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SCHOOL YEAR 2012-13
Districts and providers must work together to ensure that provider programs are consistent with state regulations and district requirements, and that provider costs are reasonable.  Districts must review and approve provider schedules and tables and verify that all schedules and tables reflect reasonable cost projections.  To ensure that budget planning tables and program plans meet Department requirements specified in N.J.A.C. 6A:13A, for a minimum six-hour, 180-day comprehensive educational preschool program, district personnel must work with each contracted private provider to develop a Private Provider One-Year Budget Planning Workbook that reflects the projected costs of delivering a preschool program meeting all State standards. 

Providers must maintain verifiable, documented records of actual expenditures and make such records available to the district, Department of Education (DOE), and auditors upon request.  Providers shall submit to the district board of education a quarterly report of actual, approvable, reasonable and customary expenditures with supporting documentation and receipts, as required by N.J.A.C. 6A:13A.  Adjustments will be made to provider payments by the district based upon quarterly expenditure reports, enrollment records, and monthly payments made by the district.  With the exception of profit (if applicable), all costs must be related to the operation of the State-funded preschool program.

Providers will be reimbursed only for costs that are allowable and documented through quarterly expenditure reports.  Unexpended and/or improperly expended funds must be recouped by the district.  

2012-13 Child and Adult Care Food Program (CACFP) Worksheet

As per N.J.A.C. 6A:13A, contracting private providers must “apply to the CACFP, in order to offer breakfast, lunch and one snack per day, as applicable, for each enrolled preschool child.”  
Centers participating in CACFP may expense the actual cost of food for contracted eligible preschoolers up to the sum of actual costs for meals not reimbursed by CACFP for contracted eligible students.    
Use the Child and Adult Care Food Program (CACFP) Worksheet as a planning tool to estimate the cost of food for eligible students not fully reimbursed by CACFP.  On Table 1, enter the number of student contact days.  This number is the number of district school calendar days minus the number of teacher professional development days.  Next, enter the number of contracted eligible children who qualify for free and reduced rate lunch and the number of contracted eligible preschoolers who qualify for paid rate meals.  Estimate these counts based upon center history.
The line marked "Estimated Total Allowable Expense (not covered by CACFP)" will calculate an estimation of the sum of costs for meals served that are not reimbursed by CACFP for contracted eligible children.

                                                                                                                                                                                                                          Providers must maintain ongoing supporting documentation (family applications, tables reflecting actual costs submitted to the district on quarterly reports) for review by district, DOE, and CACFP representatives during each contract period.

If a provider is denied application to the CACFP because too few enrolled children meet eligibility for free and reduced price lunch, the center may ask children to bring their own meals and snacks.  Families must be notified if free meals are available in other contracting centers.  In this case, the provider may not submit expenses for children’s meals or snacks to the district.  Providers must monitor the food sent in with children to ensure that all meals/snacks meet USDA requirements.

If a provider is denied application to the CACFP for fiscal, administrative, or other mismanagement reasons, the provider must provide food at their own expense.  These providers may be referred to the Office of Fiscal Accountability and Compliance (OFAC) for an audit or limited review examination.

Table 5: Director Salary Scale
Salary amounts on the Director Salary Scale Worksheet will not appear until the number of school calendar days is entered on the 2012-13 Private Provider One-Year Budget Planning Workbook.  All figures in the Director Salary Scale Worksheet represent salaries for the school calendar year only.  Salaries on the scale were increased 2.85 percent above 2010-11 salaries to reflect the increase added to the base Preschool Education Aid amounts.  Information on the current (as of October 14, 2011) education and credentials of the person to be employed as the preschool center director must be used to determine the recommended school calendar year salary for the director, based on the size of the center (total number of classrooms, including those that are not part of the provider’s contract) and the director’s number of years of experience as a preschool center director.  All center directors must accurately complete the salary scale worksheet, and be able to provide the district with documentation to support the information entered on the worksheet.    
Under “Educational Attainment,” enter the director’s highest degree(s) held including area(s) of concentration, as well as any professional certificates held.  
Select the appropriate “Tier Level” from the drop-down box based on the “Educational Requirements” listed on the worksheet.  
Enter years of preschool experience (defined as the number of years served as a preschool director).  Years of experience may be documented using letters from past employers, letters from the Division of Youth and Family Services, payroll records, or other records deemed appropriate by the district.  
The center’s total number of classrooms (including those that are not part of the provider’s contract) will automatically enter based on information provided on the 2011-12 Private Provider One-Year Budget Planning Worksheet.  
The above information determines the recommended school calendar year salary for the director based on the salary table provided.  
2012-13 Schedule A: Provider Personnel Detail

Private providers must use this form to itemize salaries, benefits, and salary steps (where applicable) for all positions (both educational program positions and administrative/support positions) for which funding will be allocated in 2012-13.  Enter the employee name, job title, salary, and benefits for both 2011-12 and 2012-13 for each position to be funded.  Private providers must include both full-time and part-time employees.  The full-time, school calendar year salary and benefit equivalent must be reported for all part-time employees. These amounts must be prorated with the full-time equivalent on the 2012-13 Private Provider One-Year Budget Planning Worksheet.  
With the exception of family workers, the salaries and benefit amounts entered for all positions should reflect salary amounts for the school calendar year only. (These salaries will appear lower than in years prior to 2009-10.  This is due to the previous years’ system of reporting the full-year salary and benefits on Schedule A, and then prorating the amounts on the budget worksheet.)  The salary and benefit amounts entered for all family workers should reflect the 200-day equivalent salary and benefits.  Do not include employees from 2011-12 who will not be employed in 2012-13.  If applicable, please include any positions for 2012-13 that are unfilled at the time of budget submission by entering “To be hired” in place of an employee name.  

