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INTRODUCTION

.

, r
s.

In 19§9-700-the State EdUcatiod Department adopted the use of standardized : 0
-. -

. .
-.
. : ,

fiscal forms to be used for most federally flUnd'ed Orogramd in the.lOcal'
. ..

educatidnal agencies of Ned' York State. At that time a handbo8k (explaining
p

., .-

the use of-such forms was.published._ / ,

.
.

.
, . / .

The standard foims have been an improvement apd readily acknowledged as
.

1. . ., .
. Y.

. .. .

simplifying.'the application aad fq0ding procedure, - *

i
4>

...
. I ...

Since that time,iehas been necessary to revise the forms. Changes

such as, Indirect Cost:procedures, and the elimination of-documentatibh have

.

required such revisions. This publication should seri.,eias a valuable bid in
"C'S. 0 '

the applicatioh for and administration of federally aided projects.
I t

Questions pertainihg io the *interigetation of this Guide should be .

directed to the Federally Aided Programs Unit of "fe Divislon of Educational

Finance (518-474-4815). Specific piogram inqjiries may be directed tbthe."
.

.L .N
f ollowing staff members:

.

4

Programs

All,Programs :

7.
ESEA.I

ESEA II, NDEA III, Education of
Handlcapped,,State,Agencies 'for

. :Handicapped' And Delinquent', Follow

Through, Right -to Reed; Migrant;

Education,

4
ESEA III, Vocational Education,,
Adult.pasic-Education, Welfare
Edukationx P.L. 874

*of Comprehensive Employment Training'Act,
Higher Education Act, Education

'. Professions Development Act, re -K, ESEA V,

Indire9t Costs, Library ,Services,-,
'; and

Construction Act L

\Staff Members

Henry S. DeLegge,

David E. Hone
Richard Connell,

lbr'

* C. James Coffin
Peter M. Murphy'.

Ivan McDonald
John R...Curley,

Cregory Illenberg
John P. O'Neill

4
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GENERAL PROGLDURES USED IN FUNDING FEDERALLY AIDED PROGRAMS.
tl I.t THE LOCAL EDUCATIONAL "AGENCIES OF NEW -YORK STATE )

.

i'

.

. .,- ."
. .

I

1,
In general, the following steps are 'followed iN,Fundiug federally

aided, PfrogYams in the local educktional agencies of, New York'State:
,

A

( Step All appropriate local educhtional agencies for a new or
Qi

cent4inuing federal program are Aotifird'automatically, .

.

. . .=
, about the Progiam by, the New York State EdUcatipnrDepart-

,
(4 ) ',

'. ^, ,
ment, If LEA's are reqUired to ask for .application forms,

.

.they are notified at tnis time. In many programs'such a'

request is unnecessary.

Step 2: Application forms,.ineluding copies

, (FA-10), are mailed to all eligfble

Step 3.

State Education Department.

. . -
,

The local'e

1
cational agency.submits

)

Completed application
-. .

-----fo-rdiS and copies of tfie,Froposed Budget. to the State

of the Proposed Budget.

lobal agencies
4byhe,1

7, . kProgram Coordinator of the project.
. t -

Step 4; State Program Coordinator notifies the local educational
,

agency of applicaehn approval or disapproval.

Stop 5: FOr each *roved project, the State Program Coor nktor

sends two (2) copies 9f the Proposed, Budget to the

Federally'Aided Programs Section, diViti011t of Educational

Firiaticer of the State Education,' Department.

Step Copies of the Proposed Budget are'revilewed in the Federally
4.<1' . .

,., .

, Aided Programs Section. An automatic first payment (25% of

J.
.

4 regular budget or 50% of a buliget for summer projects) is
6

.
-

., 6

made, to the local educational a ency without request.

.-m

a Is

z.

r.
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Step 7:

5

O

.

.

An exact' cOpy of the project roposed Budge - FA-10 -'
./I

as on file in the Federally-Aided Programs office ''

4'
..also returned to the agency at 'this ,time. .

Upon receipt of'the first check toward each project, the

, ..
local edUcational agency begins to submit a report Of ,'

. .

. #, .

-,

expenditures made 'in sup rt of the project to the State

el

Education Department, Diviiion of Educational Finance.
-1

c -
- ,

t k
(Form:, Monthly Quarterly Expenditure Report and Request

for Funds FA-25-AP. This' report is: to be' filed monthly

for projects with budgets ilixcess of $100,0 0 and

quarterlyfor all projectswitb budgets of less than

$100,000 until the Fiftal Expenditure Report (Form FA-10-F)

4is submitted.. Up to a total of,907.of the approved project:
-

.

. '-. budget may be advanced via the FA-257AP form.
....\

Throughout The'locaf educational agency
4
requests approval of the

t
'1

Operation State Program Coordinator for budget andtprojcct amend-

df Pro}ect: ments and changes. (Form: Special Grant-Budget Amendment

FA- l6 -A).

Step 8: The local educational, agency submits final report of

Step 9:

.

actual project expenditures, with necessary documentation,

. to .the Division of Educational Finance of the State

.Education Department (Form.: Final Project Expenditure

Report FA-10.:F).
1

An audit, of the final report of expenditures is completOd

by the Education' Department &tea final ,approved total

of project ekl)enditures is determined. Upon acceptante '

a
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A,

' tO
N

of thisopudit by theqiew York State Depa rtment o
...

''

I . y, . \

Audit,and Controli,a final check Taresentingany A!.
t. .

balanCe due the agency toward the project is sot):
, .

. ...,

(This entireg-procedure.of Step.,9re
ici

uires no actioq.

}
t

on the part of the local
.

inforMationls requeSted
, -

. .

Educatioh.DepartmeptY..

, .

t-

agency unless specific
r

in writingby. ate State

4'4

x

t

%to

I



PROPOSED, BUDGET FOR THE bROATION OFAFEDERAL PROJECT

I

.,..

Form
Code No.: FA-I0

R

Purpose: 1. To assist-the,local educational agency in assessing
IS

. its needs for and planning:the necessary expenditures
4.

of the project;

2. Twprovide,.for the office of'the State Program

eoordinator,aa specific itemization -4.f required

a
expenditures of the project;

3. .To provide offiCds of the Division of''Eduoattonal

IC,

'Submittal

Time:

\

'' Finance of the State Education Department and Offices
tr.

of the New York StatesDe partment of Audit and Control

the'required information to allow those offices to

authorize the issuance of checks toward.the project;
.

4. To insure that expenditures made by the local educa-

tional agency have the prior approvp1 of the State

E ducation Department, such prior approval being

ste

required by.both Federal and Stte regulations.

1.
A

The deadline date is established by each special

program coordinator. Applitation must be,suSmitted

to the New York State Education Department:(appro-

priate State Program- Coordinator)'pxtor to the

initiationof any project activities, or-the issuance

of any project obligation at the kits' level.

Special 1. All indirect costs for administration of a project

Instructions:
must be claimed by using the local educational agency's

approved indirect cost rate for restricted programs.

5



A

A desciiption of the procedures. and forms to be

used in applying for an indirect 'cost rate May be.

found on page. 25:

"Equipment," .aif used inthis budget' form is defined

as "any single item having a unit cost of $50 or

more."

6

10 ,



Project No.
Dept. Use OrilY.

. INSTRUCTIONS
4

omprete this form in pen or by typewriter.

,Submit the number ofc9pies required by the
appropriate program office directly to the
program coordinator's office in the New Ygrk

State Education Depattment, Albany,New York
12234.

I.

grant No.
Div. -EdcFin. Use Only

The University of the State oX NewYork
THE STATE EDUCATION DEPARTkiENT
Division of Educational Finance

- FEDERALLY AIDED PROGRAMS
' Albany, New York 12230 .

.PROPOSED BUDGET FOR THE

OPERATION OF A FEDERAL PROJECT
FA-10 (1/73)

Project Title

Project Schedule: Beginning Date Ending Date

Name of Agency Administering Project

Mailing Address County

'Chief Administrative Officer

Project Director

Telephone No.

4
' Telephone No.

GENERAL DIRECTIONS

NOTE: No Cody 100' Central Administration) is provided. .The A-87 Indirect Cost rate must

e used.

1. Actual indirect costs a.licable to this ro ect should be calculated on a /15 usiali

1.

approved rates, after all direct costs items have'been.entered.

2.. Any increase in the number of and/or change in type of perionnel. items requires prior
approval through a budget amendment. Also, consultant salaries over 00 per diem must
be prior approved.

3. Any increase in the number and/or change in type of equipment items having a unit value
of $50 or more (budgeted under category 1230) rericeires prior approl thugh a budgetva ro.

-

amendment -', .
.

.

4. All out-of-state travel must be itemized and any changes or a40itions t6 this category

must be prior 'spprovede s

5. Any time a budget subtotal category (salaries, contracte d services, travel) is increased

by more than 10jpercent prior approval must be obtained. However, prior approval is not

required if the change does not increase cheorqinal budget subtotal by more than $500.

A

6. The total budget grant amount, however, may not be incr eased,without prior approval.

Appropriate Federal Program Source of.Funds

7

ti
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210 Salaries for Professional Personnel: Salaries of the project director, assistant
director, Rroject evaluator, assistant principals or any other personnel performing
the functions of supervisors of instruction, teachers, school librarian, or curriculum
writer. For each supervisory position listed enclose two completed copies of Foils
FA-50, "Spedial Piogram-Administrative and Supervisory Position Description," Do
not include such indirect costs as Federal Aid Coordinator, Special Program Coordi-
nator, or Director of State and 'Federal Relations.

Specific Position Title
Estimated Number



1

215 Salaries for Nonprofessional Personnel: Salaries

and clerical assistance, and others in support of
in item 210. Do not include salaries of staff ass
natQr's office or the staff assigned to any limila

Estimated.Number
Total FTE

I . .6

) Specific Position Title

V

for leacher aide, secretarial
the professional personnel listed
lined to the Federal Aid Coordi-
r administrative office.

Project Salary

. . Subtotal $

. ,

* t . *

250.3 Contracted Services for Instruction or Project Evaluation: (includes consultant
service) ,

7 !

Purposesof Expenditure Per Diem Rate (if consultant) Total Amt. of,Contract

215

Subtotal S. 250.3

Travel Expenses for Instruction: For adel space form FA-60-(TRIP DESCR IPTION)

may be used. .

I. i .

Position of ,Destinatioa of
Traveler Traveler

) ,

t

Purpose Proposed Expen diture

Subtotal $ 250.2

Other Instructional Expenses

220 Textbooks,t- Textbooks furnishdd free to all pupils of one or more specific
classes, grades, or schooli

iubject.Area 1i4uantity Proposed Expenditures

220



230.1 School Library Resources: Library books, reference books, Periodicals and A
newspapers for use in the school library or classroom.

a.

b.

c.

School Library Books

Reference'Books (other than textbOoks)

Periodicals and Newspapers

(4

236.3 Audiovisual, Materibls (not equipment)

.

I

Quantity Proposed Expenditure;

230.1

Quantity Proposed Expenditure

a. ,Films, Strips, & Transparencies' Ys

Tapes and Recordings

.!
c. Maps,' Charts, and GlobeS--,

d. TV and Radio Materials

-4

$ 230.3

240 Other Miscellaneous Expenses for Instruction:
includes teaching supplies and materials

Quantity Proposed Expenditure

a. Prog.Learning'& Workbook Materiels

b, Testing Supplies

c..ClassrooM Supplies & Materials

d. Misc. Suppl-ies & Expenses (Instruction)

Subtotal: Other Expenses (Sum of 220, 230.1, 230:3, 240)

10

1 le

.
$

$

$

$ -240
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260 STAFF DEVELOPMENT (Recruitment & Training)

260.1 Salaries or Stipends for Staff Development

Specific Position Title

1. Teachers

Estimated Number
Total FTE- Project Salary

2. School Administrators

3. Trainers of Teachers

4. Pre-service Trainees

5. Other (attach explaAtion)

Subtotal $ 260.1.

