To:

THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT

HEOP Project Directors ) - HEOP — ADM 02-04
J ' évé}i/M

From: Barbara J. Leqﬁggrd%)x
Date: February 28, 2003 °

Information

L.

2003-04 Budget Activities

Thank you for the excellent start made via the F ebruary 11" Student Day in Albany to
inform your legislators of HEOP student and institution needs ~ in regard to HEOP, to TAP,

and to Bundy!

The articles that have been and will be written, the local office visits that are underway, the
e-mails, letters and faxes being sent will all help to make your voices heard!

I'look forward to seeing you in Albany for:
- Higher Education Day — March 11
- HEOP Director’s Meeting — April 14-15

Remember, HEOP is in the Governor’s Budget, albeit for 50% of what was allocated for
2002-03. You are in the second year of a three-year contract. Thus, all currently funded
projects that reapply for funding will get an allocation.

Administrative Training Workshop (ATW)

The 2002-03 HEOP ATW is scheduled for March 19-21 at the Comfort Inn in Albany.
Letters of invitation have been sent to those individuals that we hope to have in attendance.
Registration forms and payments are due March 1 Please contact Doris Waiters at (518)
474-5313, or dwaiters@mail.nysed.gov if you have questions or need further information
regarding ATW.

SED-HEOP Procedures

As a service, in connection with your 2002-03 HEOP Final Report, we will again review
and clear the Roster pages, Page 2 and Page 3 of your Final Report in advance of the
submission of the rest of the report. These pages are where most of the problems with the
Final Report originate; thus, it will help you and us to have them reviewed prior to finalizing
the remainder of the report. It will also allow SED — HEOP to determine whether we can
fully fund your overenrollment for this year.



To take advantage of this service, please send a message to your liaison; Ann Marie Jann
(ajann@mail.nysed.gov) or Doris Waiters (dwaiters@mail.nysed.gov), that your pages are
ready for review on the Mercado Electronic Reporting System (MERS), or you may send a
hard copy of these pages to;

New York State Education Department

Collegiate & Professional Development Programs Unit-HEOP
Room 1071 EBA

Albany, NY 12234

We will review and “clear” these pages and return them to you. These “cleared” pages are
considered finalized (sometimes corrected-pagesl, 2 and 3) and should be resubmitted as
part of your complete 2002-03 HEOP Final Report. Columns 7 and 8 of the Roster pages
and Columns 7, 8 and 9 on Page 3 will need to be filled in as appropriate at the end of the

Spring 2003 term.

For MERS users we encourage you to make use of the comments section at the end of the
Roster to share information that may alleviate further questions about your program.

Enclosed is a checklist of Common Errors found on Early Final Rosters. Please review your
rosters for potential problems prior to submission.

I thank you in advance for your participation in this service.

MERS Training

Please contact your MERS Regional Liaison if you are having any difficulty working with
the MERS or if you need initial training to begin using MERS. We hope to have everyone
using the system for the 2002-03 Final Report. The MERS Regional Liaisons are:

Long Island — Frank Rodriguez
Phone: (516) 686-7574, or 7575
Email: frodrigu@iris. NYIT.edu

New York City — Lisa Medina
Phone: (212) 636-6238
Email: emedina@fordham.edu

Westchester/Rockland - Linda Alexander
Phone: (845) 358-1710 x560

Email: alexandl@nvack.edu

Mid Hudson - Rosana Reyes
Phone: (845) 569-3245

Email: reyes@msme.edu




Albany - Carol Sandoval
(518) 783-2335
Email: Sandoval@siena.edu

Syracuse - Louise Peckingham
(315) 859-4399
Email: Ipecking@hamilton.edu

Rochester - Connie Genduso
(585) 385-8036
Email: genduso@sifc.edu

Buffalo - Melissa Erne
Phone: (716) 375-2402

Email: merne@sbu.edu

Dates to Remember

February 28 — 2003-04 Reapplication for HEOP Funding Due
March 4 - STEP/ CSTEP Advocacy Day

March 11 - Higher Education Day, Albany

March 19-21 - HEOP/ ATW; Comfort Inn, Albany

March 30-April 1-  Tri-State Association of Opportunity Programs Conference;
Atlantic City, New Jersey.

April 14-15 - HEOP Director’s Meeting; Comfort Inn, Albany
April 15 - Early Final Rosters Due
June 15 - Last Day for 2002-03 Budget Transfer Requests

June 30 - 2002-03 Final Report Due



EARLY FINAL ROSTERS
COMMON ERRORS

Failure to carry over any corrections that were made from the October 15 Report. For
example, deletions, additions, change in date of entry, correction to social security
number, etc. not being carried over to the Final Report.

Omission of the "X" in Column 7 or column $ on the sumer and fall rosters. Any
graduates or attrites at the end of the spring semester should be noted in Column 7 or 8
when the Final Rosters are returned with the Final Report.

