
Budget Townhall

Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
Good afternoon,Welcome to the Budget Townhall. Today we are bringing you some insight into all things budgets. This presentation has been specifically formatted for two grants: 21st Century Community Learning Centers and Extended School Day/School Violence Prevention.However, some of the content may assist you if you are here in a separate grant capacity, such as ELT or RECOVS, or if you are here to learn about Student Support Service's Budget Processing in general.Throughout the presentation you will see items in green that are 21st CCLC specific, and items in neon blue that are for ESD/SVP.



Student Support Services Budget Processing Staff
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Kyle McHugh Dana Wagemaker Dana Kowalchyk

Presenter
Presentation Notes
This presentation is brought to you by Kyle McHugh, Dana Wagemaker, and Dana Kowalchyk. We are the Student Support Services Budget Processing Team.



• Review Process & Form Overview
• NYSED Websites
• Budget Amendment (FS-10A) Refresher
• Allowable and Unallowable Costs
• Budget Packet (FS-10, Budget Narrative, Composite 

Budget and MWBE)
• Submitting documents in Survey Monkey Apply
• FS-25 and FS-10F
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Agenda
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Review Process and Form Overview

Due Date for Annual Budgets
21st CCLC: May 15
ESD/SVP: May 16

Presenter
Presentation Notes
On the top, we have the NYSED flow chart that will show you the different reviews that we do for your budgets.First up is the Program Office preliminary approval. That's us, the Program Office if Student Support Services. This stage involves not only myself and the Danas, but your program staff, such as Princella, Jason, Nick, Jolynn, Joe, Joanna, and Michele.For 21st CCLC amendments, you also have the Technical Assistance Resource Center (TARC). The program review by program staff and the TARCs is to ensure program modifications are not missed.Second, the budget goes to MWBE, which is in a separate office from us. We help you prepare the forms for them so they can get through their review faster.Then your budget goes to Grants Finance, who handles payments.There are other circumstances where your budget will go to the Contract Administration Unit (CAU), such as in Year 1 when contracts are created, or when partial awards are made full. If this step happens, we would work with you and keep you updated.Each of these stages can take a few weeks to get through because of the amount of budgets coming through and the number of staff in each office. Our office alone is doing upwards of 300 grants. So in advance, we thank you for your patience, and we will gladly let you know where your budget is in these stages if you email us.On the bottom half are the different budget forms available and their due dates.FS-10 budgets are due in May. Specifically, the due date is May 15th and 16th. You will need to submit an FS-10, MWBE documents, Composite Budget, and a Budget Narrative.  These get submitted to the Program Office in Survey Monkey Apply.FS-10As are Amendments. They were due in April, though we will be doing more later this summer when Budget Reductions occur. You would submit the FS-10A form, MWBE documents, Composite Budget, and Budget Narrative. If the amendment is related to increasing your indirect cost, you would need an approved FS87R before we could process. These are also submitted to the Program Office in Survey Monkey Apply.FS-25s are Requests for Funds. They get submitted directly to Grants Finance as needed. They are used to be reimbursed or to request funds for an immediate need.FS-10Fs are Final Expenditure Reports. Those are due annually at the end of the program year to Grants Finance, however our Program Office also reviews these for allowability.Lastly is the previously mentioned FS-87-R. This is to increase your indirect cost rate, so it is entirely optional. This form goes to Grants Finance, and they do not begin processing these requests until January. If you get an approved increase of your indirect cost rate you will need to submit an amendment.



NYSED Websites

https://www.nysed.gov/student-support-services/ 
extended-school-day-school-violence-prevention-esdsvp

https://www.nysed.gov/student-support-services/ 
21stcclc-fiscal

https://www.oms.nysed.gov/cafe/forms/
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Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
Next up are the NYSED websites.Our office is Student Support Services, and all of our grant pages can be found under the Expanded Learning Opportunities tab.These are the three links that I am going to go over, two of which are for office. The first is ESD/SVP's page, then 21st CCLC's page.After that I will show you Grants Finance's page, which is on a separate office's page.

https://www.nysed.gov/student-support-services/extended-school-day-school-violence-prevention-esdsvp
https://www.nysed.gov/student-support-services/extended-school-day-school-violence-prevention-esdsvp
https://www.nysed.gov/student-support-services/21stcclc-fiscal
https://www.nysed.gov/student-support-services/21stcclc-fiscal
https://www.oms.nysed.gov/cafe/forms/


ESD/SVP Website
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Survey 
Monkey 
Apply 
links

Presenter
Presentation Notes
These screenshots are from the NYSED's Office of Student Support Service's ESD/SVP webpage. This page can be found by selecting the "Expanded Learning Opportunities" tab in the dark blue menu on the left side of the page.To orient you, let's start at the beginning.The Internet as we know it was born on January 1, 1983.  Kidding.This page has useful links such as the townhall links, the RFP, Field trip request forms. We will be posting this townhall recording and the slides shortly.Next is the Document Submission Links for ESD/SVP - these are Survey Monkey Apply links.Lower down we have Resources, which is where you can find all of the documents we reference in this PowerPoint. Under the resources heading there is a link to get to the Grants Finance Forms webpage.