260.4 Contracted Services for Staff Development: includes consultant service's

Purpose of Expenditure Per Diem Rate (if consultant) Total Amt. of Contract

4

260.2 Travel for Staff Development

A...-Position of Destination of

Subtotal $

Traveler - Traveler Purpose Proposed Expenditure

t

1

260.4

Subtotal $ 260.2



h

Other Ex enses for Staff Development

260.5 Tuition for. Staff Training,

Name of Institution No. .of Purpose of Tuition Costs
Where Trng. Conducted Trainees Program . Indy: Total

260.6 Inservice Educatioalgxpenses for Staff Training:

Purpose-

a

includes conferences

' No. of Poeticipnts Rate of Charge Estimated Cost

260.3 Other Miscellaneous Cost

DeScrickion,of Item

1. Rental of Equipment
(attach explanatioW)

260.5

Quantity or Description Proposed Expenditure

2. Other (attach explanation)

Subtotal: Other Staff Development Costs 'Y

(Stan of 260.5, 260.6, 260.3)

12

260.3

/1)
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"300 GUIDANCE AND ATTENDANCE SERVICES

310 Salaries for Guidance and Attendance Services: ,(a) 'payroll services for Gpidace

officers, school psyclfologist and directors, attendance officers, visiting teachers,

and school. social workers,(b), payroll services for secretarial And clerical assist-
.

assist -

ances to any of the aforementioned personnel.

Specific Position' Title

Estimated Number
Total FTE Project*Salary

-*
4

. .

Professional. Sala'ries Subtotal. $

Nonprofessional Salaries Subtotal $

Total Guidance WAttendance Salaries

320.4 Contracted Services: includes consultant service

1$

Purpose of Expenditure Per Dien Rate (if consultant) Total Amt. of Contract

Subtotal $

320.2' Travel Expensesrfor Guidance and Attendance Services
if

4)1,

Position of Destaiationof
Traveler Traveler Purpose Proposed Expenditure

Subtotal $

320.3 Other Expenses for Guidance andAttendance Services

Description of ftem Quantity

ri

13

Proposed Expenditure

i
Subtotal $

J

/

X

'310

320.4

320.2

320.3
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400 HEALTH SERVICES
ti

;

41d Salaries for Health. Services'- Payroll sala,ries for health services of (a) school
physicians including psychiatrists (b) school dentists (c) school nurses (d) school
secretarial and clerital.assistants and attendahts..

,

Specific Position Title

of

,420.4 Contracted Services

Estimated Number
Total FTE

Purpose of
endi t'Ire Per Diem Rate

420.2 Travel Expenses

Position of
Traveler

Cor Health Services

Destination of
Traveler' Purpose

Project,Salary
.

Subtotal '$ 410

Total Ain't.. of Contract

Xe

Subtotal $

I f

Proposedt Expenditure
1

c.

-- 420.4

Subtotal $ . 420.2

420.3 Other Expenses for Health Services - SupplilEs for health services and miscellaneous
expenses for health services, Jncluding parients made on'-3 fee or contracted-service
besiS.

Description of Item
H.

111MIINII.!

Quantity proposed Expenditure

Subtotal $ 420.3



500. PUPIL TRANSPORTATION SERVICES

S

510 Salaries for Pupil Transportation Services: Payroll salaries of pupil transportation

personnel whose services would be directly attributable to the proposed project;

Estimated Number

Specific Position Title Total Project Salary

4.

Subtotil $ 510.

'': 4
ti -\

520 Contracted Services and Pupil Carriers: (a) Contract expenditures-to ownes who

operate vehicles to transport pupils, (b) expenditures to parents for transporting

children, (c) 'expenditures for transportation on public carrier vehicles being used

by the general public regardless of whethert)Payments are to pupils or oAArierT, and

(d) any travel allowance's paid to pupils. . *,
:k/i

v.
.,

Description dt Itee,,, PrdiSosed Expendituei ) ,,,)

...

,

4

'$ . r

le

rr Subtotal."
-

560, Other Expenses for Pupil Transportation - Includes gu, oil, insur44 and
maintenance to be reimbprsed at,14.-per mile.

Number of Miles
(1)

tf

520

Rate(Lls_Ah_nile Proposed Expenditure 1

(2) , vc 1 k 2) \ : .

.%x \

1

4

Subtotal



600. OPERATION OF PLANT

610 Salaries for Operation and Maintenance of Plant: Payroll salaries of personnel
directly engaged in keeping the physial plant openand ready for use under this
project.

Specific Position Titles .

a

Estimated Number
Total FTE Project Salary

ay.
'....1.-.

4-. °' (
bat

t 1
, Subtotp.1 $

..1.

,

660 VI,,etier Ekpenset for Operation of Plant: ,(4:3 tontrcted services for pperatlon of
. plant and (b) heat and 'other utilitiesrfor,operation of plant. . (S7

,...
.

,

In reference toheat, light, or water, any proposed expenditures must be directly, ,o
- identifiable with and attributable ts this special project. If a facility pro.A.
. posed for Ape in this project is*to;be useesolely as a special roject cepter '

VP1.96and m re than one special p.roject or.pyogram is to be conducte t rein, the
propos d expenditures for heat, light, and water relevant to this project must

y torrespond to an equitable determined proration of total expenditures for these *
-, utilities.

,

4* M
4

e
c.-.

,
#If the facility ,is-.not a separa.te special piJject facility, anticipated exegendi-0

forfor heat, light, rand water are allowable only if th14 project is to be
operated at a time when no other educationgl program v oiher actkvity:'is to be
in operation. In su4 an instance, proposed expenditures for heat, fight and
water should be determined, as 'follows: '

/.

i
,

...

No.of hours per'week thi.sroosecpp_ special

project is anticipated to be in operation* Anticipated expenditures
'X -,, for provision of heat,

-'' light, and water duringTotal groSs no. tofliours per wAek111 other -"
the project periodPcograms or activities are anticipated to be

in operation"' th cilitY,,
.,'4

I

0 \,.
. *NOTE: include only Chose hours4fweek in which no other activity, operated in

building. , `"

r ?'

i 0
4 1rcription of

'\

tem'
-..-.22919PriLP-----ce"it"e

'1 \

a

s

or'



) 700 MAINTENANCE OF PLANT

710 Salaries for Maintenance of Plant:t Salaries of personnel directly engaged in main.
tenance activities such as carpentry, painting, plumbing, electrical work, main-

,tenance of grounds, etc., under this program.

,Specific Position Title
4 ,

' Estimated: Number

Total FTE
#

Project Salary

. r
Subtotal $ 710

740 Other Expenses for Maintenance of Plant: (a)` Contractqd services for maintenance
. .

of plant. (b) replacements of,equipffientt and (e) miscellaneous expenses, including

those for supplies, for maintenance of plant.
4,

Description of Item'

, 4

'.810 EMPLOYER CONTRIBUTION FORIMPLOYEg BENEFITS

Proposed Expenditure

Subtotal $ 740.... 1

(See appropriate issue of School Filmial Aid Bulletin or.contact Federally Aided

Programs Office fot,specific rates,to be used fo this Federal Project)
..-.

Item

1. Social Security

Proposed Expenditure

2. Retirement

3. Health Insurance

4. Workmens Compensation Insurance

17'

Fs t

C.

Subtotal
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I

830 RENTAL OF LAND AND BUILDINGq

Such rented building space used to house children must be approved by the
Division of Educational Fadklities Planning.

Description of Item Proposed Expenditure

Subtotal $

-
%

.. 600 FOOD SERVICES ,

910 Salaries for Food Services: Payroll salaries'forjood services'as relevantto
those personnel hose purpose is the preparation and serving of meals or snacks
in ,connection w'th project lactilliEles.

'. .

. E§tilinated Number
Specific Position Title Topl FTE

920.4 Contracted Services

Purpose of Expenditure

920.2 Travel

Purpose of Travfll

Per Diem Rate

Project Salary*

830

Subtotal $ 910

Total Amt. of :Contract

Subtotal $

4 4

Destination Proposed Expenditure

Subtotal $ 920.2

920.3 Othee.Ex enses for Food Services: (Does not include equipment)`

NOTE: COSTS ELIGIBLE FOR REIMBURSEMENT UNDER SCHOOL NUTRITION PROGRAMS JILL NOT
BE REIMBURSED UNDER THIS PROJECT.

Description of Item

18
4-10,

Proposed Exirenditure

Subtotal $' 920.3



si7
fa

1000 COCURRICULAR ACTIVITIES

Cocurricular
clubs', bands

uidance'and

Activities: Interscholastic @ctilities, entertainments, publications,
and orchestra, or activities operated by the student body under the
direction of adults.

1010 Cocurricular Activities - Payroll salaries
activities.

Salaries for
student body

Specific Position Title
Estimated Number

i Total FTE

.1020.2 Travel Ex enses for Cocurricular Activities

.Position of
`Traveler

Destination of
Traveler___,_ Purpose

of personnel engaged in

Project Salary

Subtotal $ Flow

. Proposed .t
A.

V
Subtotal, $ 1020.2

1026.3 Other Expensies'for Cocurricular Activities r Supplies, contract services, and
miscellaneous expenses for student body activities. .

Description of Item Quantity Proposed Expenditure

0

Subtotal $ 1020.3



110(Y COMMUNITY - HOKE RELATIONS

1100 Salaries for Community - Rome Relations

Specific Position Title

4

Estimated Number
Total TE Project Salary

1100...2 Travel Expensts for Community - home Relations
0 =

Position of
Traveler

I

Destination of
Traveler

ti

Purpose

Subtotal $

Proposed Expenditure

1100

Subtotal $ 1100.2

1100.3 Other Expenses for Community - Home Services - Supplies, materials, contracted
'services, and miscellaneous expenses.

Description of Item Proposed Expenditure

Subtotal $ -41100.3

20
", /1
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CALCULATION OF INDIRECT COST

Programb)

Direct Cost Base (sum of budget items 210 through 1100.3): $

B. Approved Indirect Cost ite (use rate for restricted
progr s as determined on Form FA-87-R)\

C. (A) X (B) or T'. Indirect Cost Dollar Amount $

(A) .

NOTE: The total indirect cost should be entered in the budget summary on page 18.

1220.3 MINOR REMODELING

1±,

Pertinent here are expenditures for minor structural hlterations and the initial or

additional installation of heatint.,andventilating 'systems, electrical" systems, plumbing

systems, fire protection system$, grohoOer systems in existing buildings. MinOr re-

modeiing usually takes place within he existing floor area., Repairs and'replacement of

service systems should be budgeted i the 700 Series. Building additions are not to be

included here.

The gross cli)m forminoriemodeling may not exceed $2,000 per room.

Description of Item Proposed Expenditure

I It

r

I

Subtotal $ 1220.3



e

1230 EQUIPMENT

Initial or additional items of equipment, such as furniture, farnIshings, machinery,
and vehicles that are not inpegral parts of the building'or building service. Repairs
and piece-for-piece replacements of equipment are not pertinent here; these pertain in-
stead to the 700 Series, Maintenance of Plant)

Any and all equipment'purchased in support of this project with a unit cost of $50
or more should be itemized in this category:

_Item
Proposed
Quantity,

Unit Proposed
Cost ,Expenditure

1

I

4

22

6.A )

C

Subtotal $ 1230 ti
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PROJECT OPERATIONAL BUDGET SUMMARY

*ACTIVITY .

SALARIES CONTRACT
SVC. . TRAVEL OTHERCODE' PROFESSIONAL NON PROF.

INSTRUCTION

,
.200 '

.

STAFF DEVELOPMENT 260

.

GUIDANCE & ATTENDANCE 300

i
f'

HEALTH SERVICES ,-7 400

.