Failure to submit Table 2 and/or Table 3.

Reusing the roster pages from the October Report instead of preparing original roster
pages for the Final Report.

Omission of one or more of the required semester rosters. Please take the time to review
each roster page and make sure that all of the required material has been submitted.

It is important to note that if there is a disagreement regarding the FTE or headcount that
SED has calculated, the Director should contact SED immediately. Do not assume that

SED is correct ; call your Liaison.

It has now been proven that early submission of the Final Report roster pages and Tables
2 and 3 benefit both SED and your HEOP program. Please keep this reminder of
"common errors" handy and call HEOP-SED if you have any questions. Thank you.



THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT

To: HEOP Directors HEOP/ ADM - 02-03
From: Barbara Leonard /"
AN
Date: January 2, 2003~
Re: Information
1. Happy New Year!
2. 2001-02 HEOP Annual Report — one copy of the report is enclosed for your use. A copy is

being sent to your President under separate cover from Stanley S. Hansen, Jr. Executive
Coordinator of the Office of K-16 Initiatives and Access Programs. The 2001-02 program
year was extremely successful for our students and our programs. Your, your staff and
students should take pride in your achievements.

Please see the attached “Short Summary of HEOP Income Eligibility Criteria”, which has
been updated to include the newly approved criteria for 2003-04, 2004-05 and 2005-06.

Dates to Remember

February 3-4 - NYS Legislative Forum, Marriott Hotel — Albany, NY

February 11 - HEOP PO and clcu Lobby Day — Albany, NY

March 19-21 - HEOP ATW - Comfort Inn Airport — Albany, NY

March 30-April 1 —Tri-State Opportunity Program Consortium Conference — Atlantic City, NJ
May 15 - Early HEOP Final Rosters due




F054

Short Summary of HEOP Income Eligibility Criteria

No. of
Dependents 1975-77 1977-80 1980-81 1981-83 1983-84 1984-86 1986-87 1987-88
1 $4,160 $4,780 $6,032 $6,448 $7,000 $7,000 $7,600 $7,600
2 5,528 5,920 7,079 7,849 9,100 9,200 10,000 10,100
3 7,046 7,540 8,125 9,250 11,200 11,500 12,400 12,600
4 8,455 9,050 10,125 11,500 14,000 14,200 15,100 15,400
5 9,756 10,440 12,125 13,750 16,500 16,700 17,900 18,400
6 10,948 11,710 14,125 16,000 19,100 19,400 21,100 21,600
7 12,032 12,870 15,625 18,000 21,700 22,000 23,600 24,100
8 13,008 13,920 17,375 19,750 24,000 24,200 26,100 26,600
9 13,875 14,850 18,875 21,500 26,000 26,700 28,600 29,400
10 14,634 15,660 20,375 23,250 28,000 28,700 31,100 31,900
11 15,293 16,350 21,8751 25,0002 30,0003 30,7004 33,6005 34,4006
Add $1000 for | Add $1000 for two Add $1500 for two | Add $1500 for two | Add $2000 for two | Add $2000 for two | Add $2500 for | Add $2500 for
two workers or | workers or one worker workers or one workers or one workers or one workers or one two workers or | two workers or
one worker Sole | Sole support of a one | worker Sole worker Sole worker Sole support | worker Sole support | one worker Sole |one worker Sole
support of a one | parent family or each support of a one support of a one of a one parent of a one parent support of a one | support of a one
parent family. | additional member of parent family. parent family. family. family. parent family. parent family.
the household attend-
ing college on at least
a half-time basis in the
previous year.

1 Add $1,500 for each family member in excess of 11.
2 Add $1,750 for each family member in excess of 11.
3 Add $2,000 for each family member in excess of 11.
4 Add $2,000 for each family member in excess of 11.
5 Add $2,500 for each family member in excess of 11.
6 Add $2,500 for each family member in excess of 1 1.




No. of
Dendens | 198889 1989-90 1990-91 1991-92 1992-93 1993-94 1994-95 1995-96
1 $7,880 $8,300 $8,630 $8,630 $8,850 $9.450 $ 9,900 $ 9,900
2 12,800 13,690 14,240 14,240 14,800 15,450 16,200 16,200
3 14,865 15,185 15,865 15,865 16,900 17,750 18,650 18,650
4 18,180 18,880 19,700 19,700 21,050 22,100 23,200 23,200
5 21,535 22,370 23,335 23,335 24,900 26,150 27,500 27,500
6 25,300 26,290 27,430 27,430 29,300 30,750 32,300 32,300
7 28,135 29,240 30,495 30,495 32,600 34,200 35,950 35,950
8 30,360 32,165 33,520 33,520 35,930 37,650 39,600 39,600
9 33,785 35,090 36,545 36,545 39,260 41,100 43,250 43,250
10 36,610 38,015 39,570 39,570 42,590 44,550 46,900 46,900
1 39,4357 40,9408 42,5959 42,5959 45,92010 48,000 50,55012 50,55013
Add $2500 for | Add $2500 for two Add $2500 for two | Add $2500 for two | Add $2500 for two | Add $2500 for two Add $2500 for | Add $2500 for
two workers or | workers or one worker | workers or one workers or one workers or one workers or one two workers or | two workers or
one worker Sole | Sole support of a one | worker Sole worker Sole worker Sole support | worker Sole support |one worker Sole |one worker Sole
support of a one | parent family or each support of a one support of a one of a one parent of a one parent support of a one | support of a one
parent fantily.  |additional member of parent family. parent family. family. family. parent family. parent family.
the household attend-
ing college on at least
a half-time basis in the
previous year, N

