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What is a Levy?

• A levy is the amount of money a school district intends to raise from property 
taxes in the upcoming year.

• School district levies are limited by state statute and are either based on statutory 
formulas or provide revenue for specific costs.

• The estimated data provided by districts during the summer levy timeframe 
will determine which programs a district can levy for and how much revenue 
the levies will generate.
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Levy Certification Timeline

• Levy Calendar released mid June of each year

• Deadlines for initial building/lease information, debt service data, disabled access revenue authority application, AMDWE ADM and EL estimates mid August

• Minnesota Department of Education (MDE) sends levy limits to districts by September 8

• School board certifies proposed levy by September 30

• This is the deadline for submitting data changes

• County mails out Truth-in-Taxation (TNT) notices in November (after general election day)

• School board

• Hold public TNT meeting between November 24-December 28 

• Adopt final levy by December 28

• Send certification form to MDE by January 7, 2024

Minnesota Statutes require information to be turned in by the dates listed.
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Property Tax Dates by Year

The first year is the year that the 

levy is CERTIFIED by the school 

board.  You start the process in the 
summer of that year.

The second year is the year 

that taxes are COLLECTED
by the County and sent to the 
school districts.

Except for levies with special recognition, the Levy is attributed to the NEXT Fiscal Year from 

the calendar year taxes are collected.  

In this example, the Levy is Certified in 2022 (December), Taxes are Collected in 2023 (May 

and October), and Districts will record these revenues in Fiscal Year 2024 (FY 24). 
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Information and Instructions on Levy
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Each year school districts that have 
levy authority must complete 
several steps in order to properly 
prepare its annual Levy Limitation & 
Certification Report.

The MDE has instructions posted on 
its web site to help districts 
complete the required submissions.  

Levy Certification webpage (https://education.mn.gov/MDE/dse/schfin/Levy/)

https://education.mn.gov/MDE/dse/schfin/Levy/


How to Log In to the Levy Information System
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Levy Information System webpage (https://education.mn.gov/MDE/dse/datasub/LevyInfo/)

The “Levy Information System” can be 
found by using the Districts, Schools and 
Educators dropdown on the MDE website 
and then hovering over Business and 
Finance and then by clicking on Data 
Submissions

MDE sends the password for the system 
to superintendents and business 
managers once the system is ready for 
districts to enter data.

https://education.mn.gov/MDE/dse/datasub/LevyInfo


Levy Information System

After logging into the levy information system, review and/or update the data on each of the 
following screens:

• Announcements
• Contact Information
• Health Benefits and Annual Other Postemployment Benefits (OPEB)
• Elementary Sparsity
• Secondary Sparsity
• Building/Land Lease Payable 2023
• Building/Land Lease FY 2022 Actual Costs
• Building/Land Lease FY 2021/FY 2021 Levy Adjustments
• Building/Land Lease FY 2021/FY 2020 Levy Adjustments
• Building/Land Lease FY 2020/FY 2020 Levy Adjustments
• Debt Service
• General and Community Services
• Levy Information Status 

Numerical Information does not need commas or $ signs
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Announcements and Contact Information

• Be sure to check the Announcements page and the Contact Information page 
before you begin entering levy data.  

• A valid email address is critical in case MDE needs to contact the district with 
questions or guidance on data.

• School districts must enter two email addresses under the contact information.

• Please do not submit the same email address twice. Find someone at your organization who can 
received emails for coverage during the levy process.  

• If staff turnover occurs during the Summer Levy process, please update the contact information. 
After the levy system is closed, please contact Kristine Anderson with updated information.  
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Announcements
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Contact Information
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Make sure to enter 
a secondary email 
address.



Health Benefits and OPEB

• Your district may or may not be eligible for levy authority for the two 
health benefits levies. The Levy Information System instructions will 
explain the eligibility criteria. If your district did not levy in the past, 
more often than not the district is not eligible for the levy.  

• Health benefits are related to staff who retired before 1998. If your district 
has not levied for this item in the past, your district does not need to submit 
information.  

