reported for these items last year.  You do not need to make any entries in these items unless the 

information is incorrect or asterisks appear in the box.  Please note that “Educational Experience” has 

been updated automatically to include the current year.   

 

Those of you who are new to the district this year will have to complete a form in its entirety.  

Preprinted mark-sense forms for persons who are no longer employed in this district must be discarded.  

Under no circumstances should these forms be used as “extra” forms for new personnel.  Additional 

forms can be obtained by completing the “Additional Forms Request” at our website and either 

faxing it to (518) 474-4351 or e-mailing it to dataquest@mail.nysed.gov. 

 

 In general, a completion session will be held in each school for nonteaching professional staff 

members.  Necessary forms and detailed item instructions will be provided to you at these sessions.  

You will be notified of the exact time and place of the session you should attend in your school. 

 

 Among the items of information which all non-teaching personnel will be asked to verify or 

enter on the form are the following: 

 

 (1) Last 4 digits of the Social Security Number 

 

 (2) Years of experience (counting the current year as a full year) 

   

a. in this district 

b. total years of educational experience (including nonpublic) 
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  (3) Current annual salary (not including extra pay for extra service) 

 

(4) The number of pupils with whom you have regular, direct contact in the performance 

of your assignment(s) 

 

(5) Years of experience in each assignment area (i.e., principal, guidance counselor) 

 

(6) The percent of your total time in this district spent in each assignment (for persons with 

 multiple assignments) 

             

There are some additional items on the nonteaching staff forms which do not require advance 

notification (i.e., name, date of birth, etc.). 

 

            Please bring a sharpened number 2 pencil (with eraser) to the session. 