7 Add $1,500 for each family member in excess of 11.

8 Add $1,750 for each family member in‘excess of 11.

9 Add $2,000 for each family member in excess of 11.
10 Add $3,330 for each family member in excess of 11,
11 Add $3,450 for each family member in excess of 11.

12 Add $3,650 for each family member in excess of | L.

13 Add $3,650 for each family member in excess of 1.




No. of
Depende 1996-97 1997-98 1698-99 1999-2000 2000-01 2001-02 2002-03 2003-04 2004-05 2005-06
nts .
1 $ 9,900 $ 9,900 $10,200 $10,750 $10,750 $10,750 $10,750 $13,300 $13,700 $14,100
2 16,200 16,200 16,600 17,000 17,600 18,100 18,100 18,400 18,950 19,600
3 18,650 18,650 18,950 19,500 20,150 20,800 20,800 21,100 21,700 22,350
4 23,200 23,200 23,600 24,300 25,100 25,900 25,900 26,200 26,950 27,800
5 27,500 27,500 27,950 28,750 29,700 30,700 30,700 31,000 31,900 32,850
6 32,300 32,300 32,850 33,800 34,980 36,000 36,000 36,350 37,450 38,550
7 35,950 35,950 36,650 37,600 38,850 40,150 40,150 40,450 41,650 42,900
8 39,600 39,600 40,350 41,400 42,750 44,200 44,200 44,550 45,850 47,250
9 43,250 43,250 44,050 45,200 46,650 48,250 48,250 48,650 50,050 51,600
10 46,900 46,900 47,750 49,000 50,550 52,300 52,300 52,750 54,250 55,950
11 50,550" 50,550 51,450 52,800 54,4507 56,350 56,350' 56,850" 58,450%° 60,3002
Add $2,500 for two | Add $2.500 for Add $2,700 for Add $2,700 for Add $2,700 for | Add $2,700 Add $2,700 Add $4,800 Add $4,800 Add $4,800
workers or one two workers or two workers or two workers or two workers or | for two for two for two for two for two
worker Sole one worker Sole one worker Sole one worker Sole one worker workers or workers or workers or workers or workers or
support of a one- support of a one- support of a one- | support of a one- | Sole support of | one worker one worker one worker one worker one worker
parent family parent family. parent family. parent family. a one-parent Sole support Sole support Sole support | Sole support | Sole support
family. of a one- of a one- of a one- of a one- of a one-
parent family. | parent family. parent parent parent
family. Add | family. Add family. Add
$1,800 fora | $1,800 fora $1,800 for a
household household household
supported supported supported
Solely by Solely by Solely by
on¢ member | one member | one member
working two | working two working two
or more jobs | or more jobs | or more jobs
at the same at the same at the same
time. time. time. B

" Add $3,650 for each family member in-excess of 11.
" Add $3,650 for each family member in excess of 11.
' Add $3,700 for each family member in excess of 11.
' Add $3,800 for each family member in excess of 11,
'7 Add $3,900 for each family member in excess of 11.
'* Add $4,050 for each family member in excess of 11.
'* Add $4,050 for each family member in excess of 11.
' Add $4,100 for each family member in excess of 11,
20 Add $4,200 for each family member in excess of 11.
' Add $4,350 for each family member in excess of 11.




THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT
To: HEOP Project Directors HEOP/ ADM 02-02
From: Barbara Leonard
Date: December 9, 2002

Re: Information

"This note brings with it the very best of holiday wish;és for you, ygnr staff, students and
families from the SED — HEOP Staff!

giﬁ‘(\ . {jizjf - ; o o j zg/i&ﬂ“é
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1. Tri-State Consortium Conference ‘

March 30 -~ April 1, 2003 are the dates for the seventh biennial Tri-State Conference. It will
be held at the Sheraton Convention Center Hotel in Atlantic City, New J ersey. We
encourage you to come join your colleagues from Pennsylvania, New Jersey and New York .
There is much to learn, much to share and much to enjoy!

