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BUDGET 
FY2024 - 2025 

Projected EPE state aid (from page 3 of the application) ____________________ 

Administrative salaries listed in code 15 and data entry salaries listed in code 16 must conform to 
the requirements on page 3 of the Overview and Instructions. The application will not be approved 
unless the minimum administrative staffing requirement is met.  Funds to support program 
administration can be from sources other than EPE aid; however, would need to be explicitly 
identified. 

While an FS10 is not required for State aid programs, SED is requiring this information to enable 
staff to review the appropriateness of expenditures. This is a non-binding budget, i.e., funds that 
are allocated to one cost category can be moved to other categories and the total amount allocated 
may be greater or less due to a lower allocation than requested, a reallocation, or higher or lower 
EPE generation than anticipated.  



13 

SALARIES FOR PROFESSIONAL STAFF:  Code 15
Include only staff members that are employees of the agency.  Do not include consultants or per 
diem staff.  Do not include central administrative staff members that are considered to be indirect 
costs, e.g., business office staff.  One full-time equivalent (FTE) equals one person working an 
entire week each week of the project.  Express partial FTE's in decimals, e.g., a teacher working one 
day per week equals .2 FTE.  It is necessary to include the FTE in order for staff to determine that 
minimum requirements for program administration and data staff have been met.  Hourly staff may 
be listed using hourly calculations as long as there is evidence in the previous section entitled 
Program Administration and Data Entry that confirms that the minimum requirements for staffing 
are being met. A full-time program director equals 1.0 FTE. Program director is a required 
position and should be reflected below. 

As applicable, the EPE budget narrative, submitted with this application, must explain how the 
position is funded through a WIOA Title II funded project and will provide full support to the extent 
of EPE funding required per the schedule listed above.

Specific Position Title Full-Time 
Equivalent 

Annualized Rate 
of Pay 

Project 
Salary 

Subtotal - Code 15 
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SALARIES FOR SUPPORT STAFF:  Code 16 
Include salaries for data management/ data entry staff, teacher aides, secretarial and clerical 
assistance, and building operation and maintenance.  Do not include central administrative staff 
members that are considered to be indirect costs, e.g., account clerks. A full-time data staff 
person equals 1.0 FTE, data staff is a required position and required FTE should be 
reflected below.  

As applicable, the EPE budget narrative, submitted with this application, must explain how the 
position is funded through a WIOA Title II funded project and will provide full support to the 
extent of EPE funding required per the schedule listed above.

Specific Position Title Full-Time 
Equivalent 

Annualized Rate 
of Pay 

Project 
Salary 

Subtotal - Code 16 
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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. 

Description of Item Provider of 
Services 

Calculation 
of Cost 

Proposed 
Expenditure 

Subtotal - Code 40 
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SUPPLIES AND MATERIALS:  Code 45 

Include computer software and equipment, textbooks, assessment materials  and equipment items 
under $5,000 per unit. 

Description of Item Quantity Unit Cost Proposed 
Expenditure 

Subtotal - Code 45 

TRAVEL EXPENSES:  Code 46 

May include conference costs and travel for staff between instructional sites.  Specify agency 
approved mileage rate for travel by personal car or school-owned vehicle. 

Position of Traveler Destination 
and Purpose 

Calculation 
of Cost 

Proposed 
Expenditures 

Subtotal - Code 46 
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EMPLOYEE BENEFITS:  Code 80 

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

Benefit Proposed Expenditure 

Social Security 

Retirement 

New York State Teachers 

New York State Employees 

Other 

Health Insurance 

Worker's Compensation 

Unemployment Insurance 

Other (Identify) 

Subtotal – Code 80        

INDIRECT COST:  Code 90 

$ (A) 

% (B) 

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

B. Approved Restricted Indirect Cost Rate

C. (A)  x  (B) = Total Indirect Cost Subtotal – Code 90 $ (C) 

PURCHASED SERVICES WITH BOCES:  Code 49 

Description of Services Name of BOCES Calculation 
of Cost 

Proposed 
Expenditure 

Subtotal – Code 49 
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MINOR REMODELING:  Code 30 

Allowable costs include salaries, associated employee benefits, purchased services, and supplies 
and materials related to alterations to existing sites. 

Description of Work 
To be Performed 

Calculation of 
Cost 

Proposed 
Expenditure 

             Subtotal – Code 30 

EQUIPMENT:  Code 20 
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. 