?WEIL TRANS. 500 XXXX XXXX

OPERATION OF PLANT 600 XXXX .XXXX XXXX

MAINTENANCE OF PLANT' 700' *XXXI( XXXX XXXX

EMPLOYEE BENEFITS 810 XXXX XXXX XXXX XXXX

RENTAL OF BUILDINGS -* 830 XXXX XXXX XXXX XXXX

FOOD SERTES 1 900 J

,

CURRICULAR ACTII., 1000
.

COMMUNITY - HOME REL.- 1100 --
/

,..

INDIRECT COST -- XXXX XXXX XXXX . XXXX , .

--. .

MINOR REMODELING 1220.1' ' XXXX , XXXX XXXX XXXX -,

. .
.

EVUIPMENT 123a
- - ..

)0J,XX

.

XXXX XXXX XXXX
,

TOTALS

...
t

4-,
.

,

GRAND TOTAL

ti CHIEF SCHOOL ADMINISTRATOR'S CERTIFICATION

I hereby certify that the requested budget amounts are necessary and appropriate tc the im-

plementation c this project. I heresy certify that the'Assurance Compliance with Title

VI of the Civit Rights- Act dated applies to [he application submitted

herewith. month day, year

A first advance kayment 2*5 percent is hereby requested.

Date Signed
Chief AdMinistrative Officer

.
Dept. UselOnlY:

Project .No.: Grant No.:

UAN*:

c.

23
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Form
Code No.: FA-87-R

Purpose:

Submittal
Time:

III

INDIRECT COST RATE APPLICATION

1. To solicit and approve indirect cost rate applications

from the local educational 'agency.

2. To allow the grant recipient to charge federally funded

programsfor indirect costs incurred as a result of

conducting the program.

3: To provide offices of the Division of Educational

Finance and the offices of the New York State Department

bf /Mit and Control the required information to allow

a prior approved rate*for indirect costs.

Indirect cost rate applications are received and approved

annually in the early Spring. Notices are sent to the

local educational agency with specific instructions and

dates.

'Special
Instructions: 1. A local educational agency may choose not,to submit for

an approved rate. However, the agency may not budget or

claim any indirect costs against federal projects for

that year,

2.. A few federal grant programs administered directly by

federal government agencies may allow the use of a higher,

or nonrestricted indirect cost rate. Districts or BOCE$

seriously contemplating the receipt of an award under one

of these programs should contact the Federal Aid Unit for

additional information regarding the computation of a

nonrestricted rate.

25



3. A local educational agency with total operating expenses

of less than $5,00,000 may elect to have the Division

of Educational Finance computea rate.

4. The approved indirect cost rate is considered to be

the maximum allowable rate and may be negotiated to

a lesser rate by the respective program office.

5. The indirect cost rate is applied to the actual

expenditures allowed in a given federal project.

How to
Use: 1. The approved indirect cost rate may be applied to the

budgeted direct costs of a federal grant in order to

derive an indirect cost dollar amount.

2. This indirect cost dollar amount is then considered

to be part of the total budgeted cost of the federal

grant.

3. The indirect cost dollar amount (I) is the product of

the approved indirect cost rate (R) and the direct cost

dollar amount (G). The direct cost dollar-amount is

defined as all budgeted items less Minor Remodeling

(1220.3), Equipment (1230) and Construction. I a RG.

A. DIRECTIONS FOR CALCULATING INDIRECT COST RATES FOR PUBLIC
SCHOOL DISTRICTS*

DIRECTIONS FOR COMPLETING FORM FA-87-R: Information for the

following expenditure classifications on the application is to

be derived from the district's most recent Annual Financial

Report (Form ST-3). Enter the costs from the ST-3 account codes

as follows:

*City school districts in cities of over 125,000 population should
contact the State Education Department, Division of Educational
Finance for additional-instructions.

26



1. GOVERNANCE - CENTRAL ADMINISTRATION: Schedule 4, account

codes 010-999, 040-999, 070-999-and 160-999, LESS equipment.

Also Schedule 4, account code 110 -999, LESS equipment and

LESS the salaries and expenses of professidnal staff, other

than the chief school administrator, such as deputy stiperin-

tendents or special assistants, and the salaries of clerical

staff assigned to such position5

2. ALL OTHER CENTRAL ADMINISTRATION: Schedule 4, account codes

096-999, and 196-999, LESS equipment, LESS account code

120-999 and LESS those costs included above under GOVERNANCE -

CENTRAL ADMINISTRATION,

3. CENTRAL OFFICE BUILDING: Schedule 4, account code 696'499.

Includes only those expenses for operation,maintenance, and

rental of any school building whose sole purpose is to house

the central administrative staff. Expenses for central

offices maintained in a school building where instructional

activities occur should not be included here.

Expenses should be divided between, the two cost columns

as follows:

A

(Expenses Reported in Item 2) (Total Central
Indirect Cost Ix (Expenses Reported In Items 1 & 2) X Office Bldg. Exp.).

CoSt Base = (Expenses Reported in Item 1) X (Total Central
(Expenses Reported in Items 1 & 2) Office Bldg. Exp.)

If the operation and maintenance costs of a central office

building are not easily identifiable, the following method may

be used: Multiply the district-wide total costs for operation

and maintenance by the ratio of usable square footage of central

office building space to the.'total usable square footage of all

school district buildings.

27 `")



. -
Central Office lIdg.Space x Total Operation Clit Central Office

Total Bldg Space Maintenance Costs Bldg. Expenses.

4. INSTRUCTIONAL COSTS: Schedule 4, account codes 420%999,

4.

296-999 and,396-999 LESS equipment.
...

.
.I.

5. COMMUNITY SERVICES: Schedule 4, account code 496-999
.

LESS .%-
,..

equipment.
! .

6. PUPIL TRANSPORTATION: Schedule-41account code 510-999 'LESS,
.(._

. 0

' equipment and buses.

4 . *
m

1 7., OPERATIONAND MAINTENANCE: Schedule:4, account codes 530-999

4
.), and 696-999 LESS lequ pment and LESS Nose costs included above

,
!

under CENTRAL OFFICE BUILDING. ill

8. PRINTING AND PUBLISHING: Schedule 4, account code :710-999

LESS equipment.

9. DATA PROCESSING': Schedule 4,,Atrount code 720-999, LESS

equipment.

10. BOCES ADMINISTRATIVE CHARGE: Schedule 4, account code 750-526.

Ils JUDGEMENTS AND CLAIMS: Schedule 4, account'code 750-623.

12. BOND AND NOTE ISSUE: Schedule 4, account code 750-624:

13. DIRECT COSTS - FEDERAL PROJECTS:. Schedule 8, accountgodes

299, 399, 499, 54, 699; 799, 899, 999, 1099, and 1199.

NOTE: The previousl,y existing federal account code 199 is

obsolete and the school district should have no expenditures

reported in this code. If costs are reported in code 199,

direct administrative costs should be added to item 13 and

indirect administrative costs should be added to item 2.

14. SCHOOL LUNCH: Schedule 4, account code 900-840.

-)
15.. SCHOOL STORE: Schedule 4, account code 900-850.

28 CI
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Schedule 4, account Code 750-625.

tr"

16. OTHER'EXPENDITURES:

Enter in box to left of columns on application and attach

explanation of charge.

17. FIXED CHARGES: Schedule 4, account codes 730-999,

740-413 and 740-414. Such charges should he divided

between the two cost columns as follows:,

1% Divide the sum of account codes 730-999 and

.740413 by total salaries fe0orted in Sched4e 4.

2. Multiply the resulting.percentage by'the salaries

intlude4 itithms 2, 8 and.9 on the application.

The product should be entered in the Indirect Cost

column.

'3. Subtract the product (see step 2) from the sum of
11

, Account codes 7304999, 740-413 and 740-414. The

didferencelshould be entefed in the-cost t4be column.-cost

18. INDIRECT COSTS -,CITY GOVERNMENT: Dependent school districts

, -

may include heie any indirect cost admini4trative charges

allocable to the school district 'under a City Wide

Indirect Cost Allocatibn Plan.

29
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INDIRECT COST RATE APPLICATION,.
- FORMAL.APPLICATION AND CERTIFf6ATION TU ACCOMPANY

FORM FA-87-R
(PUBLIC SCHOOL DISTRICTS)

District-Code:

County:

District Name:

Mailing Address:

APPLICATION: Application is'made for an indirect cost rate of

to be used with restricted federal programs during the next fiscal. year.

The financial 'data supporting this application, as shown on the-attached

fovm FA -87 -R, was derived from the school dfttrict's most recent annual

financial report.

CERTIFICATION: I hereby certify that the information contained on this
.3

application has been prepared in accordance with instructions issued by`

r,
the New York State Education Depgrtment and is true and accurate to the

best of my knowledge
3'

and belief; that no'costs other than those incurred

by the above disignated school district have been included; that the same

coats that have been treated as indirect costs have not and will not be

claimed as direct costs; and'that similar types of costs have been accorded

consistent treatment.

All expenditures detailed on this application have been made, and

records supporting them have been maintained and are available for audit.

a

Signed:

Chief Administrator of School Dist.
Date:

STATE USE.ONLY

L-3 APPROVED

ED DISAPPROVED

30

Audited by:'

D4te: 1
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FORM FA-87-R
INDIRECT COST RATE APPLICATION FOR RESTRICTED .PROGRAMS

DistrictName:

MailinOddress:

PersR_Zileparing Report;

kip.

NOTE: Liter expenditure detain blank spaces only.

District Code:

County:

Tel. No.

EXPENDITURE, CLASSIFICATION INDIRECT COST COST BASE

1.; Governance:. Central,AdmInistration $ XXX ..

*-2.
t.

..-

All Other Central Administration
-.

3. Central Office Building
. -,. ...

.

4.

..

Instructional Costs 7 i XXX 4

5. Community Services . XXX r - '

6., Pupil Transpottation
.

..,

XXX
,

..
.

7. .Operation and, Maintenance XXX )1.;

8. Printing and Publishing
e XXX

9.

,.

Data Processing s

.
.. XXX

10. t0CES Administrative Charge XXX

II. Judgements find Claims. XXX

12. Bond and Note Issue XXX

13. Direct Costs: i6deral Projects XXX

14. School Lunch XXX

15. School Store XXX %

16. Other Expenditures (Explain) $ XXX XXX

17. Fixed' Charges .
.

18. Indir4ct Costs: City Government XXX

TOTAL $ (a) $ (b)

Computation of Indirect Cost Rate: (a) Indirect Cost
(b) Cost Base

31
".1
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#4.

413,' 'DIRECTIONS FOR tALCULATiNG INDIRECT:COSI RATES FOR BOIRIA' OF COOPERATIVE
c._.... .-- ---_ --- .--- ----.

- --
L.

EDUCATIONAL SERVICES.

. 't
TheZzfollowng.fmbered directions corfespond 'to the various

. ,
. .

..s _.

eicpepditure classiticationsorFornit FA-,87:4R.(BOtE9. All expenditure0. .
data should%b detLyed from the Moat recent' BOCES Anrival Financial

... %.," ' ,,-
Report, Form Si'-'111. A- , --a,r , , ......... .,,,

/1 Governance' &Central 4Administration - -Includes the BOCE§1 ,
t...%.,,-

share of e salaries apd fringe benefits for the District Superintendent
l'..

0 .

sof SchO s and the' Superintendentls immediater-cl,erical aff.
;-.. .

2. All Other _
.

Central Administration - Includes the following items o... ......

of expense less those costs -listed in' item 1 above:
vForm SA -111, Schedule" 5, -i'iage 7",

Account Codes - A 110
A 150
A 300
A 400

'A 413
A 414
A 430
z'A 460
A 500
A 525.
A 611
A 613
A 615
A 616 ,
A.617 ,

3. Shared Services and Specially_ Aided Programs-- Includes the
i) ..

following items of expense:

Form SA-111, Schedule 5, page 7,
Account Code - A 435

Form, SA -111, Schedule 5, Page 8, All Columns,
Account Codes- A.101 A 500

A 149 A 525
A 150 A 611
A 300 A 613

4.. A 398
A400

A 615
A 6'16

A 413 A 617
A 414 A 840

32
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Form SA-111, Schedule 8, 2age'12,
AcCount Codes"- 100

300
400
413
500
525
611

613

615
616
617

N.