ESD/SVP Website
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Presenter
Presentation Notes
If you go all the way down to the bottom of NYSED's Office of Student Support Service's ESD/SVP webpage there is a section called Grant Recipients, under which there is a link to find your Target Enrollment Number.Why are we showing you this?  Because this number determines the amount of participants you are supposed to be serving in your program, and it does not change year to year.One area you will use the target enrollment number is on your composite budget.Also, this number will determine if your program will receive a budget reduction. Some folks may have experienced the reduction process last year. They occur if you do not hit your target enrollment number, your budget is reduced a proportionate amount. So please check this number and monitor your spending compared to how you're doing.Comparing the target enrollment number and spending to the actual enrollment number is an excellent place for your budget and program staff to connect, preferably before Budget Reductions!



21st CCLC Website
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Presenter
Presentation Notes
The screenshots you see here are from the NYSED's Office of Student Support Service's 21st CCLC webpage for Fiscal. There are many 21st CCLC webpages listed in the menu that may be helpful.On the Fiscal page there are all the budget documents you need, conference materials, fact sheets, and more. There is also a link for the Grants Finance Forms webpage.



21st CCLC Website
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Presenter
Presentation Notes
On NYSED's Office of Student Support Service's 21st CCLC webpage for Award recipients there is a link to find your Target Enrollment Number.



Grants Finance Website
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Presenter
Presentation Notes
Lastly, these screenshots are from the NYSED's Grants Finance webpage for Forms. There is a link to this page on both the ESD/SVP and 21st CCLC websites to get here.This page has a variety of each form. In excel, word, or PDF. We prefer documents in the excel and word versions so that we can more easily update them if needed.



Budget Amendment Refresher

Ugh, now 
they're doing 
jokes?

I'm so 
refreshed!



Need only be submitted for budget changes that require prior approval as follows:

•Any increase/decrease in the total budget amount (i.e. partial-to-full award, 
fixing an indirect cost error, budget reduction)

•Personnel positions, number and type

•Any increase in a budget subtotal (professional salaries, purchased services, 
travel, etc.) by more than 10 percent or $1,000, whichever is greater

•Equipment items having a unit value of $5,000 or more, number and type 

•Minor remodeling

Due dates

21st CCLC: April 15th ESD/SVP: April 18th
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FS-10A: Budget Amendment

Presenter
Presentation Notes
Budget Amendments were due in April, so if this is news to you, please send us an email.Budget Amendments are not same as Program Modifications. If you are making changes, you may need either a BA or a PM, or both.Budget amendments are only needed for the reasons listed here. These are the same requirements listed on the FS-10A but we have reorganized them based on their relevance to your grants.Any increase/decrease in the total budget amountIf you received a partial award but later more funds became available and you are made full, you have to amend up to that full amount.If your FS-10 was reduced by Grants Finance due to incorrect indirect cost, you may need to do a BA to bring back your annual amount back to your award amount.If, at the end of the year, your enrollment data shows you will receive a budget reduction, you will need to do a BA to decrease your budget amount.Personnel positions, number and typeGrants Finance has communicated with us that they are going to be looking closely at position titles when the FS10F is reviewed and possibly disallowing positions that are not accounted for on the FS10/FS10A.Those include positions that were not mentioned at all and positions with a different title (FS10 says Program Director and FS10F says Coordinator). Personnel position changes require prior approval; this could affect you.Any increase in a budget subtotal (professional salaries, purchased services, travel, etc.) by more than 10 percent or $1,000, whichever is greaterDuring the past month we had a few programs asking whether they needed to do a budget amendment for a personnel change that was less than 10 percent or $1,000.This should be dealt with in a case-by-case basis, and we are always glad to answer and guide you with these questions. Better safe than sorry, so please ask!For example, if the increase is less than 10% and the position(s) already exist on the FS-10, a BA is likely not needed. If the position is new, a BA is needed.The last two are rarely applicable for grants from our office, but they are:Equipment items having a unit value of $5,000 or more, number and type Minor remodeling



Documents needed to complete a Budget Amendment:

13

FS-10A: Budget Amendment

FS-10A

Presenter
Presentation Notes
The documents needed to complete a budget amendment are a Budget Narrative, a Composite Budget, and MWBE documentation.These three things must be UPDATED, they cannot be the same as the ones you submit for your annual budget, because they are related to an amendment, so they should be amended. Your entire MWBE packet may not need to be amended, but we should definitely be receiving new Goal Calculation Worksheets and Cover Letters.And most importantly, the star of the show for an amendment... the FS-10A form, like the one seen here to the right.We prefer you send us excel versions of things to make processing faster.Amendments can be submitted anytime after your FS-10 budget has been approved.  But the deadline for these is in April. If you ever have an extenuating circumstance that prevents you from submitting in April, reach out to NYSED for an extension.Amendments are submitted in Survey Monkey Apply, and there are technical sheets on how to go through these documents and submit them to SMA on the 21st CCLC webpage.One thing we always like to remind grantees about is recalculating their indirect cost. Even if you don’t touch that code, you might affect it.
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FS-10A: Budget Amendment

Increase funds in Code 40 to 
add new vendor, Art Studio, to 
provide additional pottery  
programming due to student 
interest. Increase funds to 
YMCA to provide additional 
teacher 2 days a week. 
Decrease contract with Kids 
Space as they are providing 2 
sports workshops instead of 
3.