• OPEB gives school districts reimbursement authority to levy for prior year 
retiree costs that are not already being levied for or paid for from another 
source such as Health Benefits or an OPEB Trust Account.
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Health Benefits and OPEB (2)

• Please provide MDE with a copy of the current collective bargaining 
agreement(s) related to the eligible retiree(s). These agreements must 
include a sunset clause relating to health insurance benefits for retirees

• Please provide MDE with a copy of the OPEB actuarial reports (or mini 
update summary) for documentation 

All documents can be sent to Jan Carlson (Janice.carlson@state.mn.us)

Levy amounts entered in for Questions B and C will not show up automatically in the Levy Report. 
MDE staff must approve these two categories before the levy is calculated. Please work with MDE 
staff if you do not see the health benefits and/or OPEB levy after you have submitted the proper 
documentation.

12

mailto:Janice.Carlson@state.mn.us


Health Benefits and OPEB (3)

Health Benefits levy is for 
Estimated Fiscal Year 2023-24 

OPEB levy is for Actual Costs in 
Fiscal Year 2022-23
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POC: Janice Carlson
Janice.Carlson@state.mn.us
651-582-8342

mailto:Janice.Carlson@state.mn.us


Elementary and Secondary Sparsity

• These two aid categories will be pre-populated and should be reviewed.  

• MDE verifies shortest routes using Google Maps. However, these routes might not be the 
most preferable. Please update when appropriate with reason for the change.

• Numbers are calculated based on miles to the next qualifying building. Be sure to check if 
buildings have opened or closed in neighboring districts.
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Definition of Site for Secondary Sparsity

• Sparsity Revenue and Online Learning Schools

• An online learning site classified as 46, Online Learning Program OLL (State approved) is not 
included in the district's secondary sparsity revenue as described in Minnesota Statutes 
126C.10 subdivision 7. 

• Both the adjusted pupil units of the students enrolled at the OLL site and the site as a 
qualifying high school in the district would not be included in the formula. 

• A high school is defined as a secondary school that has pupils enrolled in at least the 10th, 
11th and 12th grades with a secondary average daily membership of less than 400. 

• The nearest high school may be in your district or another district. Charter schools, 
Alternative Learning Centers (ALCs) and OLL sites are not be considered in determining the 
nearest high school.
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Elementary Sparsity
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POC: Becky Wochnick
Becky.wochnick@state.mn.us
651-582-8781

mailto:Becky.wochnick@state.mn.us


Secondary Sparsity
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POC: Becky Wochnick
Becky.wochnick@state.mn.us
651-582-8781

mailto:Becky.wochnick@state.mn.us


POC: Becky Wochnick
Becky.wochnick@state.mn.us
651-582-8781

If there is a change is the distance to the nearest high school, please select from the drop down 
“Reason For Change” menu for explanation and send MDE supporting documentation. Documentation 
for a change is required for elementary sparsity as well. Verification will be required for the update.  

Please send documentation to levy staff (mde.levy@state.mn.us).

Secondary Sparsity (2)
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Building/Land Lease Information

• Review instructions on updating, adding or removing lease authority.  Information 
could be based on different fiscal years depending on the start of the lease. Make 
sure to follow proper dates for each screen.

• Capitalized lease approval process updated in Pay 22 cycle - NEW Capital Leases 
ONLY

• Capitalized Lease Levy Approval and Checklist Memo

• Districts are also asked to provide current costs and actual costs for prior lease 
authority.

• Prior year lease authority will be adjusted based on actuals.

• There is a levy limit of $212 per Adjusted Pupil Unit (APU).
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Building/Land Lease Information (2)

• Districts should make sure that only leased facility information is included on 
these screens.

• Information will need to be included on the purpose for the lease.

• Instructional purposes, school storage, administrative space with separate approval, etc.

• All new leases will need to have a lease agreement provided with the 
information (including Certificates of Participation (COP) schedules for 
capitalized leases).

• Once a lease agreement has been provided, a new agreement will only need to be 
submitted if changes occur to original lease.
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Building/Land Lease Joint Lease Information

• Any leases that are undertaken by multiple districts is called a Joint Lease

• One district (or co-op) will be designated as the Host district and completes the 
information with MDE

• The Host district will provide the levy information for all other districts in the Joint Lease.  
The levy authority for the joint lease will appear for all members

• For new Joint Leases, it is strongly recommended that all member districts levy in the 
same payable year
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Lease Programs That Require Additional Information

• Administrative Space Lease – A district wishing to levy administrative space that 
meets the criteria of Minnesota Statutes, section 126C.40, subdivision 1 paragraph (j).