Description of Item Quantity Unit Cost Proposed 
Expenditure 

Subtotal – Code 20 
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BUDGET SUMMARY 

SUBTOTAL CODE PROJECT COSTS 

Professional Salaries 15 

Support Staff Salaries 16 

Purchased Services 40 

Supplies and Materials 45 

Travel Expenses 46 

Employee Benefits 80 

Indirect Cost 90 

BOCES Services 49 

Minor Remodeling 30 

Equipment 20 

Grand Total 
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STATEMENT OF GENERAL ASSURANCES 
Employment Preparation Education Program 

The Superintendent or Chief Administrative Officer of the applying agency certifies that: 

• The officer signing the application is officially empowered to act on behalf of the agency.

For the Employment Preparation Education (EPE) programs, other than credit-bearing high school 
courses, the following program approval requirements will be met: 

• A curriculum approved by NYSED will be used.

• Instruction will be individually prescribed and paced in each class.

• Education and Employment Preparation plans will be developed for individual adult
students.

• Individual student folders will be kept in a central location in a cabinet locked for security.
The folders must include information concerning:

 Attendance
 Individual Student Record Form (ISRF) issued annually by NYSED
 Assessment score sheets (for all pre and post-tests)

• BEST 2.0 score sheet or electronic report (individual by student)
• BEST Literacy scoring booklet
• TABE 11 & 12 test score sheet

 For students participating in Distance Education programming, sample
evidence of work completed at home

 Americans with Disabilities Act declaration
• Original signature from student

 Education and Employment Plan (EEP)
• Customized to student’s entry literacy levels and goal selection
• Updated at least quarterly

• Class registers may not exceed 20 students unless a written waiver is granted by NYSED.

• Classes will operate at least six and not more than 20 hours per week, unless a written
waiver is granted by NYSED. Written waivers will not be granted for more than 40 hours
per week.

• A total of at least 150 hours of instruction will be made available to individual students.

• Each professional staff member serving in the Employment Preparation Education programs
will attend a minimum of fourteen (14) hours of professional development annually
exclusively through the Regional Adult Education Network.

• English-speaking students will be given NYSED assessments in reading and
mathematics to determine their approximate skill level.
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• English-speaking students in need of basic skills will be provided instruction in
reading, mathematics, verbal and written communication.

• English-speaking students will be given NYSED approved assessments which do
have forms for post-testing as per NYSED assessment policy.

• Students with limited English proficiency will be given NYSED approved
assessment before being placed in appropriate level instructional programs.

• Students with limited English proficiency will be provided instruction in listening, reading,
verbal and written communication.

• Students with limited English profieciency will be given NYSED approved assessments
for post-testing as per NYSED assessment policy.

• Each ABE and ASE student must be pre and post tested in person on the NYSED approved
assessment in both Math and Reading.

• Students preparing for the High School Equivalency test will be referred to the test
when they demonstrate readiness, as indicated by the readiness assessment or other
NYSED approved instrument.

• Programs will submit required data to NYSED via the electronic data system ASISTS on
a monthly basis.

• Attendance must be recorded in ASISTS on a minimum of a monthly basis. Attendance
data will be entered by the end of the month following the month when attendance
accrued.

Agencies will apply minimum requirements for program administration and data staff per the 
requirements below: 

EPE Dollars Staff FTE- 
Administrator 

Staff FTE- 
Data Staff 

$100,000 or less at least .25 FTE at least .25 FTE 
$100,001 - $160,000 at least .3 FTE at least .3 FTE 
$160,001 - $220,000 at least .4 FTE at least .4 FTE 
$220,001 - $300,000 at least .5 FTE at least .5 FTE 
$300,001 – $380,000 at least .6 FTE at least .6 FTE 
$380,001 - $460,000 at least .7 FTE at least .7 FTE 
$460,001 - $540,000 at least .8 FTE at least .8 FTE 
$540,001 - $620,000 at least .9 FTE at least .9 FTE 
$620,001 and over at least  1 FTE at least  1 FTE 

Administrator and teacher qualifications will be governed by Part 157.1 of the Regulations of 
the Commissioner of Education.
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The facilities used to provide instruction for EPE programs are covered by fire and liability 
insurance and meet all applicable State or local fire and safety standards. 

The agency will comply with Title IX, Education Amendments of 1972; Title VI of the 
Civil Rights Act of 1964; the Rehabilitation Act of 1973, and the Americans with Disabilities 
Act of 1991. 

I have completed this application accurately to the best of my knowledge and have read and 
understood the entire Statement of General Assurances.  I understand that Employment Preparation 
Education aid generated by these programs must be expended only on EPE programs. 

Signature of Superintendent or Chief Administrative Officer (original) Date 

Print or type name: 

Email Address: 

Agency Address:

Telephone No: 
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