2. HEOP Administrative Training Workshop (ATW)
We will be holding a 2002-03 ATW on March 19-21, 2003. This training will be held at the
Comfort Inn — Airport in Albany.In early January we will be issuing letters of invitation to
those we have identified to participate in this year’s training. If you wish to nominate
someone at your institution, please contact your liaison prior to January 6'.

3. Mercado Electronic Reporting System (MERS)
We are encouraged by the growing number of institutions utilizing MERS for HEOP
reporting purposes. If you are not already a participant, please contact your MERS Regional
Liaison (see attached list).

We also want to remind those of you who are using MERS that there are features that make
the report process even easier — don’t forget to use; the comment boxes and the data
consistency checks!

4. Second Payment Vouchers
If you have not already submitted a “State Aid Voucher” for your second 2002-03 HEOP
payment, please do so NOW! Send this voucher to us:
New York State Education Department
99 Washington Avenue
Room 1071 EBA — HEOP
Albany, NY 12234

5. December 15 Last Day for Summer Transfers
Just a reminder that if you have any unspent Summer 2002 HEOP funds, December 15 is the

last day to request to transfer these funds into your 2002-03 Academic Year Budget!

6. Outstanding Budgets, Reports, State Legislative Grants (SLG)
Another reminder that if you have not yet submitted your 2002-03 budget, your October 15
Report, corrections requested for your 2001-02 Final Report, or your 2001-03 SLG (you
know who you are), you are running a risk of not getting funds to reimburse your institution
for the expenses they have been covering! Please submit these documents TODAY!




MERS Coordinators:

Alicia Holmes
Peggy Davis

New York University
(212) 998-5670

MERS Regional Representatives

New York City -

Mid Hudson/ Westchester -

Albany -

Syracuse -

Rochester -

Buffalo -

Long Island -

Lisa Medina
Fordham University — Lincoln Center
(212) 636-6238

Roseana Reyes
Mount St. Mary College
(845) 569-3245

Gloria Taylor — Neal
Union College
(518) 388-6115

Louise Peckingham
Hamilton College
(315) 859-4399

Connie Genduso
St. John Fisher College
(585) 385-8036

Melissa Erne
St. Bonaventure University
(716) 375-2402

Frank Rodriguez
New York Institute of Technology/Old Westbury
(516) 686-7574



Tri-State
Consortium

Opportunity Programs in
Higher Education

Board of Directors
Glenn B. Lang - President

New Jersey Commission on Higher Education

Aida Ceara — Ist Vice President

Millersville University of Pennsylvania

Robert D. James — 2nd Vice President
State University of New York

Karl H. Lewis — Treasurer
University of Pittsburgh

Martha J. Bell, Corresponding Secretary
Brooklyn College

Ayo Sanyika - Recording Secretary
Lincoln University

Juana Lewis. President Emeritus
Middlesex County College

Ginia J. Anderson
Cornell University

Beverly Berry Baker
Kean College

Audrey Bennerson

New Jersey Commission on Higher Education

Michael Brown

Montclair State University
Henry J. Durand

SUNY at Buffalo
Christine Johnson

Hamilton College
John Krebs

Moore College of Art & Design
Barbara Leonard

New York State Education Department

Eddie Mannning

Rutgers University
Marguerite McDonald

Harrisburgh Area Community College
Robert Perry

St. Peters College
Maria Rodriguez

Mercer County Community College
Ruth Ross

Community College of Philadelphia
Neal Simpson

East Stroudsburg University
Michelle Softley

Passaic County Community College
Dolores Straker

City University of New York
Cheryl Williams

York College
Irvin Wright

Bloomsburg University

20 West State Street
P.O. Box 542
Trenton, New Jersev 08625

November 8, 2002

Dear friends and colleagues:

I am pleased to invite you to the Tri-State Consortium’s seventh biennial
conference, March 30 — April 1, 2003 at the Sheraton Convention Center
Hotel in Atlantic City, New Jersey. This year’s conference theme is
“Crossing the Great divide: Fostering Educational Excellence.” While
we have made tremendous strides, much work remains to keep the doors
of post-secondary opportunity open. New Jersey, New York and
Pennsylvania are among the national leaders in providing post-secondary
educational opportunity to their citizens from low-income and
educationally disadvantaged backgrounds. However, there are many
pressures, educational, political, financial and cultural that continue to
limit the full reach and potential of our programs and those whom we
serve.

The past decade has brought into stark relief the vast chasm between the
opportunities and possibilities of those who have completed a
baccalaureate education and those who have not. Opportunity programs
in our states have an important role to play in the dialogue about the
future of post-secondary educational access and opportunity. I invite you
to join us to further the dialogue, to refine our strategies and skills and to
network with colleagues.