• See “Levy for Leasing Administrative Space” memo on the MDE Levy webpage

• Please contract Jason Reil for additional information on the lease levy program

• Infant and Toddler Childcare Programs - Districts wishing to lease space for infant and 
toddler childcare programs may apply for lease levy authority if the program meets 
state licensing requirements through the Department of Human Services and meets 
Parent Aware requirements through MDE.    

• To apply for levy authority for this use, a school district must additionally submit a letter of 
application by mid August to Lisa Barnidge, Early Learning Services Director, Minnesota Department 
of Education. 
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Building/Land Lease Payable 2023

• Districts who apply for this levy authority must provide the information for each lease 
agreement and copies of new or modified lease agreements. Levy authority will be approved 
as data is submitted.  Districts should enter data early to allow MDE adequate time to review 
and approve.

• The information shown will be the approved leases from the previous levy year. Edit and 
Delete leases that are not continuing.
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POC: Jason Reil/Kateri Little
Jason.reil@state.mn.us/Kateri.Little@state.mn.us
651-582-8781/651-582-8857

mailto:Jason.reil@state.mn.us


New Building/Land Lease (part 1)

Things to remember:

• Site Name helps MDE identify what the lease is.

• Landlord should be someone other than the school district.

• Administrative space usage has a separate approval process.  
A memo for leasing administrative space can be found on the 
MDE website (Levy for Leasing Administrative Space).  

• Purpose of Space is meant for districts to provide up to 5 uses 
for the space.  The usage is based on the square footage of the 
leased space.  

• For mixed-use leased space, districts can provide best 
estimate on square footage.

• Ineligible components are spaces such as bus garages, 
and maintenance facilities except portion used for 
storage. These types of spaces reduce net levy authority.
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New Building/Land Lease (part 2)

Things to remember:

• Number of Classrooms means classrooms used for 
regular instruction not items like gymnasiums or 
pools.

• If the lease is Acquiring Ownership, please be sure 
to answer questions 1-4.  For question 4, if status is 
Completed, answer question 5 and 6.  Excess funds 
remaining will reduce the districts lease levy 
authority.  
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New Building/Land Lease (part 3)

Things to remember:

• Annual Gross Cost is the annual cost of the lease.  

• Operating Costs Paid by Landlord are items such as trash, 
heating, cooling, snow removal, etc. that benefit the district.

• These costs are excluded from the district’s net lease levy 
authority.
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Building/Land Lease FY 2022 Actual Costs

Districts should enter actual lease costs and actual operating costs for FY 2022 leases previously 
approved for levy authority. These leases may have been approved for levy authority for either 
taxes payable 2021 or 2022.  
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POC: Jason Reil/Kateri Little
Jason.reil@state.mn.us/Kateri.Little@state.mn.us
651-582-8781/651-582-8857

mailto:Jason.reil@state.mn.us


Building/Land Lease FY 2022 Actual Costs (2)

Things to remember:

• Final numbers should be entered in for Annual Gross 
Costs and Operating Costs Paid by Landlord. Numbers 
should be based on expenses incurred in FY 22. 

• Levy adjustments will be made in a subsequent year 
based on these changes.
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Building/Land Lease FY 2021 Payable 2021 Levy Adjustments

The remaining lease screens are for informational purposes only and show subsequent year 
adjustments. For Payable 23 levy adjustments, see FY 2021 Payable 2021 Levy and FY 2021 
Payable 2020 for additional information.  
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POC: Jason Reil/Kateri Little
Jason.reil@state.mn.us/Kateri.Little@state.mn.us
651-582-8781/651-582-8857

mailto:Jason.reil@state.mn.us


Building/Land Lease FY 2021 Payable 2020 Levy Adjustments
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POC: Jason Reil/Kateri Little
Jason.reil@state.mn.us/Kateri.Little@state.mn.us
651-582-8781/651-582-8857

mailto:Jason.reil@state.mn.us


Building/Land Lease FY 2020 Payable 2020 Levy 
Adjustments
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POC: Jason Reil/Kateri Little
Jason.reil@state.mn.us/Kateri.Little@state.mn.us
651-582-8781/651-582-8857

mailto:Jason.reil@state.mn.us


New Debt Service Schedules

• Districts must submit newly issued, refunded, or omitted debt service 
principal and interest schedules to MDE to be included on the yearly Levy 
Limitation and Certification report.