Include more detail on the narrative than what's on the FS-10A.
Subtotal columns can only have one amount in them.

Budget NarrativeFS-10A

Presenter
Presentation Notes
The last bit about Amendments is relating to the Budget Narrative. Please include more detail on the narrative than what you put on the FS-10A. We recommend making a list on the FS-10A; a list of math is much easier to process than a large word problem.Please use the budget narrative to provide more detail. The one shown here is very simplified, but you can see it correlates.The details provided are intended to flesh out what's on the FS-10A for programmatic review approval and determining allowability and activities, and alignment with goals and objectives.This helps the program staff AND budget processing team with our review process.



Purchased items must be reasonable and necessary, and aligned with program goals 
and objectives. Allowable costs include, but are not limited to:

• Program supplies and materials
• Programming staff salary and benefits such as teachers and tutors
• Transportation costs for staff, students 
• Program evaluation
• Field trips related to program goals (Field Trip Proposal Request must be completed for 

approval)
• T-shirts for safety purposes (i.e. to quickly identify participants while on a field trip) 
• Rent and utilities (proportional)
• Limited food items may be purchased for special program activities such as cooking 

classes and field trips. (Program-related or while in travel status)
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Allowable Costs

Presenter
Presentation Notes
Moving through, we are now at Allowable and Unallowable Costs.Purchased items must be reasonable and necessary, and aligned with program goals and objectives.When designing your budget, you must make sure you are remembering the purpose of your program. We have seen a lot of field trip requests on the tail-end of the year as people scramble to spend money. While we do not want you to lose out on your funds, you should really do some planning ahead of time to make sure you're spending and activities are aligned.Allowable costs include, but are not limited to:Program supplies and materialsProgramming staff salary and benefits such as teachers and tutorsTransportation costs for staff, students Program evaluationField trips related to program goals (Field Trip Proposal Request must be completed for approval)Field trips are an allowable purchase based on the federal guidelines and RFP guidelines, but they need a programmatic approval on a case-by-case basis. So just because you have a place-holder for Field trips on your FS-10 does not mean whatever field trip you plan is already approved.T-shirts for safety purposes (i.e. to quickly identify participants while on a field trip) Rent and utilities (proportional)Limited food items may be purchased for special program activities such as cooking classes and field trips. (Program-related or while in travel status)
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Allowable Costs

Permitted within 
the policies and 
procedures of the 
Lead Agency/ 
District

Incurred 
during the 
approved 
budget 
period

When 
determining 
allowability, 
costs must 
follow the 
stricter 
requirement.

Is a helicopter 
allowable for 
student 
transportation 
to the 
program?

Permitted 
within general 
federal 
guidelines

Permitted 
within 
RFP 
terms and 
has 
Program 
Approval

Presenter
Presentation Notes
All costs must be:Permitted within general federal regulations.Permitted within RFP terms and has Program Approval.Permitted within the policies and procedures of the Lead Agency/District.Incurred during the approved budget period. If any of these is a "No," then it is not allowable.For example, Batman is wondering, "Is a helicopter allowable for student transportation to the program?"Looking at our first step, the federal guidelines say that you can purchase vehicles. However, on the second step, the RFP says you cannot buy vehicles. So the answer is No.This is because when trying to determine the allowability of an item, costs must follow the stricter requirement.



• Daily nutritional services and snacks
• Food or refreshments for staff meetings
• Rewards and incentives for participants, parents, and staff

o Includes, but is not limited to, T-shirts, tickets to movies or shows, gift certificates, trophies, ribbons, medals, 
food items, field trips offered only to students achieving at a particular level (perfect attendance or high 
honors trips), any gifts intended to increase participation in the program

• Student participant stipends
• Staff/participant t-shirts or uniforms (except for safety)
• Major remodeling
• Purchasing a vehicle
• Costs of Entertainment
• (ESD/SVP specific) Purchasing, maintaining, or modifying facial recognition software, 

devices, etc.
17

Unallowable Costs

Presenter
Presentation Notes
Many of the items on the allowable list have an unallowable counterpart. For example, you can buy food items to supply your culinary programming, however you cannot buy daily nutritional services and snacks, or food or refreshments for staff meetings.Rewards and incentives for participants, parents, and staff are unallowable. This includes, but is not limited to, T-shirts, tickets to movies or shows, gift certificates, trophies, ribbons, medals, food items, field trips offered only to students achieving at a particular level (perfect attendance or high honors trips), any gifts intended to increase participation in the program.Other items that are unallowable include:Student participant stipendsStaff/participant t-shirts or uniforms (except for safety)Major remodelingPurchasing a vehicle, andCosts of Entertainment.Additionally, for ESD/SVP, it is specifically written in the RFP that purchasing, maintaining, or modifying facial recognition software, devices, etc. is unallowable.As we are coming to the final two years of the grant cycles, big ticket items are subject to greater scrutiny. Big ticket items are usually purchased at the start of the program, so to purchase them in years 4 or 5 almost suggests you are overhauling something or restarting something.If you are not sure, it doesn’t hurt to ask!



