(7) 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.  The budget description must provide adequate detail to explain how the budgeted amount was calculated.

(8) FTE – Full time equivalents must be entered for all salary items.  
(9) Expected Date of Completion – date in which the product or service will be purchased or performed.

(10) MIP PG# - Used to enter the MIP page number.
4-Equipment Sheet
Use this sheet to request equipment purchases.  Columns in this spreadsheet are similar to the “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2” and “3c-Budget Detail-Year 3” pages, and instructions in the “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2” and “3c-Budget Detail-Year 3” section apply to “(4)-Equipment” sheet as well. 
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” and “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.
The columns titled:  Serial Number and Date Acquired are optional fields.   If you would like to keep this as an inventory, you may fill in those columns after the equipment is acquired.

5a – Budget Summary–Year 1, 5b–Budget Summary–Year 2, and 5c-Budget Summary- Year 3:
Most data on these sheets will link automatically from the “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2” and “3c-Budget Detail-Year 3” sheets and “4-Equipment” sheet.  Indirect cost rates will be required for years 2 and 3.  When submitting the first budget for this grant, enter the same indirect cost rate as the rate in 5A – Budget Summary-Year 1, and update the rate when each new fiscal year arrives. 
Indirect cost rate overrides may be entered the budget summary for each year.  This should be used if the LEA elects to claim less indirect costs than their total allocation.

6-AFR Expenditure Detail
This sheet functions similarly to “3a-Budget Detail-Year 1”, “3b-Budget Detail-Year 2” and “3c-Budget Detail-Year 3” but is used to report actual obligations for each year of the grant.  This report is due November 1 of each year.  Obligations should be categorized based on the following schedule:

1/1/2010-6/30/2011


Year 1

7/1/2011-6/30/2012


Year 2

7/1/2012-6/30/2013


Year 3

7-AFR Equipment Detail

This sheet functions similarly to 4-Equipment but is used to report actual obligations of equipment for each year of the grant.
8a,b&c-Annual Financial Report
Most fields are calculated from the two prior sheets.  Enter actual indirect costs obligated in this worksheet.  Type the name of the person submitting the report, date, sign the AFR and PDF to lake_a@cde.state.co.us by November 1 of each year.  A copy of the entire Excel workbook should also be attached in the e-mail.

9 – Error Checking Sheet
Use this page to check whether or not your file is in balance.  The detail sheets are compared to the summary sheets to ensure that all amounts have linked over.  If so, the word “equal” is displayed.   If not, the words “not equal” are displayed with a red background.   This sheet allows you to know which sheet is not in balance.  

If something is not balanced, the most likely cause is that one of the following has not been selected on a detail sheet, Project Number/Year and/or Budget Object Code.

10 – Revisions/Comments
This page must be completed when submitting a revised budget.   Start with the original electronic budget submitted and make corrections on the “3-Budget Detail” and the “4-Equipment” pages as appropriate.   On this page, describe in detail the changes/revisions, the reason for the revisions, etc.    Don’t forget to make the appropriate changes on the “2-Cover Page”.   It is important that you mark revision in the budget report box; mark the revision number, and also enter the revision date.  