Form SA-111, Schedu1 10, Page 15,
Account Codes - 000-101

000-150
000-300
000-398
000-399
000-400.
000-430
000-440
00041L
000-613 te"

000-615
000-616
000-840

Pupil Transkortation Includes the following items of expense:

Form SA-111, Schedule 5-A, Page 9, Column A 500,
Account Codes - A 100

A,300
A 400

4 A 413

A 414
A 451
A 452

A 460

A 500
A 525
A 611

A 613
A 615

A 616
A 617

33
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5. Operation and Maintenance - Includes the following items of
expense:

Form SA-114, Schedule 5-A, 1We 9, Column A 600,
AccoUnt Codes - A 100

A 300'
A Am)
A 413
A 414
A 451

A 452 1/4

,A 460

A 500
A 525
'A 611

A 613
A 61.5

A 616
.A617

0

2p

,14 "o'

1.

114

34 ..)s
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INDIRECT COST RATE APPLICATION
FORMAL APPLICATION AND CERTIFICAft0N-TO ACCOMPANY

FORM FA-87-R
(BOCES)*

BOCES Name:

Mailing Address: County:

( 4,

0

Code:

1
.

,

APPLICATION: Application is made'for an indirect cost rate of "__ %
----,----

to be used with restricted federal programs d4ring the next fiscal year.

The financial to supporting this application, , as shown on
., .

the attached,

Ni*? form FA-87-R, was derived from the BOCES' most recent annual financial

report.. ,

.

CERTIFiCATION:I.I hereby certify,that the information contained on this

application has been prepared in 3ccoidanc47writh instructions issued by

the New York State Education Department and is true and accurate to the

best of my knowledge and belief; that no costs other than those incurred

by the above designated BOCES have been included; that the same costs that

have been treated as indirect costs have not and will not be claimed as

direct co9ts; and that similar types of costs have been accorded consistent

treatment.

Ail expenditures detailed on this application have been made, and

records supporting themihave been maintaknedand are available for audit.

r.
Signed:

4

District Superintendent

Date:

0 APPROVED

DISAPPROVE))

4-

STATE USE ONLY

35

Audited by:

Date:
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BOCES Name:

Mailing Address:

Person Preparing Report: Tel. No.:

NOTE: Enter ex enditure data in blank s aces onl .

FORM PA-87-R
(BOCES)

INDIRECT COST RATE APPLICATION FOR
RESTRICTED PROGRAMS

Code:

County:

ti

A

EXPENDITURE CLASSIFICATION. '

INDIRECT
COST

COST
BASE

1. Governance: Central Administration $ XXX

2., All Other Central Administration
,

.

XXX

3. Shared Services and Specially Aided Programs XXX

4. Pupil Transportation XXX

5. Operation and Maintenance XXX

Totals $

.

(a) $ (h)

Computation of Rate: (.....).---A-1reSS9213tall

(b) Cost Base

36
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SPECIAL, PROGRAM ADMINISTRATIVE AND,
SUPERVISORY POSITION 'DESCRIPTION

Form
Code FA-50

Purpose: 1. To 'assist the local educational agency in formulating

and maintaining an appropriate and up-to-date.Posi40

- description for the administrative and supervisqry

personnel of federally aided projec'ts;

p

2. To provide the.State Prograii Coofdinator, and other

offices of the State Eduiatl.oh Department, with

information adequate fdr evaluating (and possible

approval of), requests for funds of non-tea66ing

positions.'

Submittal 1. At the same time that budget form FA-10 (Proposed

Time:
. Budget for .the Operation of a Federal PrdjectYis

subMitted by the local educational agency to the

State Program Coordinator for'approv41.

Special 1. This form is to be used to describe activities only

;Instructions:

9

for the professional personnell II administrative or,

supervisdry positions. (Clerks, secretaries, typists,

and similar type positions should not be dticribed).

2. Dgscriptidns should be provided for all profesiional,

admihistrative and supervisory positions regardless

of the budget code under which those titles'are

Listed in the project budget.

3. 'Ols" form should not be filed for those administrative'

.:end supervisory positions that are not budgeted and

considered to be indirect costs.

37
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Project No lire.--#"Grant No.
,,. Dept. Use Only Dept. Use:On.y

SPECIAD.PROGRAM
ADMINISTRATIVE AND

SUPERVISORY POSITION DESCRIPTION'

C.?

Federally Funded Projects

INSTRUCTIONS

Submit copies of, this form for each, professional level
adamistrative'or supervisory position listed in project budget fora
FA-10 (Proposed Budget for the Operation of a Federil Project). The ,

appropriate position description reports should be filed with the -

federal project budget packet being sulinitted to the New York State
education Department.

Fora FA-50 (5/73)

Name of Agency Administerieg Project

ProjecI7Xitle

Title, of Position (as listed on Proposed Budget)

Name of Present or Proposed Incumbent

Name of Immediate Supervisor

Salary

Percent of Time Devoted-to Proposed Budget Activities

Description of Duties:
Proposed Budget Activities-

.
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I.

V

SPECIAL GRANT-BUDGET AMENDMENT

Form
Code No.: FA-10-A

Purpose: I. To allow the local educational agency to receive the

prior approval of,the State Program Coordinator for

any revision or amendments to an ongoing approved

project;

2. To assist the local educational agency in adequately

describing and budgeting the necessary or desired

changes in'an approved project;

3. TO assist both the local educational agency and the

State Education Department in maintaining an acc /te

and up-to-date record of approved changes in and

latest totals of an approved project.

Submittal
Time: 1. Any time between the date on which the project receives

the written approval of the State Program Coordinator

and the last day of operation of the project at the

local level,

OR

Any time between the date on which the project receives

the written approval of the State Program Coordinator

and the deadline date for submittal of amendments as

established by any spedific State Program Coordinator

for his programs and of which the local educational

agencies have been advised.

39
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Special
Instructions: 1. Changes applicable to one and only one 1)cljedt will

be included on each Form FA-10-A submItted to the

State PrOgram Coordinator for approval;

2. No approval for budget amendments shoUld be requested '

via this form prior to the receipt-at the local level

of written approval of the project itself by the State

Program Coordinator.

3. Two (2) copies of each approved Budget Amendment will

be forwarded automatically to the Division of

Educational Finance by the State Program Coordinator.

Educational Finance will change the original budget

(FA-10) on file accordingly and will then return an

exact copy of the amendment as then on file to'the

local educational agency;

4. Use of this form (FA-10-A) may, and should, be held

to a minimum by submitting it only as required by

Instructions 1-5 on page 1 of the form itself.



Project No.

INSTRUCTIONS

Complete by pen or typewriter.
Submit five (5) copies directly to the
appropriate program coordinator in the
New York State Education Depaftment,
!,Albany, New York 12234.

Grant'No.

s

The University of the State of New
THE STATE EDUCATION DEPARTMENT'

Federally Aided Programs
99 Washington.Avenue

Albany, New York 1223

SPECIAL GRANT - BUDGET AMENDMENT
SUMMARY, SHEET '

Name of Local Educational Agency (LEA)

Form FA-10-A
13/69)

Legal Nibe.' Comity /

Mailing Address 4

Federal Program to Which Budget Is Cherged:

GENERAL DIRECTIONS

1. Use only this form for those amendments where prior approval is required (see remain-

ing instructions). Additional space for explanation may be attached'.

2. Each_requested fiscal increase should show the corresponding offsetting fiscal de-
crease(s). wherein possible. If the total amount of the grant is to be increased, it

must be noted below as well as itemized' herein..

3 Any increase in the number of and/or change in type of personnel items requires prior
approval through a budget amendment (also consultant salaries in excess of $100 per diem).

4. Any increase in the number and/or change in type of equipment items having unit value
of $50 or more (budgeted under category 1230) requires prior approval through a budget

amendMent. '

5. Any time a budget subtotal is increased by more than 10 percent, prior approval must be

obtained.Howeverx'prior approval is not required if the change does not increase the

original budget subtotal by more than $500.

BUDGET AMENDMENT SUMMARY

1. Latest Approved Budget Amount

2. Total Increase Herein $+

3. Tot'SI Decrease Herein $- (+ or -)

4. Adjusted Budget Amoynt ...... ...... $

ft

I hereby certify that the requested budget amendment amounts are necessary and appropriate

.to the implementation of this project.

CHIEF ADMINISTRATOR'S 9RTIFICATION

Date ti
Signed

41.
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Chief:Administrative Officer



r
INCREASE OR TRANSFER INTO

Budget ..

Expenditure
Acct. No.

Functional
Classification r

.

Explanation of Change.
Atiount of
.Money

*
210 lotAuctZonat

Sataxizs .

.

Addition o6 2 Teachms Aida
.

$+7,200

.

. .

*Sampie TOTAL INCREASE

trnntinno An nano / if naraacarul



4

DECREASE'OR TRANSFER FROM

Budget

Expenditure
Acct. No.

Functional
Classification Explanation of Change ,

Amount of
Money

* 230

* 1230

Ingnuctionat tAavet

EQuipment

Zancet,eation DA Reading ConAeltenee in
Attantic City

fteetion oA Mobite Libitaku Unit

*$- 700

* -6500

. -

i

.

J
t

TOTAL DECREASE

*Sample

(continue on page 4 if necessary)
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r-i Increase or Transfer Into
.

r--1 Decrease or Transfer From

Budget
Expenditure
Acct. No.

Functional
Classification aExplanation,of Change' °'

Amount of
Money

I

.

-4

TOTAL INCREASE

.

TOTAL DECREASE

$.

444/ 26947



VI

MONTHLY EXPENDITURE REPORT AND
MONTHLY/QUARTERLY REQUEST FOR FUNDS

Form
Code No.: FA-25-AP

Purpose: 1. To facilitate the monthly reporting of expenditures on

each and every, federally aided project;

2. To serve as the vehicle by which the local educational

'agency requests Payments toward a federally aided

project beyond the initial 25% payment made at the

time of project approval;

3. To allow the State Education Department to deobligate

any funds originally budgeted and approved fbr a .

project but for which it can now be shown the need

for all or part of these funds does not exist at the

local level.

Submittal 1. This report must be completed for each approved.

Requirements: Federally Aided Project funded through the State

Education Depattment for which a first advance

payment check has been received;

2. Project Budgets $100,000 and Less

This report must be filed at the end of each

calendar quarter beginning with the quarter during

which the first advance payment check is received.

Payment will be made as requested based upon

projected cash need for the next quarter.
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palest Budgets Greater than $100,000

This report\must be filed at the end of each MONTH

beginning with the month during which the that

advance payment check is received. Payment will

.

be made as requested based upon project cash need

for the next month.

.3. This report must be filed continuously for each

Approved project until such time as the project

has terminated or the maximum 907, advance has

b4en attained.,

46.
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I

Complete by typewriter. Three copies of
this Report should be filed directly to
the DIVISION OF EDUCATIONAL FINANCE for
each appropriate Special Aid project no
later than the 10th of the month.

The University\of the State of New York
THE STATE EDUCATION DEPARTMENT

FEDERALLY' IDED PROGRAMS .

99 Washin ton Avenue
Albany,., New ork 12230

Frm FA-25-AP
\ .9/74)

EXPENDITURE REPORT AND,MONTRLY/QUARTERLY REQUEST FOR FUNDS,

INSTRUCTIONS

This report must be completed for each approved Special Aided Project fundel thro
the State Education Department for which a first advance payment check has, been eceive .