The conference planning executive committee includes, Honorary Chair,
Dr. Sang Jin Kim, (NJ EOF Board of Directors), Conference Chair,
Michelle Softley (NJ Board Member), Co-Chairs, Aida Ceara (Pa., Tri-
State First Vice President) and Dolores Straker (NY, Board Member),
Program Committee Chair, Penny McPherson-Bamnes (NJ), and Tri-
State Second Vice President Robert James. Please help support their
efforts. By now you should have received the Conference
Announcement and Call for Papers. Enclosed in this mailing you will
find information regarding hotel reservations and how to advertise in the
conference program. I encourage you to review the hotel information
closely and to complete your conference and hotel registrations early.
On behalf of the conference committee I also want to solicit your support
in taking out ads in the conference program. Your support helps the
organization to keep the conference registration costs reasonable while
helping to offer you a high quality program and facilities.

I'look forward to your support and seeing you at the conference!

Sincerely,

‘@ztat

Glenn B. Lang, Ed.D.
President, Tri-State Consortium
Executive Director, NJ EOF



SEVENTH BIENNIAL TRI-STATE CONSORTIUM CONFERENCE
MARCH 30 - APRIL 1, 2003
CONFERENCE REGISTRATION

The four-day conference registration fee includes conference materials, meals, and events from Sunday, March
30 - Tuesday, April 1, 2003. The following is the schedule of registration fees:

Early Registration (Received by December 15th ) v....ooooooooo $325.00
Regular Registration (Received December 16th - March 4th) ........... $350.00
Late Registration (Received March 5th - March 20th) e, $395.00
On Site RegISration ........coooevvuiuvieeciere oo $425.00
One Day (Sunday, March 30th) .............coooeumeoeoooeoooo $ 60.00
One Day (Monday, March 318t ) ......oooooveeeoeeoooooo $195.00
One Day (Tuesday, April 1st, includes banquet) ................ e, $205.00
Banquet Only ... $ 60.00
STUDENT REGISTRATION

Full Conference...........cooocrviimiiiiiieeeeeeeeeeeeeeeoeeeooooo $250.00
SUNAAY ONLY oo $ 50.00
Monday Only ..o e $ 90.00
Tuesday OnLYy ..........oooiiiiiiiii e $110.00

The registration fee, minus a $25 handling charge, will be refunded if a written request is made and postmarked no
later than March 21, 2003. A check that is returned unpaid by the bank for any reason will be charged $20.00.
No refund request will be honored after March 21, 2003.

TRI-STATE CONSORTIUM SEVENTH BIENNIAL CONFERENCE REGISTRATION FORM
(Please print or type. One name per form. Form may be duplicated.)

Dr. Prof. Dean Mr. Ms. Mrs.

Last Name First MI
Check if appropriate: Presenter __ Moderator ___ Tri-State Officer _ Committee Member L

Institution/Affiliation:

Address:

Street City State Zip
Telephone: Office ( ) Home ( )
FAX: ( ) E-mail

Please indicate any special needs regarding ___ access/accommodations and/or — diet (please specify).

Registration FFee: § Check # Purchase Order/Voucher No.

Make checks pavable to Tri-State Consortium. Mail with this Registration Form to:
Tri-State Consortium
c/o Mr. Robert James
State University of New York
State University Plaza
Albany, New York 12246
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Tri State Consortium of Opportunity
Programs in Higher Education

2003 Tri-State Biennial Conference
“Closing the Great Divide: Fostering Educational Excellence”
Souvenir Journal Contract

Advertisements will be black and white. Advertisers should send black and white camera- .
ready copy. Minimally, advertisers must submit a copy of their business logo and any text
that is to be typeset. Note: To guarantee a reserved space in the 2003 Tri-State Biennial
Program, your advertisement and payment made payable to the “Tri-State-Consortium”
must be received by December 13, 2002.

Please reserve space in the 2003 Tri-State Biennial Conference Program for my paid

advemsement as indicated below:

Page sizeis 8.5" x 11" with 8 .5" border - image 21ze 7.5" x 10"

Ful] page, image size 7.5" x 10" @ $500 =

Half page, image size 7.5" x 4 7/8" @$275 S

Quarter page, image size 3 9/16" x 4 7/8" @ $150 =

Business card, standard size 2" x 3 ¥2" @ $75 S
Full page (gold ink), image size 7.5" x 10" @ $700

fl

Full page (plaunumink)corporate @ $1,000 = __

Advertisement and payment are enclosed.

Instituion/Company Name

Address City State Zip
Contact Person )
Telephone No. () Best Time to Call

E-Mail Address

TRI-STATE CONSORTIUM
Mail copy of the contract, C/O ROBERT JAMES
payment and camara-ready STATE UNIVERSITY OF NEW YORK
ad to: SUNY PLAZA

ALBANY. NY 12246




Sheraton Atlantic City Convention Center Hotel

Welcomes

Tri-State Consortium of Opportunity Programs

March 29 - April 2, 2003

Please fill out the section below and return this entire form to the hotel to reserve your room

for the convention.