Annual BudgetsHi, 
I'm 
Ann 
Ual. Hi, 

I'm 
Bud 
Gets.There's no 

way those 
are your real 
names.

Presenter
Presentation Notes
Moving along, we are now getting to our friends Ann and Bud. That's right, Annual Budgets.



FS-10  Tips to Expedite Budget Approvals
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Project number

ESD/SVP: 0640-26-4***

21st CCLC: 0187-26-8***

7/1/2025 6/30/2026

Presenter
Presentation Notes
This is a screenshot of the cover page, and the person you indicate in the "Report Prepared By" field is who MWBE and Grants Finance will contact.The one thing we wanted to highlight was your project number is updated now that it is a new year! The middle number changes by year. Now we will have a 26 in the middle of it.



FS-10: Categories
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15 16 40 45 46

80 90 49 30 20

Purchased 
Services

40

Supplies & 
Materials

45

Travel Expenses 
46

Support Staff 
Salaries

16

Professional 
Salaries

15

BOCES Services
49

Minor 
Remodeling

30

Equipment
20

Indirect Cost
90

Employee 
Benefits

80

Presenter
Presentation Notes
Now we will play a little guessing game to see if you can identify the FS-10 categories.15 and 16: Professional Salaries and Support Staff Salaries40: Purchased Services45: Supplies & Materials46: Travel Expenses80: Employee Benefits90: Indirect Cost49, 30, 20: BOCES Services, Minor Remodeling, and Equipment



FS-10: Tips to Expedite Budget Approvals
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Excel is easier and faster for us to 
process!

Send editable, unlocked files – this 
makes for less back and forth and 
speeds approval

Do not send the budget summary 
page until NYSED requests it.

Presenter
Presentation Notes
Help us, help you. We want your budgets to be expedited as fast as possible, and Excel is both easier and faster for us to process.Sending editable, unlocked files allows us to make changes without having to request you make the changes yourself.Lastly, you do not need to send us the budget summary page or any hard copies until we request it. On the off chance there is an error with your numbers, we would need to request a new signature.
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FS-10: Descriptions & Calculations

Make calculations as 
exact as possible.
Add decimals!

The description in 
column 1 should 
complement the 
Budget Narrative's 
detailed description.

Presenter
Presentation Notes
Within the FS-10 budget, we ask that you be as precise with your calculations as possible.Add more decimals if needed.And any math that is added in your description or specific position title column must also work.You are also free to add details and descriptions to the first column, such as the school name/code, or like this example, whether it's a direct or administrative cost. This cuts down our review time if we don't have to guess what you think is admin.Lastly, the description in column 1 should complement the Budget Narrative's more-detailed description.
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FS-10: Descriptions & Calculations

Let the 
excel work 
for you!

Presenter
Presentation Notes
Plan: This screenshot shows how you can let the excel work for you. Not only can you add more decimals easier than you can in a PDF, but you can also input calculations such as "=B4*C4" to make sure your numbers are exact and correct.If you multiply the Full-Time-Equivalent (FTE) to the Annualized Rate of Pay, you will get the Project Salary.



Do not leave empty 
spaces

Make calculation of 
cost column simple
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FS-10: Descriptions & Calculations

(MWBE)

Presenter
Presentation Notes
Additionally, please do not leave empty spaces on your FS-10.Include a list of possible providers if the exact provider is not known. Also, it is helpful to label your MWBE providers. If I look at this screen I wouldn't be able to tell who the MWBE providers are. Some people like to put "(MWBE)" in a cell to alert us.
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FS-10: Indirect Cost

Indirect Costs that benefit more than one program.
Indirect Cost is an administrative cost.
• 21st CCLC has an Admin Cost cap of 10% of the total budget.
• ESD/SVP has an Admin Cost cap of 5% of the total budget.

Presenter
Presentation Notes
One category that is often troublesome for FS-10s and FS-10As is Indirect Cost.What is an indirect cost?Indirect costs are costs of activities that benefit more than one program, not just your grant, and therefore they cannot be readily assigned to only one specific program. For example, a telephone that your whole building uses. 21st CCLC participants and staff can use it, but so can other grant programs. It’s different than a phone purchased specifically for 21st CCLC use.When calculating, keep in mind it is an administrative expense, so you will need to be mindful and check your Composite Budget to ensure you are not going over your cap. 21st CCLC has an administrative cost cap of 10% and ESD/SVP has an administrative cost cap of 5%.
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FS-10: Indirect Cost

Indirect Cost Rates are announced by Grants 
Finance in early fall.
If you submit a budget in May, you may be 
waiting for approval and initial payment until 
September or October!

