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June 30, 2016
Submit two copies of the CSTEP Budget Narrative to the:

New York State Education Department

Office of Postsecondary Access, Support and Success

CSTEP Program 2014-2015 Funding

Education Building Addition, Room 505 W EB

Albany, NY  12234

Instructions:

· Enter whole dollars only.
· Within each budget code place expenditures in appropriate fund source 



category(ies): CSTEP, Institution, and/or Other Source.

· The institutional match must be at least 25%.

· Totals must agree with the CSTEP Proposed Budget form (FS-10).

· Exact computer generated forms may be used.

· For further information on budgeting, contact your SED liaison at (518) 486-5202.
CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

PROFESSIONAL SALARIES CODE: 15

Include only staff that are employees of the agency.  Do not include consultants or per diem staff.  Do not include central administrative staff that are considered to be indirect costs, e.g., business office staff.  For each position provide the full-time equivalent, the annualized rate of pay and the project salary.

	Position

Title
	Full-time

Equivalent
	Annualized 

Rate of Pay
	Project

Salary
	CSTEP
	Institution
	Other

Sources
	Total

	
	
	
	
	
	
	
	

	                                                      Subtotal – Code 15
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

NON PROFESSIONAL SALARIES CODE: 16

Include salaries for teacher aides, secretarial and clerical assistance, and for personnel in pupil transportation and building operation and maintenance.  Do not include central administrative staff that are considered to be indirect costs, e.g., account clerks.  For each position provide the full-time equivalent, the annualized rate of pay and the project salary.

	Position

Title
	Full-time

Equivalent
	Annualized 

Rate of Pay
	Project

Salary
	CSTEP
	Institution
	Other

Sources
	Total

	
	
	
	
	
	
	
	

	                                                     Subtotal – Code 16
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

PURCHASED SERVICES CODE: 40

Include consultants (indicate per diem rate), rentals, tuition and other contractual services.  Copies of contracts may be requested by the State Education Department.  Purchased Services from a BOCES, if other than applicant agency, should be budgeted under Purchased Services with BOCES, Code 49.  
***Place an asterisk next to the items which will not be included in the Indirect Cost Calculation (e.g. stipends, honoraria, tuition).

	Description

Of Item
	Provider

Of Services
	Calculation

Of Cost
	Proposed

Expenditure 
	CSTEP
	Institution
	Other

Sources 

	TOTAL

	
	
	
	
	
	
	
	

	                                                                  Subtotal – Code 40
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

  SUPPLIES & MATERIALS CODE: 45

  Computer software, library books and equipment items under $5,000 should be entered in this category
  Show cost calculations for all entries.  Place all expenditures in appropriate funding source category.
	Description

Of Item
	Quantity
	Unit Cost


	Proposed Expenditure
	CSTEP
	Institution
	Other

Sources

	TOTAL

	
	
	
	
	
	
	
	

	                                                                  Subtotal – Code 45
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 20146

TRAVEL EXPENSES CODE 46


Include pupil transportation, student and staff conference costs and travel of staff between instructional sites.  Specify agency 
approved mileage rate for travel by personal car or school-owned vehicle.  Show cost calculations for all entries.

	Position of 

Traveler
	Destination

And Purpose
	Calculation of Cost
	Proposed 

Expenditures
	CSTEP
	Institution
	Other

Sources

	TOTAL

	
	
	
	
	
	
	
	

	                                                                 Subtotal – Code 46
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

EMPLOYEE BEBEFITS: Code 80


Rates used for project personnel must be the same as those used for other agency personnel.

Place all expenditures in appropriate funding source category.
	Benefit
	Proposed Expenditure
	CSTEP
	Institution
	Other

Sources
	TOTAL

	Social Security
	
	
	
	
	

	Retirement
	New York State Teachers
	
	
	
	
	

	
	New York State Employees
	
	
	
	
	

	
	Other
	
	
	
	
	

	Health Insurance
	
	
	
	
	

	Workers Compensation
	
	
	
	
	

	Unemployment Insurance
	
	
	
	
	

	Other(Identify)
	
	
	
	
	

	
	
	
	
	
	

	                                                                                                                   Subtotal – Code 80
	
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016
INDIRECT COST: Code 90

Modified Direct Cost Base – Sum of all preceding subtotal (codes 15, 16, 40, 45, 46 and 80 and excludes the portion of              
each subcontract exceeding $25,000 and any flow through funds).


Do not include the cost of stipends, honoraria, and tuition when calculating the indirect expense.


Place all expenditures in appropriate funding source category.

	Actual Expenditures
	Amount Excluded 

from Indirect Cost Calculation
	Modified Base Cost

for Indirect Cost Calculation
	Indirect Cost

Rate x Base Cost 
	CSTEP
	Institution
	Other
	Total

	
	
	
	
	
	
	
	

	                                                                    Subtotal – Code 90
	
	
	
	


*Expenditures for Indirect Cost may not exceed 8% of CSTEP funds.  Expenditures for Indirect Cost may not exceed 20% of institutional and/or other funds.
CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016

PURCHASED SERVICES WITH BOCES:  Code 49
	Description of 

Services
	Name of BOCES
	Calculation of Cost
	Proposed 

Expenditure
	CSTEP
	Institution
	Other Sources
	TOTAL

	
	
	
	
	
	
	
	

	                                                                                              Subtotal – Code 49
	
	
	
	
	
	


CSTEP BUDGET NARRATIVE
JULY 1, 2015 TO JUNE 30, 2016
EQUIPMENT: Code 20

Beginning with the 2015-2016 year all equipment to be purchased in support of this project with a unit cost of $5,000 or more should be itemized in this category.  Equipment items under $5,000 should be budgeted under Supplies and Materials, Code 45.  Repairs of equipment should be budgeted under Purchased Services, Code 40.  Place all expenditures in appropriate funding source category.

	Description of

Item
	Quantity
	Unit Cost 


	Proposed 

Expenditure
	CSTEP
	Institution
	Other

Sources

	TOTAL

	
	
	
	
	
	
	
	

	                                                                       Subtotal – Code 20
	
	
	
	


CSTEP BUDGET NARRATIVE

JULY 1, 2015 TO JUNE 30, 2016
	EXPENDITURE CATEGORY
	CODE
	CSTEP
	INSTITUTION
	OTHER

SOURCES
	TOTAL

	Professional Salary
	15
	
	
	
	

	Non-Professional Salary
	16
	
	
	
	

	Purchased Services
	40
	
	
	
	

	Supplies & Materials
	45
	
	
	
	

	Travel Expenses
	46
	
	
	
	

	Employee Benefits
	80
	
	
	
	

	Indirect Cost
	90
	
	
	
	

	Purchased Services with BOCES
	49
	
	
	
	

	Equipment
	20
	
	
	
	

	GRAND TOTAL
	XXXX
	
	
	
	



