CDE TIERED INTERVENTION GRANT PROGRAM
COMPUTERIZED/ELECTRONIC BUDGET
(Print a copy of these instructions for easy reference)

All applicants are required to use the electronic version of the budget forms.  
Refer to the Request for Proposal (RFP) for a list of non-allowable costs.
Year 1 applicants must complete a budget for the full three years of the grant program.  

The budget detail should include hourly/daily rates, cost per item, or other detail sufficient to explain how the total line item amount was reached.  No single line item should exceed $10,000 without proper justification (i.e., a technology line item should be broken down to the number of systems and the cost per system).   Line items without proper justification will be denied.  Fully describe the budget for the applicable years.   The proposed budget should not exceed the limitation of the amount that can be requested each year.  

INSTRUCTIONS/FEATURES OF THE ELECTRONIC BUDGET
The following instructions will allow you to complete the computerized/electronic budget section of the Tiered Intervention Grant Program Request for Proposal (RFP).

The computerized budget allows interaction among worksheets, calculates subtotals and totals automatically, links data from detail sheets and checks for errors.  

The computerized file contains the following worksheets:

1-Instructions

2-Cover Page

3a-Budget Detail-Year 1
3b-Budget Detail-Year 2

3c-Budget Detail-Year 3
4-Equipment

5a-Budget Summary-Year 1

5b-Budget Summary-Year 2

5c-Budget Summary-Year 3

6-AFR Expenditure Detail

7-AFR Equipment Detail

8a-Annual Financial Report Yr1
8b-Annual Financial Report Yr2

8c-Annual Financial Report Yr3

9–Error Checking
10-Revisions-Comments

11-District Code Table
You will only enter budget data on the “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2”, “3c-Budget Detail-Year 3” sheets and the “4-Equipment” sheet.  This data will link to the appropriate sheets.  Likewise, only enter Annual Financial Report data in sheets “6-AFR Expenditure Detail” and “7-AFR Equipment Detail”.
General Budget Comments:
1. Enter dollar amounts as whole dollars.   Do not enter cent amounts.

2. White cells can be typed in; gray cells cannot or should not be typed in.

3. If a cell background turns red, it means something is wrong or incomplete – either the cell or some associated cell.   Do not submit this file is it contains any cells with a red background; call CDE, Adam Klett at (303) 866-6905 for assistance.

General Spreadsheet Comments:
1. Do not cut and paste cells.  If you need to move cell contents, (1) copy and paste, then (2) delete the original content.  If you cut and paste you will invalidate the program, and you will have to re-enter all your data on a new file.

2. Use the ZOOM feature to change the size of the information on screen.  This will have no effect on the printout size.

3. When working on the budget detail and equipment page, be aware of the Excel row numbers of the left.  Because the title rows at the top are froze, sometimes users are working in rows much farther down in the spreadsheet than they realize.

4. Do not erase a cell entry in any worksheet with the space bar, but instead use the delete key on the keyboard.

Symbols:
Arrow to right of cell:


Indicates a column of cells or a row of cells that has a dropdown feature with which to choose from a pre-selected list.  Look for the dropdown next to the cell after clicking on the cell.
   
Resting your mouse on a cell with a red triangle in the upper right-hand corner of a cell displays an informational comment.

2-Cover Page sheet
After you have printed the instructions, begin with this page.   Enter the required information in the white boxes only.

3a-Budget Detail-Year 1, 3b-Budget Detail-Year 2 and 3c-Budget Detail-Year 3 sheets
Entries made on these sheets subtotal on the “5a-Budget Summary-Year 1”, 5b-Budget Summary-Year 2” and the “5c-Budget Summary-Year 3” sheets.

For each activity budgeted, enter the appropriate information as per the following column headings:

(1) Budget Object, (2) Project Number & Budget Year, (2a) Quantity/Unit, (3) Cost,
 (4) Description/Narrative (5) Expected Date of Completion.
Column (1) Budget Object – Do not use “Supplies (0600)” for equipment.  Equipment items should be entered on the “4-Equipment” sheet.

Column (4) Description/Narrative – Provide detailed information on how funds will be spent when completing the budget detail.   For example “Staff Development” is not an adequate description.  The applicant should include such information as the number of staff to be trained, the topic of the training, and how many times the training will be held.

If entering multiple budget objects for the same program code, repeat entering the project number and year in column (2) Project Number & Budget Year.

Do not enter equipment on this sheet.  Equipment is reported on the “4-Equipment” sheet.


Supplies versus Equipment


Refer to the following in determining how to classify supplies/equipment on sheets 3 and 4.


Refer to the definitions in the “Chart of Accounts” to determine if items are:

Supplies (0600) – which are entered on “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2” or “3c-Budget Detail-Year 3” sheets.



Or


Equipment (0700) – which are entered on “4-Equipment (0700):

Points to remember about Supplies:
As per the definitions in the “Chart of Accounts”, typically, supplies are items which are consumable, wear out, or deteriorate.

Points to remember about Equipment:

All equipment items must be listed on the “4-Equipment” sheet regardless of the cost of the item.

Prior approval is required on equipment items over $500 regardless.

Because Federal dollars are being used for purchases, non-capitalized equipment must be listed on the “4-Equipment” sheet, even though the “Chart of Accounts” allows non-capitalized equipment to be entered as supplies (0600).

For Example:   Computers, regardless of the cost, should be listed as equipment not supplies.