A first advance payment of 25 percent (50 percent for summer programs) is made auto-
matically following the approval of a project application and budget. The continuous fili g

iof this report shall be mandated thereafter for each approved project operating under any o,
the programs listed below until such time that the project has terminated or the. maximum

907. advance has been attained. ,

.

t To facilitate processing, it is requested that all project reports (FA-25-AP) ior each

district be filed simdltaneously with this Department no later than the 10th day of the month.

This Report,is required for all projects funded under the,following programs:

Adult Basic Educ. (F4170)

Educ. for Handicapped Children (F4256)
Educ. for Migrant Children (F4110)
Educ, Professions Dev. Act (F4222)
ESEA.I - Part A (F4126)
ESEA I - Part B'(F4214)
ESEA I - Part C (F4215)
ESEA II (F4265)

Filing Requirements:

ESEA III (F4248)
Higher Educ. I (F9000)
LibrarY Services I (F4145)

MDT (F4765)
Vocational Educ. (F4277)
Welfare Educ (F4174)

WIN (F4163)
ESEA IV - Right to Read (F4217)

Projects $100,000'and Less:

This report must he filed at the end of each calendar quarter
beginning with th.; quarter during which the first advance .

payment check is received. Payment will be made as requested
'based upon projected cash need for the next quarter.

Projects Greater than $1004222:

This report.must be filed at the end of each MONTH beginning
with the month during which the first advance payment cheek

is received. Payment will be made as requested based upon

project cash need for'the next month.

CERTIFICATION: I hereby certify that all information reported herein is true and accurate to

the best of my knowledge and belief; that in accordance with the regulations for audit

purposes, there will be maintained (a) records to support accountability for items acquired

under this project and (h) documentation required in the form of payrolls, purchase orders,

contracts, invoices, and cancelled checks.

Date: Signed:
Chief Administrator of Local Public Agency
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a.

4

Project No. s 1 Grant No. :Voucher No.

Name of Local Edhcational Agency

Mailing Address

(State Use On1

Revenue Code of Program (see other side) County

Contact Person * Phone' No.

PROJECT EXPENDITURE REPORT ***

Project Size $100,000 or Less. Report for Quarter Ending , 19
(Quarters: "July-Sept., Oct-Dec, Jan-Mar, Apr-June)

c'

Project'Size Moce Chan, $100,000. Report for Month of , 19

FISCAL. INFORMATION SHOULD INCIAID ALL TRANSACTIONS RECORDED AS OF THE END OF THE MONTH JUST
COMPLETED,

f, Total Amount of Apprqyed Project Budget (incl. apqroved amendments)....$
t

(1) w\
4-

2. Total Project Payments Received to'Date (incl., transfers')..? r (2)
. .

. . . .
..

. ,3. Total Project Cash Expenqt4es to Date
....

t $ (3)
I )

4. Total Outstanding Project Encumbrances Including Unpaid
.

Salary
Commitments ,

(4)
I.

...s..'s

.
.

5. Current Project Cash Balance .(Entry 2 minus Entry 3) $ (5)
--.

6. Total Estimated Project (Entry 3 plus Entry 4 pluS any -
(.:anticipated project expendj,tures still to be incurred) 4 4 t (6)

7. .Amount of Approved Budget
.

Ayailable for State Deobligatfon--
... i

(Entry 1 'minus Entry 6)
ri...

,

$

1

(7)
-r"

r.
REQUEST 113,. FUNDS

8. Total Cash Expenditures Antic4pated During Next:

Month

(Projects GreaterThan $100,000) (Projects ;100,000

Qua)ter

r $ (8)

9. Additional-Funds Requested During Next Month or Quarter. (Ent 8
minus Entry 5) e000y (9)

48
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VII

CONSTRUCTION PROJECT BUDGET

ForM -

Code No.: FA-

Purpose: 1. To provide the State Program Coordinator with an itemization

'of the necessary'expenditures
4
iria construction project for

.0

which a local educational agen.cy is seeking-aOrpval;

2. To prmilde -they New York Stag Education Department and the
i?,

New York,Wtate Department Auait and Confrot with the'lleces-

sary and sufficiedt information to isllow:thomoifiossr to
. ' 4

(authorize issuance of a first aleck'toward'an approved project.

Submittal l., Only at the timeetfiat original application'iS rifadd by th'e

. Time: A

local educational- agency to the State Education'Department for

approval of Fedefal funding toward proposed xOnstructiOn.

Special. 1. The local agency must not confuse the upe of this form. which

Instructions:
is for ilA122:_snamptimualAtE. with the use of categpxies

0 '-s4r,?

of0the common' Proposed ',Budget for Project Operation wbichsre
2
1

for minor remodeling. This form may not be used for minor

remodeling.

2. The local educational agency requesting funds other than

Vocational,Edqcation funds, should not prepare copies of this

budget at all without first verifying with the,State Program

Coordinator that activities proposed meet the definition of

construction fpr that nrogram.v'
4 .;

This form is applicable only to the Federal funds involved in
a

construction at the local levet and should not be confused

with other forms which may be required by other local or

State agencies or departments.
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Project No.
Dept. Use Only

INSTRUCTIONS

Complete this form in pen or by typewriter.
copies of this budget should'be for-

warded to the appropriate program office of
the State Education Department.

Grant No.
Dept. Use GrilY

THE UNIVERSITY OF THE STATE OF NEW YORk
The State Edubation Department
Division of Educ'ational Finance

99 Washington Avenue
FEDERALLY AIDED PROGRAMS

- Albany, New York 12230

CONSTRUCTION PROJECT BUDGET

FORM FA-1 (3/72)'

Proposed Building:

Construction Schedule: Beginning Date

Name'of Agency

Ending Date

Legal Name County
d

Mailin% Address

Chief Administrative Officer

`q-
Tel. No.'

GENERAL DIRECTIONS

1. The first advance payment will be processed for 10%,of the.approved Federal funding

upon receipt of an approved budget. Having received this advance payment, the local
agency should file a monthly report of expenditure and need (form FA-251,13) in
compliance with the .instructions contained on that fotm.

2. When the major construction contracts have been awarded, the Department should be so
notified and monthly advances on a cash need basis up to an additionil 30% of the
Federal fundtng will be processed in response to the needshown by the latest filed

form FA-25-AP,

iihen the architect is able to certify 50% completion
form FA-30) monthly advances on a cash need basis up
Federal funding will be processed in response to the
form FA-25-AP.

4. When the architect is able to certify 90% completion
form FA/-30) monthly advances on a cash need basis up
Federal.funding will be processed in response to the

4

_form FA- 25 -AP;

of major construction (via
to an additional 307, of the
need, shown by the latent filed

of major construction, (via
to an additional 30% of,the
need shown by the latvt filed

Check below Federal Program to which Budget is to be Charged: (Check one box only)

Vocational EducationESBA I

r

-0



PROPOSED EXPENDITURES BY STATE ACCOUNT CODES

ITEM CODE AMOUNT

Superintendent of Construction or Clerk ofj Works 00 $

Furniture and Equipment 200 00 . $

\--/Supplies and Materials 300 00

Other Exienses 400 00 $.

Insurance 410 00

Legal Services 44.1 00

Architects Commissions and Expenses. 443 00

Survey and Engineering Services 444 00

Land 910.00

Building 920 00 . $

General Construction 931 00

Heating and Ventilating 932 00

Plumbing - 933 yo

Electrical. 934 00

Site Improveient 941 00

Utility and Service Systems 942 00

Total - Objects of Expense 999 00

CERTIFICATION
.

I hereby certify that the Assurance oe Complianei-with Title VI of.the Civil Rights Act dated
applies to this application and to all attachments submitted

month, day, year herewith. The above proposal is approvedby the local
educational agency and the appropriate advance payment is hereby requested.

Date: Signed,:

Typed Name or Title:

STATE USE ONLY

Federal Fiscal Year

Federal Funds

State Funds

Local Funds

Total

52
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VIII

REPORT OF CONSTRUCTION PROGRESS

,Form

Code No.: FA-30

Pimpose: I. To' facilitate the "reporting, to the State Edudation Depart-

ment,.of construction progress of an approved construction

project by the local educational agency and its architect;

_2. To assist the Federal Aid' Planning' and Claims.Section of:the

New York State Education Department in verifying the need for
§7

additional payments of Federal funds toward an approved con-
_

struction project.

SUbMittAl I. Only at the three (3) tidies during an entire construction

Time:
project when the local educational-agency qualifies for the

r

three (3) 30% payments described in the form itself;

Explanatory-Note: Approved construction projects receive

the approved Federal funds in payments based on four

facts:

I. project approval ---10%'of Federal funds sent

automatically;

2. construction contract awarded - an additional 307.

of the Federal funds authorized by the State

Education Department to be sent;

3. 504 of_majosconstruction_completed - an additional

30%. of Federal funds authorized by the State

Education Department to be sent;

4. 90% of major.qopstructiqq_complqted - an additional

30% of Federal funds authorized by the State

Education Department to be sent.

53
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Special
Instructions.; 1. This form is not a request for payment.

2. This form can and must he used only in conjunction with

form FA-25-AP (Monthly Report of Expenditures and

Quarterly Request for Funds);

3. The certification under any one of the three conditions

stated on this form only allows the State Education Depart-

ment to authorize additional payments of Federal funds.

The payments themselves must be requested by the local

educational agency via form FA-25-AP;

4, This form is applicable only to the Federally funded portion

of a construction project.
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Project No.

Complete by typewriter. Two copies of this
Report should be filed directly with the
DIVISION OF EDUCATIONAL FINANCE in accordance
with the instructions below.

Grant No.

THE UNIVERSITY OF THE STATE OF NEW YORK
The State Education Department
DIVISION OF EDUCATIONAL FINANCE

FEDERALLY AIDED PROGRAMS
Albany, New York 12230

FA-30

(3/69)

REPORT OF CONSTRUCTION PROGRESS

INSTRUCTIONS

This report should be filed along with the appropriate Form FA-25-AP (MONTHLY/
QUARTERLY REPORT AND REQUEST FOR FEDERAL FUNDS) in requesting additional Federal
funds for a construction project. The filing of this report is required only for
those stages of funding when advances (via Form FA-25-AP) are first requested at
the 407., 707.,and 1007. stages of funding.

Name of Agency

Lise-s1 Name

Mailing Address

Project- Title

Federal Source of Funds

Counts"

55ray

Federal Funding Year



Check and Complete Appropriate items:

EFor Payments in Excess of First /0% Advance

At a meeting held on , 19 , the general construction contract
for the above project was awarded to
in the amount of $

. A thirty percent advance paymeRt of the approved
Federal grant is hereby requested.

DFor Advances in Excess of 40% of Grant Award
''fr /

I hereby certify that substantially 507. of, the major construction has been completed
of the located in , N. Y. as of

name of facility- city, town or village

Typed Architect's Name

Name of Architectural Firm

Address of Firm

date

Architect's Signature

EiFor Advances in Excess of 70% of Grant Award

I hereby certiTy that substantially 90% of the major construction has been completed
of the located in . N. Y. es of

name of facility city, town or village date

Typed Architect's Name

Name of Architectural Firm

Address of Firm

Architect's Signature

4

LEA Certification: I hereby certify that the above information is true and accurate to the
best of my knowledge and belief.

Date: Signed:

Chief Administrator of Local Public Agency

56
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Ng.

IX

FINAL PROJECT EXPENDITURE REPORT

Code
Code No.: FA-4P-F.

Purpose: 1. jto assist the local education agency in reporting all

expenditures md? et the local level toward an approved

4 Federally aided project to the New York State Education

Department;

2. To allow the New York State Education Department to

report all expenditures made by a local agency to the

Submittal
Time:

Special
Instructions: 1. This is a universal Final Project Expenditure Report

New York State Department of Audit and Control as is

required by State constitutional pre-audit requirements;

3. To allow the New York State Education Department, 'Federal

Aid Planning and Claims Section in conjunction with the

State program Coordinator - to establish a final approved..-

expenditure figure for an approved project;

4. To serve as the basis for a final cash paymedt, if

warranted, to a local agency toward an approved Federally

aided project.