Name:
Address:
City: State ZIP
Phone: Home Work Fax
Date of Arrival: Date of Departure

Room Type ( Please check the type of room that you are requesting)
2 Dbl Beds@ $109.00 Smoking

King Size Bed @$109.00

Club Level @ $139.00 Non Smoking

METHOD OF PAYMENT:

Credit Card: AMX VISA  M/C DISC OTHER:

Number:

Expiration Date:

Check/Money Order: Amount Paid: Check#:
(We must receive the check or money order with this form in order to make your reservation)

Purchase Order:

*Please read the attached policy on Purchase Orders before checking the Purchase Order

box.

*This rate is subject to availability, based upon the amount of rooms contracted for the group. For
reservations made after the group cut- off date of 2/27/03, or the block is sold-out, the prevailing
hotel rate will be offered. Room type is on a request basis only. Applicable tax is 12% and a $1.00

tourism fee per night. This rate does not include any parking charges.

Cancellation must be done at least 48 hours prior to arrival (please obtain a cancellation number), if
not, a charge equal to one night’s stay will be placed against the credit card or deposit given.

Please mail this form to : Sheraton Atlantic City Convention Center Hotel

Two Miss America Way
Atlantic City, NJ 08401
Attn: Reservations Dept.
1-888-627-7212



Sheraton Atlantic City Convention Center Hotel
Two Miss America Way, Atlantic City, NJ 08401 609-344-35335

Purchase Orders, Vouchers, and Tax Exemption Policies
¢ PURCHASE ORDERS AND VOUCHERS ARE NOT ACCEPTED AS A FORM OF PAYMENT. They will not hold or

guarantee rooms, or substitute for pre-payment. Prepayment must be received 2 weeks before check-in or the
room will be released.

e WE WILL BE GLAD TO COMPLETE YOUR PURCHASE ORDER IF REQUIRED INTERNALLY BY YOUR COMPANY OR
AGENCY. It will be completed and returned within 10 days of receipt. Please send it to the Sheraton at least 2
months in advance to allow ample time for your Payables department to process prepayment prior to arrival.

e IF DIRECT BILLING IS REQUESTED, THERE IS A $1,500 MINIMUM AND CREDIT MUST BE APPROVED BY THE
SHERATON CONTROLLER. A Credit Application must be received at least 4 weeks prior to the event and will be
approved based on your history of payment within terms (30 days). Please call our Sales Department at 609-441-
2911 for an application.

e THERE IS NO EXEMPTION FROM THE $1 PER NIGHT ATLANTIC CITY TOURISM FEE ON HOTEL ROOM RENTALS.

TAX EXEMPTION PROCEDURES

*  Tax exemption in New Jersey is dependent on whether the payment is made directly by the exempt organization; the organization’s
intent to reimburse the individual does not make the transaction tax exempt.

»  Payment must be made by the organization’s check or a Federal Government “Smart-Pay” credit card with 0,6,7,8,9 as a sixth digit or
a credit card with the agency name PLUS a signed NJ Taxation form attesting that the card is paid directly by the tax
exempt entity. :

»  The Reservations Department must receive tax exempt documentation at least three weeks prior to check-in for rooms.

¢ The Sales Department must receive tax exempt documentation within three weeks of receiving the returned signed contract for
Catering and Convention events.

» IF TAX EXEMPT DOCUMENTATION IS NOT RECEIVED WITHIN THESE GUIDELINES, TAX WILL BE CHARGED

AND PAID TO THE STATE. YOU MAY APPLY DIRECTLY TO THE N. J. DIVISION OF TAXATION FOR A
REFUND.

EXEMPTION FROM NEW JERSEY SALES TAX AND ATLANTIC CITY LUXURY TAX

»  The State of New Jersey, and county, municipality, school districts or other subdivisions are exempt from both Sales and Luxury
Taxes. Payment must be made by the organization’s check or a credit card with the agency name PLUS a signed NJ Taxation
form attesting that the card is paid directly by the tax exempt entity.

*  The United States of America and any of its agencies or instrumentalities are exempt from both Sales and Luxury Taxes. Payment must
be made by the organization’s check or a Federal Government “Smart-Pay” credit card with 0,6,7,8,9 as a sixth digit.

. Agencies and organizations of states other than New Jersey are not exempt from either tax. These agencies and organizations may
contact the N. J. Division of Taxation to apply for New Jersey Sales Tax exemption (ST-5 form).

*  Diplomats and Native Americans are exempt from both Sales and Luxury Taxes. Proper documentation must be received.

* A Purchase order, Voucher, or N. J. State ST-4 must be provided as tax exempt documentation.