• If an outstanding bond issue is omitted or a district has recently issued a new or 
refunding issue, please email the bond schedule to Lonn Moe at MDE.  Districts will no 
longer need to enter in bond schedules themselves. The schedules that are sent to Lonn 
Moe will be directly entered into the MDE bond database.  

• Districts should make sure that final (not preliminary) schedules are being 
used. 
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Existing Debt Service 

• For existing bond schedules, please review the data entry.  A district will be 
able to modify the FY 2024 payments if changes are necessary.  Changes less 
than $1 do not have to be reported.

• If a district makes changes to a bond issue, the information will not be reflected on the 
levy information system (LIS) afterwards. Districts will see the total levy with updates on 
the Levy Limitation and Certification (LLC) report when it is released after Labor Day.
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Existing Debt Service
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POC: Lonn Moe
Lonn.Moe@state.mn.us
651-582-8569

mailto:Jason.reil@state.mn.us


Debt Service – Use of Debt Excess

Districts will not be able to enter in the use of debt excess funds. If debt excess 
was used in FY 2024 to retire Equipment and Facilities Bonds issued after April 1, 
1997, please contact MDE Levy staff (mde.levy@State.mn.us) with the amount.
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General and Community Service

• There will be a group of other levy categories that your district may or may not be 
eligible for.  

• The General Fund Levies include:

• Reemployment, Judgement, Integration, Local Optional, Safe Schools, LT Facilities Maintenance, Q 
Comp, and Other Health and Safety Revenue

• The Community Service Levies include:

• Basic Community Education – Youth Services and After School Enrichment, Early Childhood Family 
Education (ECFE), Home Visiting, Adults with Disabilities and School Age Care.

Please check the Levy Information System Instructions to see if your district is 
able to levy for these programs.
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General and Community Services (part 1)

Question 1: Reemployment insurance levy is based off of a 
projection of what a district will pay in FY 2023.

Questions 2-3: Judgements against a school district and 
intermediate districts that are passing the costs to school 
district are based on what a district actually paid.

If a district has a Judgement, the judgement settlement and cancelled 
checks (or other proof of payment) showing the payment(s) must be 

sent to Levy Staff (mde.levy@state.mn.us).

• Information entered in for questions 2 and 3 will not appear 
automatically on the levy report. MDE staff must approve the 
categories before the levy is calculated. Please work with MDE staff if 
you do not see the levy after you have submitted the proper 
documentation. 
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General and Community Services (part 2)

38

Questions 4-5: Additional Achievement and Integration 
information can be found by looking at the 
Estimated 2023-24 Aid report. The report will show 
the maximum Achievement and Integration revenue 
to assist with these estimates.   

• To keep the levy authority, a district must have an Achievement and 
Integration plan for the following year.

Question 6: A district can modify up to the maximum amount of 
$724 or less, depending on how much they would like 
to levy for Local Option Revenue (LOR) levy

Question 7: Districts can choose whether or not to levy the Safe 
Schools program



General and Community Services (part 3)

Question 8: Q Comp districts will be given the opportunity to 
say “Yes” or “No” on whether the district would 
like to include the levy portion of the Q Comp 
revenue on the proposed levy.

• If a district plans to underlevy the Q Comp revenue, the amount will 
only be removed from the proposed levy.  Districts will still see the Q 
Comp levy during the certification phase and will need to officially 
underlevy Q Comp through the school board.

Question 9: If districts wish to levy less than the maximum in 
LTFM, please enter the revenue reduction as a 
positive amount. MDE will calculate the reduced 
levy based on this amount.

Question 10: Spot for districts to enter deductions and rebates 
on the health and safety revenue projects to help 
reduce levy.  
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General and Community Services (part 4)

Questions 11-12: A district must have a Community 
Education Program to have the authority to levy these 
categories.

Question 13: Enter any additional costs incurred from 
including students with disabilities in the school age 
program.