2024-25 year
School Districts: Vary
BOCES: Vary
CBOs: 2.7%
Charter Schools: 2.7%

FYI: If you submit a budget with your 
current indirect cost rate and it 
decreases for 25-26, Grants Finance 
will decrease your budget that amount 
and notify you via mail.

MAY

JUNE

JULY

AUGUST

Presenter
Presentation Notes
Indirect Cost Rates are subject to change every year, and are announced by Grants Finance in early fall.If you submit a budget in May, you may be waiting for approval and initial payment until September or October!Your budget might sit longer than you'd like as Grants Finance goes through their Indirect Cost process.School Districts and BOCES have varying rates. Currently for 2024-2025, CBOs and Charter Schools have a 2.7% indirect cost rate.If you submit a budget with your current (2024-25) indirect cost rate and it decreases for 25-26, Grants Finance will decrease your budget that amount and notify you via mail. Our office does not get notified of this. We only become aware if you tell us or if we happen to notice a difference in award amounts in the system.



Fill out the Program 
Information and Key 
Personnel charts fully.

Do not change the Position 
Titles listed.

Do not repeat what is on your 
FS-10 or FS-10A. Expand upon 
them.

Describe IN DETAIL.
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Budget Narrative

ESD/
SVP

Presenter
Presentation Notes
Next up on our list is the Budget Narrative.We are first showing the ESD/SVP budget narrative; the 21st CCLC is very similar and on the next slide.The budget narrative should not be an exact replica of what is on your FS-10 or FS-10A. We definitely should not see a simple copy+paste from the fs-10.The directions state to "Describe IN DETAIL," and we would like you to expand upon the math to connect it to program goals, objectives, etc.As we mentioned before, Grants Finance will be looking closely at position titles on the FS-10F, so it is best to use these throughout all of your documentation.Do not change the positions listed on this form. These are required positions with required tasks. It is often very hard to search through the FS-10 for these labels, which is why we created this chart on the budget narrative. If we cannot identify them in your docs, we cannot accurately determine if you're meeting the requirements of the RFP.Because these are required positions, do not leave blanks. To operate your program, you are required to have a program director and an independent evaluator, so there should not be a reason you keep these blank.



21st CCLC has additional 
required personnel.

The 21st CCLC Budget 
Narrative also includes 
examples which may be 
helpful for both 21st CCLC 
and ESD/SVP programs.
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Budget Narrative

21st 
CCLC

Presenter
Presentation Notes
Here is the 21st CCLC Budget Narrative.21st CCLC has additional personnel. They are required to have a Program Director, Fiscal Manager, Site Coordinators, an Education Liaison, Independent Evaluator, and Data Manager.If the same person operates two of these roles, for example the evaluator is the data manager, please simply repeat the info or write "Same as evaluator." Everyone on this list should be accounted for.For folks in ESD/SVP, we will be updated the budget narrative to include examples soon, however in the meantime you can look at the 21st CCLC version if you need an example of how to fill out the Key Personnel or Budget Description charts.



Add information for each amendment and budget.
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Budget Narrative

BUDGET CATEGORY DESCRIPTION OF ACTIVITIES (Must include more detail than 
the FS-10 or FS-10-A)

Example of Code 15
Professional Salaries

YEAR 3
5/15/24 These funds will be used to pay the program director, two site 
coordinators, and ten teachers (one is the educational liaison). Eight of the 
teachers are for afterschool enrichment, and two teachers are for Saturday 
enrichment.
• 9/27/24 FS-10A #001: Because we have removed our Saturday 

enrichment the salaries for the two teachers previously assigned are 
being reduced, and the funds are moving to Purchased Services.

• 2/4/25 FS-10A #002: Our program is expanding to an additional site; 
therefore we are adding a site coordinator and four teachers.

YEAR 4
5/15/25: Our program will continue as previously described. The funds will 
have a PD, three site coordinators, and twelve teachers. All teachers are 
for afterschool enrichment.

Presenter
Presentation Notes
Because that screenshot was so small, I have added the example of filling out the Budget Narrative Description of Activities chart here.For every category and/or item of your FS-10, you should add information to this chart. And every time there is an amendment and new annual budget, you should add information to this chart. Find some way to indicate update with date or color. We prefer highlight and date.For example, this Budget Narrative was started in Year 3, and we wrote, "5/15/24 These funds will be used to pay the program director, two site coordinators, and ten teachers (one is the educational liaison). Eight of the teachers are for afterschool enrichment, and two teachers are for Saturday enrichment."We can see in the chart there were two amendments this past year. One on 9/27 and one on 2/4. In the first one, we added "Because we have removed our Saturday enrichment the salaries for the two teachers previously assigned are being reduced, and the funds are moving to Purchased Services." In the second amendment we said, "Our program is expanding to an additional site; therefore we are adding a site coordinator and four teachers."Now that it is time to create Year 4's Annual Budget, we can simply add with a new highlighted and dated line. I also added a "Year 4" heading to make it stand out further. Nothing is changing since our latest amendment, so we can simply sum up what is happening. "Our program will continue as previously described. The funds will have a PD, three site coordinators, and twelve teachers. All teachers are for afterschool enrichment."



