OHIO DEPARTMENT OF EDUCATION

Project Budget Instructions
IMPORTANT:

1. The Ohio Department of Education (ODE) requires a project budget to be completed for each grant that a school district or other agency receives from the ODE.  For school districts, this budget sheet conforms to the Uniform School Accounting System (USAS) as required by Ohio Auditor of State and those laws and regulations that pertain to federal grants.  For other entities, the categories defined by ODE for reporting purposes are the same for school districts and non-school districts.
2. All grants are subject to Federal and state audits and reviews and ODE monitoring.
3. To properly process the entity’s information, the project number, the Catalog of Federal Domestic Assistance (CFDA) number (for Federal funds), and the USAS fund number must be used.  The identifiers are referred to in the ODE grant award letter.

4. Indicate by placing an X in the appropriate box whether this form is being used for a Federal grant, a State grant or a Local Match, such as local funds for the alternative education grant.
5. The project budget sheet is laid out in a grid that designates the columns by proper title and function code and the rows by title and object code as found in USAS.  An entity may need to refer to a copy of the USAS manual for a more complete definition.  This copy can be found in the school district or agency fiscal office or the local entity grants office.  A copy canm also be found on the State of Ohio Auditor website (www.auditor.state.oh.us) by clicking on Uniform School Accounting System User Manual at the left.  A link is also available on the ODE Grants Management homepage at www.ode.state.oh.us/grants.

6. A completed project budget sheet must be submitted to, reviewed by and approved by the appropriate program office administering the project or grant prior to conducting any grant activities. The ODE approved budget will be sent to the entity office and should be maintained with other important documents pertaining to this grant.  Additionally, entities may wish to forward a copy to the fiscal office to provide a complete audit trail.

7. Any revisions in the approved budget amounts must be requested in a proposed revised budget and submitted prior to incurring costs different from approved amounts.  Budget revision requests are then submitted to, reviewed by and approved by the appropriate program office administering the project or grant.

8. All budget revisions must be in writing and on the budget form as ODE does not recognize verbal approvals of budgets or budget revisions.

9. A Final Expenditure Report must be submitted to the Office of Federal and State Grants Management, NO LATER THAN SIXTY (60) DAYS AFTER THE PROJECT ENDING DATE, for all applications applied for using paper forms.  If uncertain of the project ending date, please review the approved application or consult with the appropriate program office.
1. GENERAL INFORMATION:

School District/Agency – Enter the COMPLETE name of the school district or agency.

County – Enter the name of the county where the administrative office or fiscal agent is located.

Project Number – Enter the COMPLETE project number – the IRN (for the school) plus the project identifier.  (For example, 123456-WF-HS-2003.)  The IRN is the six digit, ODE issued district/agency Information Retrieval Number.  The project letters can be found on the ODE Grants Management homepage.
C.F.D.A. No. – “Catalog of Federal Domestic Assistance” (For example, 17.258 represents Workforce Investment Act programs.)
       U.S.A.S. Fund No. – “Uniform School Accounting System.”  (For example, the Workforce Investment Act program fund is 599.)
       Check One:  Initial or Revised Project Budget.  
2.    BUDGET:

Complete the budget grid using the USAS descriptions.  For Workforce Investment Act programs, please use the following crosswalk for object codes for the allowable budget categories:

Category


Object Title and Code

Planning Personnel

Salaries (100) and/or Retirement Fringe Benefits (200)


Partnership Meeting Expenses
Purchased Services (400)


Equipment


Capital Outlay (600)


Office Supplies


Supplies (500)


Partnership Facilitation

Purchased Services (400)


Marketing and Promotion

Other (800)


Printing



Purchased Services (400)


Other Partnership Expenses
Other (800)

3-4.   PROGRAM APPROVAL  AND FISCAL APPROVAL:

(Complete as Directed.)
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