Questions 14-15: A district must have an ECFE program to 
have these levies. To keep the annual levy, a district must 
submit an annual ECFE report to MDE.  
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General and Community Services (part 5)

POC Question #

Jason Reil
(Jason.reil@state.mn.us)

1-3,8

Kristine Anderson/Becky Wochnick
(Kristine.Anderson@state.mn.us
Becky.Wochnick@state.mn.us)

6

Lonn Moe
(Lonn.moe@state.mu.us)

9-10

Sarah C. Miller
(Sarah.c.miller@state.mn.us)

10

Janice Carlson 
(Janice.Carlson@state.mn.us, )

4-5, 7, 11-15
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CTE Levy

• Information on Career and Technical Education (CTE) Levy is from the district’s 
budgets entered into the CTE Web-Based Reporting System. The CTE 2022-23 Aid 
Entitlement Report also provides additional information.

42Leading for educational excellence and equity, every day for every one. | education.mn.gov



Warning Message

• Districts will get a warning message in the General and Community Services 
section if the “Yes/No” questions are not answered.

• The message states “{Type of Levy} is Required”

• This does not mean that a district is required to levy for each particular program. The 
message means that a district must select “Yes” or “No” before moving on.
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Levy Information Status

• Check the Levy Information Status page for the last saved date.

• Districts can go in and change information as long as its within the MDE data 
collection timeframe.

• Building/Land Lease information and Debt Service schedules should be submitted by 
August 16

• All other information should be turned in August 27

• Information may be revised through September proposed levy rerun period
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Levy Information Status (2)
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Other Items: Average Daily Membership

• Average Daily Membership (ADM) is the portion of the school year that a 
student is enrolled. A student enrolled all-year will generate 1.0 ADM.

• ADM computed is based on MARSS data: Student membership days divided by 
the number of instructional days in the school year.

• ADM estimates are provided and updated by school districts on ADMWE

• ADMWE can be found on the Data Submissions page on the MDE Website. Estimates will 

be pre-populated for FY 23, FY 24, and FY 25 for Pay 24.  

• A majority of levy components are calculated using ADM so it is very important that 

districts check the information for reasonableness and update as needed. This includes 

adjusted, resident, extended time and English learner (EL) ADM estimates.

46Leading for educational excellence and equity, every day for every one. | education.mn.gov



Other Items: Average Daily Membership (2)

ADMWE webpage (https://education.mn.gov/MDE/dse/datasub/ADM/)

The “ADM Web Estimates 
(ADMWE)” can be found by 
from the Districts, Schools and 
Educators dropdown menu on 
the MDE homepage and then 
hovering over Business and 
Finance and then clicking Data 
Submissions.

Each district should have a staff person 
authorized for access to ADMWE to update 
the data. This system uses the MIDMS 
security.

47Leading for educational excellence and equity, every day for every one. | education.mn.gov
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Sum and Authorize Each Update

48Leading for educational excellence and equity, every day for every one. | education.mn.gov

POC: Jeanne Krile
Jeanne.Krile@state.mn.us
651-582-8637

https://w1.education.state.mn.us/admprojections/adm/10001000000/2019
mailto:Jeanne.Krile@state.mn.us


Data Uploads

• The Levy Information System and ADMWE are uploaded each morning during  
capture any new or modified data

• Any district entered updates in these two systems will not be captured on their 
respective levy report until the following work day.

• Additional updates for OPEB, Debt Service, Heath and Safety, etc. are made by 
the program POC’s and should be captured on that day’s levy report

• Once all automated and manual updates have been loaded, the levy report for 
that day will be ran and posted to the Minnesota Funding Reports (MFR) site

4/12/2022 49



How to Log In to the Levy Certification System
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Levy Certification System webpage (https://education.mn.gov/MDE/dse/datasub/LevyCertSys/)

The “Levy Certification System” can be 
found by using the Districts, Schools and 
Educators dropdown on the MDE website 
and then hovering over Business and 
Finance and then by clicking on Data 
Submissions

If you do not have an EDIAM user 
account, click on “Create Account” below 
the Login button.  Once you have 
submitted your EDIAM application, your 
district’s IoWA is responsible for 
approving your request

https://education.mn.gov/MDE/dse/datasub/LevyInfo


Home/Levy Method
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Information under 
this section 
corresponds to the 
top portion of page 
31 on the Levy 
Certification Report



Certification Status
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Two different 
status messages



General-RMV Voter-Jobz Exempt
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Information under 
this section 
corresponds to the 
top portion of page 
32 on the Levy 
Certification Report



General-RMV Other-Jobz Exempt
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Information under 
this section 
corresponds to the 
bottom portion of 
page 32 on the Levy 
Certification Report