Composite Budget
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Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
Here we have our Composite Budgets. 21st CCLC is on the left, and ESD/SVP is on the right.These are generally similar, though ESD/SVP has a few more calculations done on the bottom in rows 13A-13E.
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Composite Budget - CAPS

Category 21st CCLC Cap ESD/SVP Cap
Direct Service by Lead 
Applicant

At least 25% At least 15%

Administrative Cost Not to exceed 10% Not to exceed 5%
Evaluation Cost At least 6%. Not to 

exceed 8%, or 10% if 
evaluation contract 
includes evaluator 
responsible for data 
management and 
reporting

Not to exceed 3%

Planning and 
Professional 
Development

Not to exceed 5% Not to exceed 5%

Presenter
Presentation Notes
Also, the caps for the grants are different.For Direct Service by the Lead Applicant, 21st CCLC must have at least 25%, and ESD/SVP must have at least 15%.Administrative Costs must not exceed 10% for 21st CCLC and 5% for ESD/SVP.Evaluation Costs for 21st CCLC must be between 6 and 8%, although if the evaluator is responsible for data management and reporting they can go up to 10%. ESD/SVP simply has an evaluation cap of 3%.And lastly, 21st CCLC has a category called Planning and Professional Development, but for ESD/SVP it simply says Professional Development. These categories are capped at 5% for both programs.



Composite Budget – Direct Service by Lead Applicant

Direct services can include:
• Salaries & benefits
• Program Supplies
• Travel-mileage
• Program Director
• Program space rental
• School usage fees

Direct Services ≠ Direct Services by Lead Applicant
Composite Budget calculates how much YOU are 
doing in direct service, not your partners and 
vendors.

32

Presenter
Presentation Notes
To focus in on Direct Service, what is it?Direct services can include:Salaries & benefitsProgram SuppliesTravel-mileageProgram DirectorProgram space rentalSchool usage feesEssentially, direct service is something that goes directly to the participants.For the purposes of the Composite Budget, Direct Services ≠ Direct Services by Lead Applicant.The Composite Budget calculates how much YOU are doing in direct service, not your partners and vendors.You may think, "We pay vendors and partners to do direct service." That is true.However, for the composite budget calculation, this is for NYSED to monitor your program. We want to see how much money YOU are doing in direct service. Not your partners and vendors.We do not want to see how much direct service you are buying, how much you are paying other people to do. We want to see how much you are doing.Therefore, no purchased services are included in this cost.
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Composite Budget – Administrative Costs
Administrative costs include costs for staff 
who do not provide direct service to 
participants, but whose cost can be 
identified and directly associated with the 
program.

Examples:
• The cost of a principal who is required to remain 

in the building during program hours.
• Audit or fiscal employees (Fiscal managers, data 

managers, clerks, bookkeepers, etc.)
• Staff whose role is strictly oversight of program 

and staff (COO, Executive Directors, etc.)
• Indirect Costs

Presenter
Presentation Notes
The last category on the Composite Budget we wanted to over was the Administrative Costs category.Administrative costs include costs for staff who do not provide direct service to participants, but whose cost can be identified and directly associated with the program.Examples:The cost of a principal who is required to remain in the building during program hours.Audit or fiscal employees (Fiscal managers, data managers, clerks, bookkeepers, etc.)Staff whose role is strictly oversight of program and staff (COO, Executive Directors, etc.)Indirect CostsSome people are split: part direct / part admin. For example, someone who takes attendance and does record keeping.
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Presenter
Presentation Notes
Finally, the last part of our budget packet is the MWBE paperwork.MWBE is not something our office can officially approve, but we help you get the forms ready for them.MWBE packet has several pages. At minimum it has these three.1. Cover letter. This is where you indicate what level of participation you will have.2. MWBE Goal Calc Worksheet. Only use the version for your grant. For the purpose of the overview, I am showing the 21st version.3. EEO Staffing Plan. This is the Equal Employment Opportunity Staffing Plan.
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Presenter
Presentation Notes
Commonly we will also use these three forms.4. MWBE Utilization Plan. This is similar to a summary chart. It is where you put in a summary of all the MWBE providers you are using. Each line is connected to an NOI form that will follow.5. The NOI form stands for Notice of Intent. You will have one of these for each MWBE vendor. This form requires not only your signature, but the MWBE provider's signature as well.6 Partnership Salary and Fringe Benefit Breakdown. This is the 21st CCLC form, not the ESD/SVP one. And this form may not apply to your program. But either way, this is ONLY for PARTNERS – not vendors, not any expense.When filling out MWBE paperwork, please make sure all signature lines have a signature. 
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Presenter
Presentation Notes
These last three screenshots are for MWBE Forms that you submit if you don’t think you can meet the MWBE Goal. These must be accompanied by supporting documentation of attempts to meet your MWBE GOAL. A waiver is not easily granted, you must show your work and reasoning, so to speak. You have to show that you made a real effort and have a justifiable reason for needing a waiver. Most program are not using these.The three forms shown here are the MWBE Contractor Good Faith Efforts Certification, MWBE Contractor Unavailable Certification, and the Request for Waiver Form.
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M/WBE Goal Calculation Worksheet

Student Support Services assists 
subgrantees with readying the MWBE 
paperwork for the folks who work for 
MWBE.