Immediately after all encumbrances have been liquidated

(all bills have been paid) OR by the end of the fisdal

year succeeding the fiscal, year of funding, whichever

is earlier.

utilized for nearly all Federal Programs administered

by the State Education Department (check with

appropriate State Program Coordinator for applicable

Final Report Form.)
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2. Items should be claimed on this farm only if actual

payment from the Federal Fund account of the local

educational agency has been made.

3. No supplemental Final Project Expenditure Reports will

be accepted. Therefore, all reports when submitted

should be complete and final.

4. Expenditures for only one project may be reported in a

single set of expenditure reports.

5. Two (2) copies of Form FA-10-F should be submitted for

each project. No documentation (invoices, receipts,

vouchers) is required to be submitted with this report.).

However, complete documentation for all expenditure

items must be retained at the local level and must be

available for audit either by an on-site field audit

/

or if called for complete audit by the Division of

Educational Finance.

6. An audit of each Project Expenditure Report, following

audit guides listed in Part II of this booklet, is

, completed by the Federal Aid Planning and Claims Section

to determine the actual cost of the project. The audit

results are then verified and accepted by the New YOrk

State Department of Audit and Control. The entire audit

process requires no action on the part'of the local

educational agency.

7. Subsequent to the verification of project cost, any

additional funds due the local educational agency will

be provided automatically.
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Project No.

INSTRUCTIONS

Complete this form in pen or by type-
writer. Submit three (3) completed
copies directly to THE DIVISION OF
EDUCATIONAL FINANCE, STATE EDUCATION
DEPARTMENT, Albany, N.Y. 12224

Grant No.

The University of the State of New York

THE STATE EDUCATION DEPARTMENT
Division of Educational Finance

FEDERALLY AIDED PROGRAMS
Albany, New York 12230

FINAL PROJECT EXPENDITURE REPORT
FA-10-F (9/73)

Source of Funds (Program and Revenue Account No.)

Project Title

Project Schedule: Beginning Date

Name of Agency Administering Project

Ending Date

Mailing Address County

Chief Administrative Officer Telephone No.

Project Director Telephone No.

GENERAL DIRECTIONS

This Final Expenditure Report follows the expenditure account codes used in the
project budget forms FA-10 (Proposed Budget for the Operation of a Federal Project). All
salaries and wages must be shown in the category claimed and on the Salary Data Sheet,
page 17. All other expenditures must include all payment information requested. Please--
consult project budget and approved amendments (via FA-10-A) as reference.

SPECIAL AID FUND PROJECTS t

List below all revenues received for this Federal Project. Include State and local
sources as well as Federal Funds.

SOURCE: (Please Specify)

TOTAL

CHIEF SCHOOL ADMINISTRATOR'S CERTIFICATION

I hereby certify that all expenditures reported herein are directly attributable to this

project. The Assurance of Compliance with Title VI of the Civil Rights Act of 1964 dated
applies to this report.

month, day, year

Date

59,

Type Name and Title of Chief School Officer

Signature
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;1

200 INSTRUCTION

210 Salaries for Professional Personnel

Name Title of Position
Beginning and Ending
Dates of P.mvlovment

Salary Paid

SUBTOTAL 210 $



215' Salaries for Nonprofessional Personnel

Name
.

Title of Position

, .

,

:

.

.

,,

.

Beginning end Endihg
Dates of Employment

.
'

.

.

Salary Paid,

.
. .

,

,

.

. .

.

SUBTOTAL 215 ,

0
250.3 Contracted Services for Ingtruction

Invoice or Date 'of

Contrict No. Contract
Name of Contractor

AV*

'Check No.
Date of

Amount aid'
Check

SUBTOTAL 250,3

250.2 'Travel- Expenses fdr Instruction

Dates of
Trip

Name of Traveler
Purpose and or
Destination

Amount Paid-

61

£3

SUBTOTAL 250.2
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OTHER INSTRUCTIONAL EXPENSES

229 .Textbooks

Invoice No.
Purchase Order

Date Name of Vend' Check No.
Date of

Check Amount Paid

1

Total 220

230.1 School Library Resources

Invoice No.
Purchase Order

Date
Name of Vendor Check No.

: Date of

, Check
i

Amount Paid

....

i

..r.

1 Total 230.1
.

.

230.3 Audiovisual Materials (not equipment)

Invoice No.
Purchase Order

Date
Name of Vendor Check No.

Date of
Check

Amount Paid

Total 230.3

240 Other Miscellaneous Expenses for Instruction

Invoice No.
Purchase Order

Date
Name of Vendor Check No.

Date of
Check

Amount Paid------

t

Total 240 $

SUBTOTAL OTHER EXPENSES

(Sum of 220, 230.1, 230.3, 240)

62
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260 STAFF DEVELOPMENT Ckecruitment & Training)

260.1 Salaries or Stipends for Staff Development

Name
Classifidation of Rosition,

as in ori inal bud et)
Beginning and Ending
Dates of Trn :Period

Salary Paid

SUBTOTAL 260.1

260.4 Contracted Services for Staff Development (including consultant service)

Invoice or
Contract No. .

Date of
Contract

Name of Contractor Check No.
Date of
Check

Amount Paid

SUBTOTAL 260.4

260.2 Travel for Staff Development

Dates f Trip
.1111,111Mis

Name of Traveler
Purpose and or
Destination

Amount Paid

SUBTOTAL 260.2 $
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OTHER EXPENSES FOR STAFF DEVELOPMENT

260.5 Tuition for Staff Develoulat

Receipt Order or.Date.of
Contract No. Contract Name of Institution Check No.

Date of
Check Amount Paid

'
.

..,

TOTAL 260.5

260,6 Inservice Education Expenses for Staff Training

Invoice or
Contract No.

Purchase
Order Date Name of Vendor Check No.

Date of
Check Amount Paid

Total 260.6

260.3 Other Miscellaneous Expenses

Invoice No.
Purchase

Order Date
Name of Vendor

,

Check No.

.

Date of
Check

Amount Paid

Total 260.3

SUBTOTAL OF OTHER STAFF DEVELOPMENT COSTS

(Sum of 260.3, 260.5, and 260.6) $

64



300 GUIDANCE AND ATTENDANCE SERVICES

310 Salaries for Guidance and Attendance Services

I

Name . Title of Potion n 4.

-Date
g-

of Em.lo ent
Salary,Paid

_
.

.

Total 310

Professiohal Salaries SUBTOTAL $

Nonprofessional Salaries SUBTOTAL $

320.4 Contracted Services

Invoice or
Contract No.

Pate of
Contract Name of Contractor

Check
No.

Date of
Check Amount Paid

.

SUBTOTAL 320.4 $

320.2 Travel Expenses for Guidance and Attendance Service

Dates of
Tri Name of Traveler

Purpose and/or
Destination

Amount Paid

SUBTOTAL 320.2 $

320.3 Other E senses for Guidance and Attendance Service

Invoice or
Contract No.

Date of
Contrsc Name of Contractor Check No.

Rate of

Check
Amount Paid

65

f-7

SUBTOTAL 320.3 1 $



400 HBALTH SERVICES

410 Salaries for Health Services

Name Title of Position
)Beginning and Ending
Dates of Employment

6UBTOTAL 410

420.4 Contracted Services

Salary Paid

411.

Invoice or
Contract No.

Date of
Contract'

Name of,Contractor ',Check No.
Date of
Check

Amount Ptid

g

...,

-..

SUBTOTAL 420.4 $

7
420.2 Travel txpepses for Health Services

Dateses of Trip Name of Traveler
urpose and or
Destination

Am6unt Paid

i 1

\

SUBTOTAL '420.2 $

t1

420.3 Other Expenses for Health Servic54
(

Invoice No.
Purchase Ordr

i
11att...--.

/

Name of Vendor Check ii
Date of
Check

Amount Paid

SUBTOTAL 420.3 $

6



500 PUPIL TRANSPORTATION SERVICES

5111, Salaries for Pupil Transportation Services

Name Title of Position
Beginning ane Ending
Dates of Eu.lo --nt

Amount Paid

SUBTOTAL 510 $

520 Contracted Services and Pupil Carriers

Invoice or Date of
Contract No. Contract

Name of Contractor Check No.
Date of
Check

Amount Paid

SUBTOTAL 520

560 Other Expenses for Pupil Transportation

Number of District-Owned-Bus Miles
Traveled Under Special Project X Rate @ $.11 per mile Amount Claimed

SUBTOTAL 560



600 OPERATION OF PLANT

610 Salaries for Ousation of Plant

Name

_______,

of PositionTitle Beginning and Ending
Dates of Employment

-----
Amount Paid

SUBTOTAL 610

660 Other Expenses for Operation of Plant

Invoice No.
Purchase Order

Date Name of Vendor, etc. Check No.
Date of
Check Amount Paid

4

'-"''' .--..

.

Total Expenditures Before Proration $

Portion of Cod Attributable to this Special'Project-SUBTOTAL 660 $

(NOTE: Computation of proration should be clearly illustrated - use
formula in otiginal project budget - FA-10.)



700 MAINTENANCE OF PLANT

710 Salaries/for Maintenance of Plant

Name Title of Position
Beginning and Ending
Dates of Employment Amount Paid

t

SUBTOTAL 710 $'

740 Other Expenses for Maintenance of Plant

Invoice No.
Purchase Order

Name of Vendor, etc.
Date

Check No.
Date o
Check

Amofint Paid

v

SUBTOTAL 740 $

810 EMPLOYEE BENEFITS (Employer's Contributions)

Obtain Totals From Page 17 SOCIAL SECURITY

RETIREMENT

HEALTH INSURANCE

WORKMEN'S COMPENSATION INSURANCE

SUBTOTAL 810

69



830 RENTAL OF BUILDINGS

830 Rental of Land and Buildings

Invoice or
Contract No.

Date of
Contract

Name of Contractor Check No.
Check

Date of
Amount Paid

900 FOOD SERVICES

910 Salaries for Food Services

SUBTOTAL 830

Name Title of Position
Beginning and Ending
Dates of Employment

Salary Paid

11

SUBTOTAL 910

920.4 Contracted Services

Invoice or

Contract No.
Date of j

Name of Contractor
Contract Check No

Date of
Check

Amount Paid

SUBTOTAL 920.4

920.2 Travel

Dates of
Trip

Name of Traveler Purpose and/or
Destination

Amount Paid

SUBTOTAL 920.2

920.3 Other Expenses for Food Services

Invoice No.
Purchase Order

Date
Name of Vendor Check No

Date of
Check

Amount Paid

70
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1000 COCURRICULAR ACTIVITIES

1010 Salaries for Cocurricular Activities

,Name Title of Position
Beginning and Endingg
Dates of Employment

Salary Paid

i

.

SUBTOTAL 1010 $

1020.2 Travel Expenses for Cocurricular Activities

Dates of

11.12--.- Name of Traveler
Purpose and/or

Destination Amount Paid

c

SUBTOTAL 1020.2 $

1020.3 Other Ex enses for Cocurricular Activities

Invoice No. Purchase Order
Date 1

Name of Vendor Check No. Date of Amount Paid

SUBTOTAL 1020.3 $.....
71
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1100 COMMUNITY - HOME RELATIONS

1110 Salaries for Community - Home Relations

Name Title of Position
Beginning and Ending
Dates of Employment Salary Paid

4

SUBTOTAL 1110 $

1110.2 Travel E eases for Community - Home Relations

Dates of Trip Name of Traveler
Putpose and/or
Destination

Amount Paid

SUBTOTAL 1110.2 $

1110.3 Other Ex enses for Communit - Home Services

Invoice No. Purchase Order
Date

Name of Vendor Check No.
Date of
Check

Amount Paid

72
Y.4

SUBTOTAL 1110.3 $



CALCULATION OF INDIRECT COST AMOUNTS

A. Direct Cost Base (Sum of expenditure items 210 through 1100.3) $ (A)

B. Approved Indirect Cost Rate (use approved rate for restricted

programs)

C. (A) x (B) or Total Indirect Cost Dollar Amount

1220.3 MINOR REMODELING

(B)

(C)

\ )

(The gross claim for minor remodeling may not exceed $2,000 per room) 0.

