
BASIC EDUCATIONAL DATA SYSTEM (BEDS) CODE APPLICATION
FOR RELIGIOUS AND INDEPENDENT (NONPUBLIC) SCHOOLS

CHANGE OF ADDRESS

Instructions

Submit the below documentation to ORISS by email at ORISS@nysed.gov using the following guidelines:
· Please attach all files to an email with the subject line “BEDS Change of Address application – Applicant School Name.” 
· Do not submit attachments using a Cloud service such as DropBox, GoogleDocs, OneDrive, etc.
· Please do not email applications individual staff members. This will avoid delays if staff are out and unable to promptly respond to your email. 

Please note: 
A BEDS code may change if the school’s new location is within a different school district from the previous one. New BEDS codes may only be assigned if the school has not yet submitted its BEDS annual report for the school year[footnoteRef:2]. If the BEDS annual report was submitted before the BEDS change of address application was approved, the physical address in the SEDREF record may be updated, but a new BEDS code will not be issued until July 1 of the following school year. [2:  Note that a school year runs from July 1-June 30.] 


For substantial equivalency purposes, the school should notify any LSAs affected by its move. 

Documentation

The following must be submitted as part of the BEDS change of address application process:

☐ 	The attached application, completed, and signed;
☐ 	A copy of the school’s Certificate of Incorporation and any amendments thereof (a filing receipt does not qualify) whose incorporation purpose includes operation of a school offering general education/secular instruction;
· If the school was formed by incorporating either through the county or the Department of State (DoS), submit:
☐ Proof of filing with the county or DoS.
· If the school name on the application differs from the incorporation documents, submit:
☐ A certificate of assumed name or other applicable legal documentation.
☐ 	A current Certificate of Occupancy or Certificate of Compliance for the new site indicated on the application;
· Where applicable, please specify which portions of the building your school will occupy (e.g., floors 1 and 2 of a 4-story building).
☐ 	A fire inspection for the new site indicated on the application, dated within the past 12 months;
· [bookmark: _Hlk219988484]Schools outside of New York City must have a local code enforcement official complete the Religious and Independent School Building Fire Safety Report using the Initial Fire Inspection Report link on the Religious and Independent School Fire Reports webpage. Please note that the NYSED annual fire safety inspection report is not sufficient unless the local code enforcement official has completed that form.
· Schools located in New York City may submit either the A106 form or FDNY inspection as obtained on the FDNY Business Information webpage. An online account may need to be created. For questions on how to use this system, please call 311 and ask for FDNY customer service. You may also visit the FDNY Business Information webpage to request an inspection.
☐ 	Enrollment numbers, by grade. NOTE: Buildings with only prekindergarten enrollment are not eligible.
☐ 	A rental or lease agreement signed by both parties, if applicable. 


Requirements to Maintain a BEDS Code
To maintain a BEDS code, schools must submit their annual BEDS Report, maintain a safe building that is authorized for use as a school, and inform ORISS of any changes to its location, name, or contact information. 

Please refer to the following resources for more information on the above:
· Annual reporting requirement – Annually submit the BEDS Report of Religious and Independent Schools (Nonpublic) using the “Religious & Independent (Nonpublic) School Form” link on the BEDS (Basic Educational Data System) IMF (Institutional Master File) via BEDS Online webpage. This should be submitted via the IRS Portal (also known as the NYSED Business Portal).
· ORISS notification of change of address – BEDS Change of Address form on the BEDS Code Information webpage
· ORISS notification of school name change – BEDS Code Information webpage
· Updates to SEDREF contact information –  SEDREF Main Information webpage

Data reported on the annual BEDS Report form are also used to verify the accuracy of information submitted to ORISS for funding opportunities. To be eligible for applicable grants, all required reports must be submitted by the established due date. Information regarding Funding Opportunities is available on ORISS’s website.
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BASIC EDUCATIONAL DATA SYSTEM (BEDS) 
CHANGE OF ADDRESS APPLICATION  
FOR RELIGIOUS AND INDEPENDENT (NONPUBLIC) SCHOOLS

BEDS Change of Address Applicant School Name: 

	

Current BEDS Code:       ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___


Current Address (location listed in the school’s current SEDREF record):

Address Line 1: ______________________________________________

Address Line 2: ____________________________________________________

City: _________________________	State: ______________ Zip Code: __________ 



New School Address:

Address Line 1: ______________________________________________

Address Line 2: ____________________________________________________

City: _________________________	State: ______________ Zip Code: __________ 



Is this school a registered or pending registered high school (per SEDREF) with NYSED (check one)?  

	☐ Y                ☐ N

Incorporation Type (select one): 	☐ Education Corporation (has a Board of Regents issued charter)  

       	☐ Religious Corporation	 

	☐ For Profit Business Corp/LLC 
                                                             
	☐ Not For Profit Corporation (formed through Department of State)


Religious/Independent School Administrator Contact Information

Name:  __________________________________________________________________

Phone:  __________________________________________________________________

Email:   __________________________________________________________________

Date:    __________________________________________________________________

Signature:  _______________________________________________________________


BEDS CHANGE OF ADDRESS APPLICATION ENROLLMENT NUMBERS

BEDS Applicant School Name: 	

BEDS Applicant New School Address:
	

	Grade
	Enrollment/Projected Enrollment

	Prekindergarten*
	

	Kindergarten**
	

	1st
	

	2nd
	

	3rd 
	

	4th 
	

	5th 
	

	6th 
	

	Ungraded Elementary
	

	7th 
	

	8th
	

	9th
	

	10th
	

	11th
	

	12th
	

	Ungraded Secondary
	




*	Religious/Independent schools may report prekindergarten enrollment for students who are at least four years of age on or before December 1 of the year in which they are enrolled, or who are otherwise first eligible to enter public school kindergarten commencing with the following school year (e.g., in NYC public schools, children who are four years of age on or before December 31 are eligible for prekindergarten).

**	Religious/Independent schools may report kindergarten enrollment for students who are either eligible to attend public school kindergarten (five years of age by the applicable cut-off date) or students who are otherwise expected to attend first grade in the following school year.  Children who are enrolled in Head Start programs and are five years old should not be counted in kindergarten enrollment.

NOTE: Religious/Independent schools that enroll children under the age of six should consult with the NYS Office of Children and Family Services or, in NYC, the NYC Department of Health and Mental Hygiene to determine if a license, registration, notice, or permit is needed.
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