General-NTC Voter-Jobz Exempt
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Information under 
this section 
corresponds to 
page 33 of the Levy 
Certification Report



General-NTC Other-Jobz Exempt
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Information under 
this section 
corresponds to 
page 34 of the Levy 
Certification Report



Community Service-NTC Other-Jobz Nonexempt
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Information under 
this section 
corresponds to 
page 37 of the Levy 
Certification Report



General Debt-NTC Voter-Jobz Nonexempt
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Information under 
this section 
corresponds to the 
top portion of page 
38 on the Levy 
Certification Report



General Debt-NTC Other-Jobz Nonexempt
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Information under 
this section 
corresponds to the 
bottom portion of 
page 38 on the Levy 
Certification Report



OPEB Debt-NTC Voter-Jobz Nonexempt
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Information under 
this section 
corresponds to the 
top portion of page 
39 on the Levy 
Certification Report



OPEB Debt-NTC Other-Jobz Nonexempt
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Information under 
this section 
corresponds to the 
bottom portion of 
page 39 on the Levy 
Certification Report



Refresh with Limit
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Selecting Refresh will 
reset all proposed or 
certified amounts to 
match the amount 
listed under the limits 
column



Validate/Certify Levy

63

Certifying your levy:

1.  Select 
Validate/Certify Levy 
from the menu

2.  Click on Validate 
Levy button 

3.  Click on Certify 
Levy button

1.

2. 3.



Print Levy Report
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Select Print Report from the 
menu

Once the report opens on the 
new pop-up screen right click and 
select “Print”



Print Levy Report
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The school board clerk or 
superintendent must sign the Levy 
report

Once signed, send the original to 
your county auditor and email a 
copy to Jason.reil@state.mn.us, 
nicki.cha@state.mn.us, and 
mde.levy@state.mn.us

mailto:Jason.reil@state.mn.us
mailto:nicki.cha@state.mn.us
mailto:mde.levy@state.mn.us


Open Files to Recertify
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Underlevying 

• During the proposed phase, update the amounts under the proposed column in the 
levy certification system and select save for each page you underlevy

• During the certification phase, update the amounts under the certified column in the 
levy certification system and select save for each page you underlevy

• Once your proposed levy has been certified, you will not be able to increase any 
areas underlevied during the certification phase unless MDE manually adjusts it in 
the system

• If looking to reduce your total levy, underlevy any applicable 3 year adjustments first 
as there is no aid associated with these adjustments
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Quick Review

• Check the MDE website for levy instructions and updates.

• Be sure to update contact information on the Levy Information System so 
MDE can contact you with any questions or changes.

• You may not qualify for every levy item, so be sure to check a prior levy to see 
what categories were levied in the past.
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Quick Review (2)

• MDE staff is here to help. If you have questions, be sure to contact the 
appropriate contacts for assistance.

• Do not forget to think about potential impacts of referendums your district 
might be running in November.

• Errors can happen. Even if you submitted data correctly, be sure to review all 
pages on your levy for accuracy.
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Contacts

School Funding

Jason Reil – Levy/Gened
651-582-8817
(Jason.reil@state.mn.us)

Becky Wochnick – Gened
651-582-8781
(Becky.Wochnick@state.mn.us) 

Kristine Anderson - Gened
651-582-8544
(kristine.anderson@state.mn.us)

Kelly Wosika – Levy/Gened
651-582-8855
(Kelly.Wosika@state.mn.us)

Debt & LTFM Revenue

Lonn Moe
651-582-8569
(lonn.moe@state.mn.us)

LTFM & Health and Safety

Sarah C. Miller
651-582-8370
(sarah.c.miller@state.mn.us)

Lease Levy
Jason Reil 
651-582-8817
(Jason.reil@state.mn.us)

Kateri Little
651-582-8857
(Kateri.Little@state.mn.us)

Pupil Transportation

Greg Sogaard
651-582-8858
(greg.sogaard@state.mn.us)

ADMWE

Jeanne Krile
651-582-8637
(jeanne.krile@state.mn.us)

Community Service
A&I, OPEB, & Health Benefits

Jan Carlson
651-582-8342
(janice.carlson@state.mn.us)
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Thank you!

School Finance Staff

MDE.Levy@state.mn.us

651-582-8866
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