Invoice No.
Purchase Order

Date Name of Contractor Check No
.

Date oft
Check Amount Paid

\

SUBTOTAL 1220.3 $

73
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1230 EQUIPMENT

Invoice No.
Purchase Order

Date Name of Vendor Check No,
Date of
Check Amount Paid

C

,

$

SUBTOTAL 1230 $

74
b.0.4
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PROJECT OPERATIONAL EXPENSES SUMMARY

ACTIVITY
1

CODE
SALARIES CONTRACT

SVC. TRAVEL OTHERPROFESSIONAL NON PROF.

INSTRUCTION 200

STAFF DEVELOPMENT 260

GUIDANCE & ATTENDANCE 300

HEALTH SERVICES. 400

PUPIL TRANS. 500 XXXX XXXX

OPERATION OF PLANT 600 XXXX XXXX XXXX

MAINTENANCE OF PLANT. 700 XXXX XXXX XXXX

EMPLOYEE BENEFIT; 810 XXXX XXXX I\ XXXX XXXX

RENTAL OF BUILDINGS 830 XXXX XXXX XXXX XXXX

FOOD SERVICES 900

COCURRICULAR ACTIV. 1000

COMMUNITY - HOME REL. 1100

INDIRECT COST -- XXXX XXXX XXXX XXXX

MINOR REMODELING 1220.3 XXXX XXXX XXXX XXXX

EQUIPMENT 1230 XXXX XXXX kxxx XXXX

TOTALS $

GRAND TOTAL $

NOTE: LOCAL AGENCIES WILL BE NOTIFIED OF AMOUNTS RETURNABLE AT THE COMPLETION
OF FINAL AUDIT BY THE DIVISION OF EDUCATIONAL FINANCE.

For State Use Only

Total Estimated Budget

Total Actual Cost of Project

Amount Previously Advanced

Adjustment Due

Department Use Only:

Project No.:

UAN:

76

Grant No.:

LEA NO.: 1



PART B: GENERAL AUDIT GUIDES

A Summary of the Guidelines, Used by the Division of

1

Educational Finance, Federal Aid Planning and Claims
a

Section, in Completing the Audit of the Final Expen-

ditures of Each Federally Aided Program

Recommended for Use by Local Educational Agencies in
Planning, Budgeting, and Reporting Expenditures of
Approved Federally Aided Projects
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GENERAL AUDIT GUIDES

1. General Criteria - To be considered allowable for Federal aid, costs must

meet the following general criteria:

a. Be necessary for proper and efficient administration of the

special program and be allocable thereto under the principles

provided herein

b. Be permissible under State laws and regulations

c. Conform to any limitations or exclusions set forth in these

principles, Federal laws, or other governing limitations as

to types or amount of cost items

d. Be reasonable

e. Must not result in a profit to iocal agency

f. Must not be included as a cost of any other Federal or State

special aid project

2. Responsibility for Federal Accountability - Federal projects must operate

under the jurisdiction of the localaboard of education or other appropriate

governing body. Federal project. expenditures are therefore subject to the

same scrutiny as all other expenditures of the local education agency. The

local board of education must, in the final analysis, be accountable for

the proper disbursement of Federal project funds. Established board

policy governing teachers' wages, mileage and travel allowances, overtime

compensation, or fringe benefits, as well as State rules pertaining to

competitive bidding, safety regulations, or inventory control must be

followed.
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3. Approval Date for Funding - It is the practice of the State Education

Department to use the earliest possible date for funding purposes. This

is usually the date the local project application was received in the

State Education Department -- regardless of the amount of time later

required for program review and written notice of program approval to be

made. For audit purposes the Division of Educational Finance will use

the date of receipt in the State Education Department as date of funding.

4. Charges for Full-Time Personael - No full -time person may be reimbursed

for his work under a Federally Aided Program if he were emptgyed in the

same or similar position prior to the implementation of the Federal

program. Reimbursement for the work of an employee under,a Federally

aided;. program may be proper when the individual to be paid has been

replaced in his former position, or is new to the school district as a

result of the creation of a new position due to the Federal program

activities. With this in mind, it should be noted that a full-time

emplbyee's salary should not be increased or supported in part trough

the use of Federal funds merely because one is in Federal program rk.

Remuneration for the work of a regular full-time employee for work per,

formed on Federal Program activities is approved only if:

a. the regular employee is relieved of some or all of his

former 4uties and a replacement is engaged to assime them, er

b. the regular employee is engaged by the local board of

education to perform Federal program activities which

are in addition to his regular duties. The nature of

such duties and the time at which they are to be carried

out should in no way coincide with or duplicate the



requirements for, or jot description of, his regular
N I

i<osition as developed prior to the school district's

ti

invorvement,in the Federal program=.-

. Substantiation of Personnel Costs While dupiate copies of payroll

records should not be filed with the final statement of expenditures,

the salary earned and paid to each individual employed under the project

must be accounted for as to (a) name of individual, (b) title of position

held, (c) rate of pay, (d) period of employmecnt, and (e) total amounts

paid.

Personnel services provided by one or two positions 1 month before

the beginning date of the actual operation of a project and 1 month after

the termination date of a project will normally be acceptable for 'audit.

In no event, however, will personnel services be honored prior to the

date of project approval or subsequent to the end the fiscal year in

which the project was funded.

6. Payment Information - All expenditures claimed for reimbursement must be

clearly identified as to the following payment information:, invoice

number, purchase order date, vendor name, check number, date of check,

and amount laid. Internal transa. :ions, such as supplies taken from'

school stock (warehouse. supply room, etc.) should be so indicated on

the final claim. The date of the transaction should be listed and any

identifying data such as "journal entry" or "job number."

7. Prior Approval - No commitments should be made against a Federal project

prior to the date of written project approval. For purposes of Federal

aid, a commitment is made on the date local educational agency issues a

purchase order or signs a contract or has personal services performed.

81
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=this rule also applies to those budget amendments noted above. The

following specific rules relative to prior approval must be carefully

followed:

a. Any increase in the number of and/or change in type of

persdnnel items requires prior approval through a budget

amendment. Also, consultant salaries over $100 per diem

must be prior approved;

b. Any increase in the number and/or change in type of

equipMent items having a unit value of $50 or more

(budgeted under category 1230) requires prior approval

through a budget amendment;

c. All out-of-state travel must be itemized and any

changes or additions to this.category must be prior

approved;

d. Any time a budget subtotal category is increased by more

than 10%, prior approval must be obtained. However,

prIor approval is not required if the change. does not

increase the original budget subtotal by more than $500;

e. The total budget grant amount, howeve'....., may not be

increased without prior approval.

8. Incurrence and Li uidation of Pro ect Commitments - Generally, Federal

projects, unless otherwise stated, are funded from Federal moneys

appropriated according to Federal fiscal year. Therefore, fiscal '75

Federal programs are financed from moneys appropriated for the Federal

fiscal year beginning July 1, 1974 and ending June 30, 1975. The moneys

Are, therefore, usually available for Obligations incurred during this

period of time for projects to be operated within such period. This,
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therefore, means that all purchase orders or contracts have to be issued

or personal services rendered during the Federal fiscal year of funding.

(Note: Adult Basic Education, ESEA, Title I, II, III have some exceptions.

See below.) In case of rental, the period of rental use determines the

basis of obligation. Agencies operating Federal programs during this

time are allowed 12 monhs following the close of the Federal fiscal year

of fuading in which to liquidate all outstanding obligations. For

fiscal '75 Federal projects, therefore, a local agency will have until

June 30, 1976, in which to pay all bills under contract of purchase order.

In the case of major construction projects, 2 years may be allowed for I

purposes of liquidation.

Oilier certain circumstances, and with prior approval, funding

is allowed to be extended to the next year. This -- provision is referred

to as "Carry-over." Funds approved for use in a given fiscal year are

made available for obligation and liquidation during the subsequent

fiscal year.

Note: Exceptions to June 30 as Final Date of Obligation Rule:

LSCA II, H.E.A. I,

Voc. Ed. (Construction),

) Adult Basic Ed, ESEA III

These programs are often approved to cross

fiscal years. (See the professional

responsible for programs if questions arise.)

Title I ESEA July and August are sometimes included in;

fiscal year in which services may be

rendered. (See professional responsible

for program if questions arise.)

Title II, ESEA See Item 25 below.

83



9. Approval of Positions - Because, primarily, of the effect that the

addition, deletion, or change in number of personnel in a project can

have on the program actually in operation at the district level, re-

imbursement shall be limited to the actual number of positions which

were approved in the budget or an approved amendment.

'The Division of Educational Finance will make every effort, at

time or project reviews, to see that there is an understanding between

the local district and their office as to the number of positions being

approved and on which first payment is being made. Therefore, it is

'imperative that a budget indicate the number of Full Time Equivalent (FTE)

positions. The final claim for reimbursement could not exceedthe

number of FTE although the number of persons may be two or more.

10. Purchase Order - In most Federal projects, purchase orders should be

initiated before the close of the tiscal year for which the project was

funded, and in no event should the date of the purchase order precede

the date of project approval or be subsequent to the termination date of

project activities.

11. Budget Amendment - It is anticipated that, during the course of project

operation, unforeseen circumstances will require budget amendment. Any

increase in the number of or change in the type of perionnel positions

within the budget, or changes in the number, or kinds of equipment

(having a unit value of $50 or more) must be presented for Department

approval before such commitment is made at the) local level.. In addition,

all internal budget transfers causing an increase of 10 percent or more

in the original budget subtotal (as identified on the budget form) must

be presented for approval to the program administrator in the State

Education Department oefore local commitment is made for such increase.
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However, prior approval for 10 percent increase is not required if such

change does not cause ad increase of more than $500 in the original

budget subtotal.

12. Transportation Expenses Pupil Transportation - When local agencie

provide their own school bus transportation for a project, reimbursement

shall be computed at the rate of 11 cents per mile for gas, oil, deprecia-

tion, and insurance. Only the salaries of bus drivers and monitors shall.

be allowed in addition to such costs, and these should be reported to

reflect wages paid to such individual drivers for the service. In case

of contracted services, a copy of the transportation contract must be

provided.

13, Travel Expense - Stai( .ind Other Professional, in the Project - At the

time of project audit it shall be determined if the local educational

agency of the particular project has a written policy regardiag rates of

travel reimbursement. If it does, a copy of that policy must be on file

in the Dividion of Educational Finance. Actual expenses claimed against

a Federal project should be allowed only if the individual has indeed been

reimbursed in accordance with the local policy on file.

Lacking such policy, or'for districts where no such written policy

exists, expenditures can be allowed within the following conditions:

a. The expenditure should have a prior approval by having

been shown in the correct category of the approved

project b'udget;

b. The following rates are approvable as maximum rates:



1. -Travel - Reimbursement at the rate of 130 per mile.

2. Overnight Travel - Per Diem

New York City Area (Rockland, Nassau,,
Suffolk, Westchester Counties)

Upstate New York
Out-of-State

3. Meals For approved trips which do not
require lodging overnight the following
rates will be allowed:

Upstate
New York

$30.00

24.00
29.00

N.Y.C. Area and
Other States

Breakfast $ 2.25 $ 2.50
Lunch 1.65 1.66
Dihnrr 6.10 6.85
Total Meal Allowance $ 10.00 $ 11.00

14. Consultants Expenses

In order to assure that audit citations are held to a very minimum

and to assist in efficient budgeting, the following are suggested:

a. The budget should contain all information about consultants

(Purpose of Expenditure, Per Diem Rate, Total Amount).