The MWBE goal is 30% of the applicant's 
total discretionary non-personal service 
budget for each year of the grant.

The calculator identifies the amount of 
your budget that is excluded from the 
M/WBE goal.

Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
At this point in the grant, years 4 and 5, the Goal Calculation Worksheet is the first one I concern myself with. Most of the other forms have already been filled out correctly, so we may be able to reuse them. But first we need to figure out what your goal is.Like I said before, Student Support Services assists subgrantees with readying the MWBE paperwork for the folks who work for MWBE.The MWBE goal is 30% of the applicant's total discretionary non-personal service budget for each year of the grant.That means that of your budget, there are things that we can exclude from your calculation. For example, your salaries. We do not mandate that you hire a percentage of MWBE people for your personal company or district.In a nutshell, this calculator identifies the amount of your budget that is excluded from the M/WBE goal.
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M/WBE Goal Calculation Worksheet

The amounts in rows 2, 3, 4, and 6 
come directly from your FS-10.

Row 7 is for Rent, Lease, and 
Utilities. For ESD/SVP and 21st 
CCLC this row is often blank.

Row 5 comes from a Partnership 
form.

Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
For the purpose of this example, we will use an ESD/SVP goal calc worksheet.There are 11 rows on the screenshot. Rows 2, 3, 4, and 6 come directly from your FS-10.These are Professional Salaries, Support Staff Salaries, Fringe (Employee) Benefits, and Indirect Cost.Row 7 is for Rent, Lease, and Utilities. For ESD/SVP and 21st CCLC this row is often blank.Row 5 comes from a Partnership form. We do not mandate whoever you choose a partner to run your program with must hire MWBE staff, so their staff costs are also removed.Once those costs in the orange are removed from your total, that leaves the total discretionary amount. Discretion is the ability to make a judgement or choice. Meaning once we remove the exclusions, the rest of the budget is spent on things that you have the ability to choose. You have the ability to choose MWBE providers for these costs. And the mandate is that 30% of those choices should be for MWBE providers.
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M/WBE Partnership Form
Legend:
21st CCLC
ESD/SVP

This form identifies a 
portion of your 
Purchased Services 
costs that are 
allowed to be 
excluded from your 
MWBE goal.

This is only for 
Partners, not 
Vendors.

Presenter
Presentation Notes
Row 5 on the Goal Calculation worksheet is determined by these forms.21st CCLC's form is called Partnership Salary and Fringe Benefit Breakdown.ESD/SVP's form is called Portion of Purchased Services – CBO and Non-Profit Partnership. Like I already mentioned, these forms are used to identify a portion of your purchased service costs that belong to partners, therefore they can be excluded from your M/WBE goal amount.Partners have partnership agreements, and they are expected to be involved in program planning and implementation at a higher level than vendors. Information about the differences between vendors and partners can be found on our website and in the RFPs.
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M/WBE Partnership Form
Legend:
21st CCLC
ESD/SVP

If one or both are YES, the 
organization is allowed as an 
exclusion. Add to line 5.
If both are NO, the organization 
is not allowed as an exclusion. 
Do not add to line 5.

If one or both are YES, the 
organization is allowed as an 
exclusion. Add to line 5.
If both are NO, the organization 
is not allowed as an exclusion. 
Do not add to line 5.

Is there a signed 
partnership 
agreement?

Purchased Services:
Is this a non-profit 
CBO?

Purchased Services 
with BOCES:
Is this a Consortium 
partner?

Presenter
Presentation Notes
On the ESD/SVP form there are two questions for each partner.Is there a signed partnership agreement? andIs this a non-profit CBO or Consortium Partner for BOCES?If one or both of these answers are YES, the organization is allowed as an exclusion. If both are NO, the organization would not be allowed as an exclusion.
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M/WBE Goal Calculation Worksheet

If you are doing a budget 
amendment, make sure you 
update this form!

You may need updated Utilization 
Plans, Notice of Intent to 
Participate, or Waiver forms.

Presenter
Presentation Notes
Lastly, if you are doing a budget amendment, make sure you update this form!You may need updated Utilization Plans, Notice of Intent to Participate, or Waiver forms.



Submitting Documents in 
Survey Monkey Apply

I'm ready for 
my afternoon 
nap.

