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Purpose: This guide explains how to complete, modify, and cancel an Early Aid Start (EAS) 

form in State Aid Management System (SAMS), and describes the State Aid review process 

for EAS modification requests. 

Audience: District Users and Superintendents 

Estimated Time: 5–10 minutes to complete an EAS form; 5 minutes to submit a 

modification request. 

Prerequisites: An approved contract must exist for the project. The EAS Approved Date 

must be in SAMS. 

Complete the EAS Form  

When SAMS detects an EAS Approved Date on a project, a task is automatically created and 

an email is sent to the District User. An EAS form must be submitted for approval.  

Access the EAS Form 

To access the EAS Form:  

1. Log into SAMS Rebuild. 

2. Navigate to the Task List. 

3. Locate the task for completing the EAS form.  

4. Select More Info to review task details. 

5. Select Start Task. 

  



 

 
SAMS – Early Aid Start 

 

 

 Page 3 of 5 

 

As of July 2026 
 

Complete EAS Section 

Once Start Task is selected, the Project Detail screen displays, defaulting to the EAS 

Section. 

 

Figure 1: Project Details Screen – EAS Section 

1. Review the EAS Approved Date. 

2. Enter amounts in the EAS Amount Column.  

Note: The Total Project Costs and Total Financing Project Costs must match before 

submission. 
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Figure 2: Complete EAS Section 

3. Select Save.  

4. Early Aid Start Successfully Saved message appears.  

5. Select Submit. The Acknowledge Attestation pop-up will display. 

 

6. Check the Acknowledgement Checkbox. 

7. Enter the date that the EAS application 

was submitted in the Submitted to Office 

of Facilities Planning on field. 

8. Select Acknowledge. The EAS moves to 

Approved status. 

 

Figure 3: EAS Acknowledge Attestation  

Note: Completing the EAS task automatically closes it in the task list. The task will no longer 

appear once the EAS is submitted. 

Note: To view the Estimate Amount, Contract Amount, and EAS Amount side by side, select the 

Estimate Section. 

Request an EAS Modification  

After an EAS is in Approved status, a District User can request modification. The request 

must be reviewed and approved by State Aid. To request a modification, navigate to the 

project and open the approved EAS Form. 
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Figure 4: Early Aid Start Form Modification  

1. Select Modify.  

Note: The Modification Request Date auto- populates to today’s date. 

2. Upload at least one file as supporting document in 

the Please attach Early Aid Start Section. 

3. Describe the change needed in the Reason for 

Modifying field. 

4. Select Submit.  

Note: The EAS moves to NYS Review status while State 

Aid reviews the request. They can approve or reject the 

request. Either action generates an email. 

Note: A history of all previous modification requests 

(including rejected ones) is visible in the modification 

slide out.  

Update the EAS After Modification Approval  

When State Aid approves the modification request, the District User receives an email 

notification, and a task is created. 

1. Access SAMS and find the EAS update task. 

2. Select Start Task.  

Note: The EAS is in Saved status, and the form fields are editable. 

3. Update the relevant amounts or fields on the form (see Figure 1: Project Details 

Screen – EAS Section). 

4. Select Save, then Submit (see Figure 2: Complete EAS Section). 

The EAS returns to Approved status. 

Note: To cancel a modification, scroll to the bottom of the form and select Cancel Modification 

at the bottom of the form. Confirming the cancellation reverts the EAS to its last Approved state 

with original amounts. 

Figure 5: Request EAS Modification Pop Up  

 