Additional information such as actual number of consultants,

dates on which services are to be rendered, qualifications

of consultants, ett., should be included, if at all possible.

b. Special itemization should be made in the budgeting of

consultants who are to receive more than $100.00 per diem.

c. If the local agency is unable to list the specific infor-

mation at the time of submittal of the new budget they must

include at least the general description of services to

be rendered and the total amount proposed for consultants.

However, prior to employing any consultant for more than

$100.00 per diem, the lodal agency must notify the State

Education Department Program Office in writing.
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AMP

15. Expenditures for Equipment and Supplies - In addition to the actual cost

of each item, costs of shipment are considered part of the purchase

price of such items and are eligible for Federal reimbursemtnt.

16. Heat, Light, and Water - In claiming expenditures for heat, light, and

water, the cost must be directly identifiable with, and attributable to,

the Federal project. This establishes three (3) criteria for claiming

reimbursement for such costs:

a. If the building is used exclusively for the Federal

project.

b. If the building\is used solely as a special project center

and several Federal projects or `programs are operable there,

the proration of such cost for each project must be based

on the percentage of total' project time the Federal project

operated.

c. If the building is not a separate special project facility

(but more likely a regular school building), costs under

this category are allowable only if the Federal project

operated at a time when no other educational program or

activities were offered. Cost should be prorated as follows:

No. of Project Hours Only

Federal Project in Operation X Appropriate Bills

No. of Class Hours for Period of time

All Classes in Operation! Federal Pro! ct

Operated

Note: Class Hours computed as follows: Class X No. of Hours Operated -

Class Hours. If 1 class operated 25 hours, 10 classes operating

the Same length of time would equal 250 class hours.
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17. Rental of Building_Space - A copy of the contract under which the rental

costs were authorized must be executed and available. Rental costs are

not allowable if the local agency is charging rent to itself or is

charged by any political division of which it is a part.

18: Magazine Subscriptions - Magazine subscriptions may be approved for

periods extending beyond the 12 months of the fiscal year in which the

project was funded if it is evident that the rate during the longer

period of time would be less than would be the rate for single year

subscriptions. In no case can a subscription for longer than 36 months

be approved at time of audit.

19. Telephone Expenses - Unless the Federal project necessitated the

installation of separate telephone facilities, normal telephone charges

may not be prorated and charged as a project expense. In the case of

long distance charges, however, these expenditures will be allowed.

A copy of the telephone bill itemizing such toll calls and identified

as to name of caller and purpose of such call should be retained at

the local level.

20. Other Costs of Communication - Routine office mailings reLtive to this

Federal project are not considered eligible for Federal reimbursement

purposes. However, costs incurred for special mailings are eligible

and should be itemized as to (a) purpose of mailing and (b) number of

pieces mailed.

I

21. Fringe Benefits - The maximum rates for budgeting and reimbursement of

Federal aid for employer fringe benefit costs announced annually in the

June issue of The School Financial Aid Bulletin.
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22. School Lunch Reimbursement Under Federal Programs - It is Department policy

not to pay for any foods in situations where a lunch program was.eligible

for reimbursement under the National School' Lunch Act. This would

generally mean any full lunch provided regular school children. Inasmuch

as these are eligible for school lunch aid, the Division of Educational

Finance would not make any additional payment for such lunch .programs.

On the other hand, since the National School Lunch. Act does not provide

for snacks (except milk)such costs would be eligible under most Federal

projects.

A local educational agency may claim the difference between the

amount allowed for reimbursement (National School Lunch Act) and the

actual individual rate of providing the lunch. The reimburseable rate

will, of course, vary depending on the economic situation of the student.

23. Audit for Transportation - All transportation contracts entered into by

school districts must be approved by the Division of Educational

Management Services of this Department. A "transportation contract" for

other, than-district owned busses should he executed and approved prior

to the beginning of the project. Such contract must be stamped "approved"

by the Division of Educational Management Services and retained and avail.,

able for verification at the local leviA.

24. Unigrant - This is a combination application for ESEA, II and NDEA,III.

The application will be handled by the Division of Educational Finance

as two separate projects. Advance payments are made in the ESEA, II part

of the application. NDEA, III has no advance payments and one claim at

the conclusion sf the project is made on a matching basis. A separate

final report is made for each segment.



25. Salaries for Personal Services - ESEA, II, Only - A special agreement

has been reached with HEW officials affecting payment for personal

services in Title II only,

Salaries can be paid for personnel in Title II only for services

relative to processing, cataloging, and acquisition of materials.

If at the lose of a fiscal year (June 30), some materials

being purchased with funds from that fiscal year have not arrived and

been processed at the local level, it would mean that cataloging and

processing of these materials would have to take place during the next

fiscal year. It is proper to pay for these services during the second.

fiscal year, from the first fiscal year's funds if the funds are properly

encumbered at the close of the first year, In order to accommodate this

unique feature of ESEA, II, the following certification statement is a

part of the final claim form:

"I hereby certify that the salary data listed above are
true and are shown on the payroll records on file in
this district. I further certify that the services of
individuals listed in III above were performed and/or
incurred between dates of project approval and project
completion."

26. Substitute Purchase Orders - (ESEA, II, Only) - Under Title II, ESEA,

only, a unique agreement has been reached between the Bureau of School

Librdries and the U. S. Office of Education which allows for substitute

purchase orders to be issued by the local district until December 31

following the fiscal year of funding of the project. This applies only

to purchase orders which are for items originally ordered by a regular

purchase order no later than June 30 of the fiscal year of funding of the

project acid were not filled as a result of the failure of a,supplier to

provide all or part of the items ordered The local district must

satisfactorily complete the last page of the Report, which requires
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clear identification of purchase orders issued during the correct

fiscal year with purchase orders issued during the second fiscal year

which are to pick up those items not available on the original order.

Directions printed on that final page should be carefully followed.

If there are any questions on interpretation, these will be gladly

explained by the Department's ESEA II staff.

27. Paid Interest - No Federal funds can be granted for any interest charges

incurred by the school district on behalf of a Federal Project. In the

event that insufficient Federal funds are available at the local level

in time to meet necessary obligations, procedures for the internal

transfer of district funds are described in the December 1967 issue of

the School Business Management News. Further information may be

obtained from the Division of Educational Management Services.

28. New York State Sales Tax Allowance - At the time of audit, it has been

the practice not to allow reimbursement to boards of education for New

York State sales tax charges. (Boards of Education are exempt governmental

agencies and not required to pay this tax when purchasing supplies,

equipment, etc., for the district.)

The staff of a school district, while on official business for

the district, are also exempt from New York State Sales Tax and

reimbursement should nt..t:, be allowed for those charges.

Other personnel in the project such as consultants and guests

may be required to pay the New York State Sales Tax: on such things as

food and lodging. In cases such as ..his there could be an allowable

reimbursement at time of audit.
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29. Correspondence - In writing a local educational apncy for further

information, it is expected that unless a reply shall be received

within 15 calendar work days from the date of letter, the items in

question will be deleted from its claim and the claim processed for

payment as is.

30. Audit Correspondence - Forms Used - (Copies attached) - To insure both

a uniform approach in corresponding with the local districts and maximum

ability of the audit staff of the State Education Department to move

from program to program, 4 sets of audit memo forms have been developed.

Form A is use.' when further information is requested from

local agencies in order to complete this office's audit.

Form B is used to notify local agencies of audit citations.

This is mailed prior to submission of the audit findings

of the State Education Department to the Department of

Audit and Control. Please note that on Form B the local

agency is only informed of audit disallowances varying more

than $10 from its-original claim. This is interpreted as a

variance of $10 or more per invoice, contract, or personnel item.

Please also note that should the local agency not respond

within 15 days of mailing Form B, the audit findings of the

State Education Department will then be presented to the

Department of Audit and Control for verification.

Form C is an additional page of Form B and is used if the

ba k of Form B does not provide enough space to list the

audit citations.

Form D is used after Audit and Control has verified project

audit findings of the State Education Department. This

form is designed to either notify the local agency of the
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balance due on the project or request a refund check due to

overpayment. Please note also that a copy of the audited

report of expenditures is enclosed with this form.

The above procedures have been designed to inform the

local educational agency as fully as possible of the audit

findings of this Department and to give the local agency

adequate time to investigate these findings. Should a local

agency believe it does not have sufficient information as to

the audit findings of the State Education Department, such

further information, if requested, will be provided via

telephone or letter relative to such project audit. If this

is not possible, the agency is invited to come to Albany to

review in person and in detail the audit folder on file in

the State Education Department. It is recommended that an

appointment always be made prior to such a visit.

31. Reopening of Audits - Once a final transaction has been made on a project

(final check sent or refund requested), the local agency is granted

3 months thereafter to reopen such project for further audit review:

If no request for review islmade within such 3-month period, the audit

findings are con,idered final and shall not be reopened unless a

Department audit error was made in terms of the information originally

provided for audit by an LEA,

12. FEDERALLY EQUIRED ASSURANCES FOR CONSTRUCTION, ACQUISITION, LEASING,

AND RENOVATION OF FACILITIES - The LEA IS REQUIRED TO PROVIDE ASSURANCE

THAT:

a. Upon completion of the construction, title to the facilities

will be in a State or'local educational agency and will be
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retained, and the building operated and used for a period

of not less than 20 years for the educational and related

purposes'for which it was constructed;

b. Contracts for construction, approved pursuant to the project

proposal, will provide that all laborers and mechanics

employed by contractors or subcontractors on all construction

projects assisted under this title shall be paid wages at

rates less than those prevailing on similar construction in

the locality as determined by the Secretary of Labor in

accordance with-the DeVis-Bacon Act, as amended (40 U.S.C.

276a--276a-5) that such contractors and subcontractors will

comply with the regulations in 29 CFR 5.5 (a) and (c) (see

29 F.R. 100, 101, 13463, and 29 CFR Part 3, Subpart B - Inter-

pretation of the Fringe Benefits Provisions of the Davis-Bacon

Act -- published at 29F.R. 13465); and that the nondiscrimination

in employment clause prescribed by Executive Order No. 11246

of September 24, 1965 (30 F.R. 12319) will be incorporated in.

any contract for construction work or modification thereof as

defined in said Executive Order;

c. Construction work shall be contracted for, and performed,

according to applicable State and local rules and regulations;

d. Architectural or engineering supervision and inspection will be

provided at the construction site to insure that the completed

work conforms to the approved plans and specifications;

e. In planning the construction of the school facilities each

applicant shall, in accordance with the provisions of Executive

Order No. 11296 of August 10, 1966, (31 P.R. 10633) and such
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rules ansi regulations as -nay be issued by the Department

of Health, Education, and Welfare to carry out those

provisions, evaluate flood hazards in connection with such

school facilities and, as far as practicable, avoid the

uneconomic, hazardous, or unnecessary use of flood plains

in connection with such construction;

f. That the interest of the State board or the local educational

P
gncy in the facility and in the land on which the facility

)

is located will be sufficient to assure undisturbed use and

possession for the purpose of construction and operation of

the school facility covered in the project during the

expected usable life of such facility;
(,

g. The applicant will comply with all local and State codes and

regulations applicable to construction;

h. Assurance must be made that the project "Invitation-for-

Bids" includes the following provision:

"Notice of Requirement for Certification of Non-
segregated Facilities - Bidders are cautioned as
follows: By signing this bid, the bidder will
be deemed-to have signed and agreed to the
provigions of the "Certification of Nonsegregated
Facilities" in this solicitation. The Certifica-
tion provides that the bidder does not maintain or
'provide for his employees facilities which are
segregated on a basis of race, creed, color, or
national origin, whether such facilities are
segregated by directive or on a defacto basis.
The Certification also provides that he will not
maintain such segregated facilities. Failure of

bidder to agree to the Certification of Non-
segregated Facilities will render his bid
nonresponsive to the terms of solicitations
involving awards of contracts exceeding $10,000
which are not exempt from the provisions of the
Equal Opportunity Clause."
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