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Purpose: This guide explains how to create, review, and process a Bond Anticipation Note 
(BAN) in the NYSED State Aid Management System (SAMS) from entry through approval. 
Audience: District Users and Superintendents.  
Estimated Time: 5–10 minutes to create and submit a BAN. 
Prerequisites: District user and Superintendent accounts must be active. At least one 
project must exist to attach to the BAN. 

BAN Process in SAMS 

 

Figure 1: BAN Process in SAMS 

BAN Entry by District User 
The District User is responsible for entering a BAN into the State Aid Management System. 

 

Figure 2: Add BAN Button 
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Once logged into SAMS:  
1. Navigate to the BANs listing page. 
2. Select Add BAN. The pop-up appears. 
3. Select District or BOCES depending on the BAN 

Type. The BAN Entry screen appears. 

BAN Header & BAN Details 

 

Figure 4: BAN Header & BAN Details Fields 
Note: Fields with a red asterisk are required. 

4. In the BAN Details section, enter information into the fields. 
5. Select Attach Project.  

Attach Project to BAN 

   

Figure 5: Attach Project to BAN 

Attach one or more projects to the BAN: 
1. In the Project Name/Number field, search for the project. 

Figure 3: District or BOCES Button 
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2. Select the project(s) from the drop-down. All selected projects appear.  
Note: If the project is not listed in the search, it has not yet been transferred from Facilities 
Planning. 

3. Select Attach. 

Save and Submit BAN 

 

Figure 6: Projects Associated with BAN 

The Associated Projects are displayed in the Associated Projects Section. 
1. Select Save.  

Note: The BAN moves to Saved status and a “Saved successfully” confirmation appears. 
2. Select Submit.  

Note: The BAN moves to Superintendent Review status and a “Submitted successfully” 
confirmation appears. 

Approved or Rejected BAN 

Approved BAN 

If the Superintendent approves the BAN, you can view it by selecting the 
BONDS/BANS/CAP NOTES link in the Methods of Financing Eligible for Building Aid 
section.  

 

Figure 7: BONDS and BANS Link 

 

Figure 8: BANS Listed 

The BONDS and BANS sections appear. Selecting BANS displays the BANS list. 
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Rejected BAN 

If the Superintendent rejects the BAN, changes are needed. The status on the BAN will be 
‘Rejected.’ Select the task, make changes, and resubmit. 
Note: Status moves back to Superintendent Review. District Users should communicate with the 
Superintendent outside of the system for details as to why the BAN was rejected. 

BAN Renewal by District User 
For an already approved BAN, the renewal is processed in SAMS. On the approved BAN, the 
District User selects Modify.   

 

Figure 9: BAN Renewal 

On the BAN Renewals screen, the District User selects Add Renewal. 
Note: Repeat the steps for BAN Entry to renew the BAN. 

BAN Review by Superintendent 

Review BAN 
The Superintendent will receive an email and task indicating a BAN has been submitted. 
The Superintendent should select the appropriate task, review the read-only BAN 
information and approve or reject the BAN. 

Approve BAN 

1. Select Approve.  
2. In the Approve Confirmation pop-

up, select Approve.  
Note: The District User receives an 
email notification confirming approval. 

 

 

 

 

Figure 10: Approve 
BAN 
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Reject BAN 

1. Select Reject.  
2. In the Confirm pop-up, select 

Reject.  
Note: The District User receives an 
email notification and task to correct 
and resubmit. District Users should 
communicate with the Superintendent outside of the 
system for details as to why the BAN was rejected. 

Figure 11: Reject BAN 

 