EXEMPTION FROM NEW JERSEY SALES TAX (ST-5)
s With N. J. tax immunity, a non-governmental organization may be exempt from New Jersey Sales Tax.
*  Payment must be made by the organization’s check or a credit card with the agency name PLUS a signed NJ Taxation form

attesting that the card is paid directly by the tax exempt entity.
* A New Jersey State ST-5 form must be provided as tax exempt documentation.
*  You are not exempt from Atlantic City Luxury Taxes. You will be assessed 3% tax on alcoholic beverages, and 9% tax on meeting and

sleeping rooms.

If you have any questions about tax exemption, please contact
the New Jersey Division of Taxation at 609-292-5994.



THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT

To: HEOP Project Directors ) HEOP/ ADM - 0201
F«-ﬂ//

From: Barbara J. Leonafd < Ay

Date: August 29, 2002

Re:

Policy and Information

Policy
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First Payment for 2002-03 — Please submit a voucher for your first payment for 2002-03. The

amount you may claim 1s 50% of your 2002-03 approved budget, or 50% of your 2001-02 award
if you do not have an approved budget in place for this year (see the Written Directive sent to
your President on April 1, 2002). The first payment may be made as of September 1.

t
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Information

Vouchers — Enclosed with this ADM are four “State Aid Vouchers™ for 2002-03. Please
submit the first payment voucher by September 1.

Save the Date — Opportunity Programs United (the representative group for HEOP, EOP and
SEEK/CD) will hold a celebration to pay tribute to Deputy Speaker Arthur O. Eve and
Assemblyman Edward C. Sullivan (Chair of the Assembly Higher Education Committee).
These two stalwart supporters of opportunity programs and disadvantaged students both plan
to retire in December. We hope to give them a rousing send off on Tuesday, November 12,
from 12:30 PM to 3:30 PM at the Crowne Plaza Hotel in Albany. We hope that you will plan
to be there to help express our appreciation for all that they have done on behalf of our
students and our programs. A formal invitation will be issued soomn.

Program Roster — A revised HEQP Program Roster is enclosed. Please review the
mformation we have listed for your program and advise Sherry Werner of any corrections
needed. Sherry can be reached at (518) 474-5313 or via e-mail swerner@mail nysed.oov.

2002-03 HEQOP Report Forms — Enclosed please find one copy each of the following
documents:

October 15, 2002 HEOP Report

2002-03 HEOP Final Report

2002-03 HEOP Report Manual
We want to encourage all of you to begin using the MERS to submit your reports, we provide
these hard copies for you to know the whole text of the report and to obtain the necessary
signatures that cannot yet be submitted electronically. If you have any questions, please
don’t hesitate to contact your liaison.




5. Dates to Remember
September 1 - First Voucher for 2002-03 is due. even if you do not yet have an approved
budget in place.

October 2 — Regents Legislative Public Policy Conference
9 am to 3 pm — Education Building, Albany. New York
11:00 am to noon — Higher Education Panel
Topic: Issues for the Regents to consider in the Development of the Statewide
Plan for 2004-2012.

October 15 — HEOP October 15 Report is due.

November 7-9 — HEOP-PO Fall 2002 conference
LaGuardia Marriott Hotel, Queens

November 12 — Tribute to Deputy Speaker Arthur O. Eve and Assemblyman Edward C.
Sullivan, The Crowne Plaza Hotel, Albany
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GENERAL INSTRUCTIONS

The definitions and instructions provided in this manual should be used to complete the HEOP
Interim and Final Reports. Please review the table of contents for each report, which indicates the types
of data requested. Some of the data requested in the HEOP Final Report may be obtained from the
approved October 15 interim report submitted by your institution.

Please review the definitions provided in this manual and refer to them as needed when complet-
ing the tables in the reports.

Assistance:

For assistance or additional information concerning the reports, you may contact your liaison at
(518) 474-5313.
Return Address:

Please return the following to the address listed below:

October 15 Interim Report - two copies of the report. Submit a voucher forty-five (45) days
after the submittal of the report.

Final Report (due on or before June 30) - three copies of the report. Submit a voucher thirty
(30) days after the submittal of the report, but no later than August 1.

Address

New York State Education Department
Higher Education Opportunity Program
Room 1071 Education Building Addition
Albany, New York 12234

Comparisons:

A chart of comparisons is enclosed as an appendix to this manual to assist you in completing the
reports and for review after they have been completed. The chart lists data elements that should be equal

from table to table.
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10.

DEFINITIONS

Report Year: Entire year period of report. For example, the report year for 2002-03 begins July
1, 2002 and ends June 30, 2003.

Academic Year: Includes all terms of the report year exclusive of the summer session. For
example, the academic year for 2002-03 begins Fall 2002 and ends Spring 2003.

Summer: The summer session refers to the summer term prior to the academic year for which
the Final Report is completed.

Prefreshmen: Students who enter the opportunity program in the summer and have never
attended college before.

First-time Freshmen: All prefreshmen who attended the prefreshman summer program, plus all
new freshmen who entered in the fall semester, plus all new freshmen who entered in the winter
term, plus all new freshmen who entered in the spring semester. Do not include freshmen who
are transfers into your program. Count each student only once.

