
budget worksheets
Budget Instructions

The following instructions will help you to create a budget that will help to ensure approval for your team to participate in the training.

1. Fill in the blanks in one of the worksheets and copy as is to the GME application budget.
2. Expenditures that support the training of classroom teachers and instructional aides, including substitutes (identified in the budget as “Instruction”), must be placed under Support Services 2100, 2200, 2600, 2700.
3. Expenditures that support training of administrative staff and other non-instructional staff, including professional service providers (e.g., occupational therapists, speech therapists, etc.) and non-instructional aides (identified in the budget at “Non-instruction), should be placed under Support Services - Admin 2300, 2400, 2500, 2900.
4. Use the Lodging Allowance table to identify the lodging cost per training event that takes into consideration

· The number of team members

· The number of rooms needed per night

· The number of nights lodging required, including additional lodging for extended stay

5. Use the Meal Allowance table to identify the amount per person required for dinner (and breakfast, if applicable). The amount needed for per person dinners (and breakfast, if applicable) must align with the number of nights lodging.

6. Use your own substitute pay and employee benefits rates. If you do not pay sub benefits, place this line item in Purchased Professional Services 6300. For further clarification, contact Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov.
7. Round up to the nearest dollar.

8. Do not use the dollar sign ($) in the description column. Since you are rounding up, you should not have to indicate cents, even if there is zero cents (e.g., 13,000.00.)
9. Do not add to or subtract from what is written in the budget worksheet.

10. Remember that deviations from this format will eliminate your application in the initial budget screening. Special Projects may offer your team a position in the training if 15 correct applications are not submitted; but this is not guaranteed. Such an application will have one chance to correct the budget.
11. Your grant’s budget should look exactly like the completed budget worksheet. Since the worksheets were set up with form fields, and the document is protected, we do not know if you will be able to copy and paste from the completed worksheet. You may be required to retype the budget using your worksheet as a guide.
If you have questions, contact:
Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov
Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Worksheet for 1 or 2 nights lodging
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	     
	      teacher substitutes x      /day x 9 days =      

	Employee Benefits
	6200
	     
	     % local  benefits rate

	Purchased Professional Services
	6300
	     
	      instruction transition conference registrations x 250 =      
      instruction training registrations x 600 =      
Total registration =      


	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	The following travel expenses are for       instruction team members.

Mileage

Oct:       round trip miles @ 0.445/mile =      
Nov, Feb, Apr:       round trip miles x 3 trips x 0.445 =      
Total mileage:       x      % =      
Lodging

Oct:       rooms/      nights =      
Nov:       rooms/      nights =      
Feb:       rooms/      nights =      
Apr:       rooms/      nights =      
Total lodging:       x      % =      
Meals

Dinner:       members x 4 trips x       =      


	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	0.00
	

	Employee Benefits
	6200
	0.00
	

	Purchased Professional Services
	6300
	     
	      instruction transition conference registrations x 250 =      
      instruction training registrations x 600 =      
Total registration =      

	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	The following travel expenses are for       non-instruction team members.

Mileage

Total mileage:       x      % =      
Lodging

Total lodging:       x      % =      
Meals

Dinner:       members x 4 trips x       =      


	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Sub-total
	
	


Worksheet for extended stay (3 nights lodging required)

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	     
	      teacher substitutes x      /day x 9 days =      

	Employee Benefits
	6200
	     
	     % local  benefits rate

	Purchased Professional Services
	6300
	     
	      instruction transition conference registrations x 250 =      
      instruction training registrations x 600 =      
Total instruction registration =      


	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	The following travel expenses are for       instruction team members. Extended stay is required due to the distance from district office to training site.

Mileage

Oct:       round trip miles @ 0.445/mile =      
Nov, Feb, Apr:       round trip miles x 3 trips x 0.445 =      
Total mileage:       x      % =      
Lodging

Oct:       rooms/3 nights =      
Nov:       rooms/3 nights =      
Feb:       rooms/3 nights =      
Apr:       rooms/3 nights =      
Total lodging:       x      % =      
Meals

Dinner:       members x 4 trips x 81 =      
Breakfast:       members x 4 mornings x 11 =      
Total meals =      


	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	0.00
	

	Employee Benefits
	6200
	0.00
	

	Purchased Professional Services
	6300
	     
	      non- instruction transition conference registrations x 250 =      
      non-instruction training registrations x 600 =      
Total registration =      


	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	The following travel expenses are for       non-instruction team members.

Mileage

Total mileage:       x      % =      
Lodging

Total lodging:       x      % =      
Meals

Dinner:       members x 4 trips x 81 =      
Breakfast:       members x 4 mornings x 11 =      
Total meals =      


	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Sub-total
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