Presenter
Presentation Notes
We're almost done! We will now go over submitting documents in Survey Monkey Apply.
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Submitting Documents

All budget documents are submitted in Survey Monkey Apply

https://nysed-esdsvp-apply.smapply.io/
prog/year5_budget_fs-10_submission/

https://nysed-expandedlearning-apply.smapply.io/
prog/budget_fs-10_submission/

Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
Here are the links for Survey Monkey Apply, or as we often call it, SMA.ESD/SVP: To find this link you can go to the Document Submission Links section of the ESD/SVP webpage.21st CCLC: You can find this link on the website, in the Timeline, Newsletter, or by email.Please note, if you have a 21st CCLC timeline that is a version from before today, it may say submit via email. But we are doing SMA. While you were at the conference last week, I updated the one page.If you are going to find the SMA link because you are already in SMA for an amendment, you can click the top "Programs" tab to find the Budget FS-10 specific application.

https://nysed-esdsvp-apply.smapply.io/prog/year5_budget_fs-10_submission/
https://nysed-esdsvp-apply.smapply.io/prog/year5_budget_fs-10_submission/
https://nysed-expandedlearning-apply.smapply.io/prog/budget_fs-10_submission/
https://nysed-expandedlearning-apply.smapply.io/prog/budget_fs-10_submission/
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Legend:
21st CCLC
ESD/SVP

Presenter
Presentation Notes
We have a few different hubs or portals.The one on the left, dark blue, is ESD/SVP. The red one on the right is 21st CCLC.When you log-in, it usually brings you to the "My Applications" tab, which will show you all the applications that you have started or submitted to us.On the top when you click Program you can see all of the grant-specific applications that we have for you.�You'll want to click on the one that says Year 5 ESD/SVP FS-10 Budgets, or Budget (FS-10) submission.Make sure you are in the right portal and the right application.
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Applications you have 
already started/submitted
OR
Make a new application

Presenter
Presentation Notes
When you click into the Budget Submission application, on the right hand side there will be either one or two buttons. If you have the grey button at the top, you can choose to see an application you've previously worked on or submitted. There is also a green button that says "Apply" for you to start a new submission.
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Presenter
Presentation Notes
After clicking Apply, this screen will show the tasks to complete. We usually have a single task for you to fill out.*click* When you finish your task there is a "mark as complete" button, but you must also remember to hit "Submit" so that it comes to NYSED. Otherwise it will sit in the application stage, and we never get notified that it is ready.We occasionally get emails from people asking where an amendment is, only to find they completed the task but never hit "Submit." Be sure to remember!
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#1

#2

Presenter
Presentation Notes
This is what our task looks like. It is a form where there is a spot for you to upload each of the documents we've gone over.Once everything is uploaded, you will hit Mark As Complete, which marks the task/form as complete. But again, it does not send it to NYSED.You can only do that by hitting the Submit button. As you can see here, the Submit button is grey and I cannot click it.
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#2

Presenter
Presentation Notes
But once I have uploaded everything and marked the task as complete, the Submit button becomes green and I can click it.You must remember to do this so it gets sent to NYSED.



As Batman always 
says, Let's wrap this 
presentation up!

Hey! I 
never said 
that!

Presenter
Presentation Notes
To wrap this up, we will go over the FS-25 and FS-10F.



• Submit an FS-25 when you need to be reimbursed 
for expenditures.

• Use whole dollar amounts
• May be submitted until the payments reach 90% 

of the approved project.
• Monitor spending in relation to target 

enrollment
• Do not request excess funds, especially if your 

enrollment is low
• You may owe back funds due to reduction

FS-25: Request for Funds

50

Presenter
Presentation Notes
To put it simply, Submit an FS-25 when you need to be reimbursed for expenditures. Use whole dollar amounts.An FS-25 can be used to request funds from your grant up to 90%. The remaining 10% is held until the actual costs are reported on the FS-10F.We cannot stress this enough:Monitor spending in relation to target enrollment.Do not request excess funds, especially if your enrollment is low.You may owe back funds due to reduction.



FS-10F: Final Expenditure Report
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Due Date for Final Expenditure 
Report (FS-10F)
21st CCLC: September 30
ESD/SVP: July 31

• Send directly to Grants Finance.
• This form gets programmatically 

reviewed by our office before Grants 
Finance processes it.

Presenter
Presentation Notes
The F in FS-10F stands for Final Expenditure Report. Your FS-10F is due at the end of the program year and gets sent directly to Grants Finance. But our office also does a programmatic review to make sure the expenditures are aligned.This form looks similar to the FS-10 but it requires specifics.ESD/SVP FS-10Fs are due July 31st, very quickly after the year ends.21st CCLC FS-10Fs are due September 30th.



Contact and Grant Information

ESDSVP@nysed.gov

EMSC21stCCLC@nysed.gov

Due Date for Annual Budgets
21st CCLC: May 15
ESD/SVP: May 16

Presenter
Presentation Notes
That concludes our presentation. Here are the email addresses for the grants, and we look forward to assisting you with your budget in the coming weeks.

mailto:ESDSVP@nysed.gov
mailto:EMSC21stCCLC@nysed.gov
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