Continuing Students: Students who were in attendance in your program in the prior academic
term. When completing Table 2. include prefreshmen and first-time students in this category.

Readmitted Students: Students who have been readmitted to the program after an absence of at
least one academic-year semester. For example, if a student attended the spring term, did not

attend the summer term, and returned in the fall, report the student as a continuing student.

Transfer Students: Students transferring to your institution this term.

a. Unduplicated Total Headcount: Sum of all students registered for one or more terms in
your program during the report year. Include those students who only attended the
summer prefreshman program or summer special sessions. No student should be counted
more than once, no matter how many sessions he or she attended.

b. Unduplicated Academic Year Headcount: Sum of all students registered for one or more

terms in your program during the academic year. Exclude those students who only
attended the summer prefreshman program or summer special sessions. No student
should be counted more than once. no matter how many sessions he or she attended.

Graduates: Students who graduated between July 1 and June 30 of the reporting year plus any
students who graduated before July 1, but who were not previously reported.
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Racial/Ethnic Categories:

a.

Asian or Pacific Islander - A person having origins in any of the original peoples of the
Far East, Southeast Asia, the Indian sub-continent, or the Pacific Islands. These areas
include, for example, China, India, Japan, Korea, the Philippine Islands, Samoa, Viet
Nam, and Cambodia.

Black. non-Hispanic - A person having origins in any of the Black racial groups of Africa
(except those of Hispanic origin).

Hispanic:
(1) Puerto Rican - A person of Puerto Rican origin.

2) Other Hispanic - A person of Mexican, Dominican, Cuban, Central or South
American, or other Spanish culture or origin, regardless of race.

Native American - A person having origins in any of the original peoples of North
America, and who maintains cultural identification through tribal affiliation or

community recognition.

White, non-Hispanic - A person having origins in any of the original peoples of Europe,
North Africa, or the Middle East (except those of Hispanic origin).

Other and Unknown - A person who does not fit any of the above categories or declines
to respond.

W



INSTRUCTIONS

TABLE 1: HEOP ROSTERS

General Instructions

The October 15 Interim Report requests that HEOP rosters be completed for the summer and fall
terms. The roster submitted with the October Interim Report. when approved. is considered final and no
additional students will be funded for this term without written approval from HEOP/State Education
Department (SED). Table 1 of the Final Report should include the approved summer and fall rosters
from the October Interim Report and winter (where applicable) and spring rosters. Before submitting
the rosters for the Final Report, complete columns 7 and 8 for the summer, fall, winter and spring terms.

Specific Instructions

Copies of this table should be duplicated to complete the necessary rosters for each term. Do not
report more than one term per page. At the top of each page, check the box indicating the term reported

on that page.

In column 1, list the names of all HEOP students attending the indicated term, in chronological
order, by their date of first entry into any college (as indicated in column 3). Report students with the
same entry date in alphabetical order. In column 2, list the student's I.D. number (preferably the students
social security number). In column 3, list the student's date of first entry into any college (month and
year). In column 4, for transfer students only, list the date of first entry into your institution's program.
In column 3, put a check mark if the student is attending full-time. In column 6, for part-time students
only, indicate the number of hours attempted by each student. Complete column 7 or 8 if the student left
at the end of the term indicated for the roster. Put a check mark in column 7 if the student graduated or
in column 8 if the student left for any other reason.

In most cases, columns 7 and 8 cannot be completed when submitting the October Interim
Report. When submitting the approved roster from this report with the Final Report, columns 7 and 8

must be completed.
Special Instructions for the Summer Term

All students attending the prefreshman program in summer are considered full-time. All
continuing students attending the prefreshman summer program should be so designated by placing the
letters PF in parentheses after their names. All continuing students attending a summer Special Session
other than the prefreshman program must have the number of hours attempted listed in the part-time
column (column 6). If such a student attempts 12 or more credits, he/she will be considered full-time for

the purposes of these reports. List only those students who received HEOP/SED funds.



TABLE 2: OPPORTUNITY PROGRAM RETENTION REPORT

General Instructions

The enrollment reported by term in Table 2 must match the headcount reported on the HEOP
rosters (Table 1 pages) by term. When completing Table 2 of the Final Report, the enrollment figures
for each term must also match the enrollment figures by term from the approved October 15" Interim
Report. Any discrepancies must be accompanied by a written explanation.

When completing Table 2, refer to the definitions of continuing students, readmitted students,
and transfer students on page 2 of this manual.

Specific Instructions

Summer Term

Report only those students who receive HEOP funds. First, for each student who attended the
summer term and received HEOP funds, determine the date of first entry into any postsecondary
institution. This determines the line on which the student should be reported. After determining the
number of students which should be reported on a line, distribute that num