Salaries and benefits for teaching staff must include only those positions funded by the preschool education program. Compensation for additional work outside of the contract (defined as work time in addition to the daily work hours that are equal to district policy for teachers and teacher assistants) and/or within wrap-around must be provided through the Department of Human Services (DHS) or other funds, and not reported in this workbook.  All teachers must receive full salaries comparable to that of district teachers with equivalent credentials and experience regardless of whether or not they work during the wrap-around portion of the day.  Teachers who work during the wrap-around portion of the day should be compensated in addition to their full preschool teacher salary with DHS and/or other funds in addition to their full preschool teacher salary.

2012-13 Private Provider One-Year Budget Planning Worksheet

The district will inform each provider of the total DOE funds the provider will be able to allocate to serve eligible preschoolers in 2012-13.    
Worksheet Header

This worksheet will serve as the basis for the provider’s quarterly expenditure report.  Enter information using the drop-down boxes to the right of each cell to identify your program, including: Program Type, Non-Profit Status, and Facility Ownership. Enter your Department of Children and Families (DCF) License Number.

Enter both the center’s number of classrooms serving contracted eligible preschoolers and the number of contracted eligible preschoolers served in those classrooms.  The number of eligible preschoolers represented in the Private Provider One-Year Budget Planning Workbook must equal the contracted number of children in the district’s plan and budget.  No classroom with contracted eligible preschoolers may exceed 15 enrolled preschoolers in total.
Next, enter the total number of other classrooms in the center (classrooms with no children eligible for preschool education aid funding), including those classrooms serving infants and toddlers.  Enter the total number of children served within those classrooms.  Include all infants, toddlers and other preschoolers (children not eligible for Preschool Education Aid funding). 

Additional funding for startup classrooms will not be provided by the Department for the 2012-13 school year.  However, if approved by the district, providers may budget in the “Classroom Materials and Supplies” line for the purchase of the essential supplies, furniture, technology, etc. needed to set up a new classroom.  
Enter the exact number of district school calendar days for your particular district.  This number should equal student contact days plus teacher professional development days, equivalent to the number of professional development days indicated in the district’s teacher contracts. This number must include at least 180 student contact days. 
Providers must use the following lines to illustrate how the above funding amount will be allocated to operate a high-quality preschool program meeting all state standards.
Educational Program Categories
All unit costs or average unit costs should represent the full projected costs of contracted classrooms serving eligible preschoolers. Except where noted below, these projected costs will be prorated to account for the proportion of students in each classroom who are not eligible.
Teacher Salaries
One appropriately certified teacher and one appropriately qualified teacher assistant must be in each contracted classroom. No more than 15 children may be enrolled in each contracted classroom.  The district board of education must ensure that salaries for teachers in private provider or local Head Start settings are the same as salaries of teachers employed by the district board of education based on equivalent certification and credentials.  It is the district’s responsibility to verify accurate salaries and benefit levels when working with providers.  Refer to N.J.A.C. 6A:9, Professional Licensure and Standards for specific information pertaining to proper certification of teachers in preschool settings.
In the row marked “Teacher Salary,” the required quantity of preschool teachers will automatically calculate based on the number of contracted classrooms.  Under “Unit Cost/Average Unit Cost,” enter the averaged salary of these teachers based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  

The provider budget represents a one-year contract with the school district.  While teachers in private provider settings are entitled to salaries in line with the district salary guide, they are part of a one-year contract and not part of the collective bargaining unit negotiating salaries for district teachers.  As such, when a district’s salary scale is settled outside of the contract year, teachers in provider settings are not entitled to retroactive salary increases.  Salary increases for teachers in provider settings take effect starting at the time the new contract is settled.  In addition, when a contract is unsettled and district teacher salaries are frozen, provider teacher salaries should be frozen as well.
Teacher Assistant and Floating Teacher Assistant Salaries

The district board of education must ensure that salaries for teacher assistants in private provider settings is comparable to that of teacher assistants employed by the district board of education based on equivalent certification and credentials.  The district scale for assistant teacher salaries and benefits in private provider or Head Start settings may vary from the district scale for assistant teachers in district classrooms due to different standards of qualifications that may be required for district assistant teachers.  It is the district’s responsibility to verify accurate salaries and benefit levels when working with providers and, if necessary, to create a salary step for teacher assistants in provider settings who possess the minimum requirement of a high school diploma.  

In the row marked “Teacher Assistant Salary,” the required quantity of preschool teacher assistants will automatically calculate based on the number of contracted classrooms.  Under “Unit Cost/Average Unit Cost,” enter the averaged salary of these teacher assistants based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.

In the row marked “Floating Teacher Assistant Salary,” the recommended quantity of preschool floating teacher assistants will automatically calculate based on the Department’s recommendation of one floating teacher assistant for every six classrooms.  If a provider has fewer than six classrooms, a part-time floating teacher assistant is suggested in accordance with the recommended ratio.  Under “Unit Cost/Average Unit Cost,” enter the averaged salary of these floating teacher assistants based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  

Teacher and Teacher Assistant Benefits (Including Floating Teacher Assistants)
Providers must offer health benefits to all teachers and teacher assistants in contracted classrooms.  Benefits must include health benefits, and may also include vision, dental and prescription coverage, life insurance and pension contributions.  Providers may (but are not obligated to) charge a co-pay for benefits.  Should a provider assess a co-pay, in no case may the co-pay equal more than the percent of salary assessed of district teachers, for a single or family plan, whichever is applicable, unless otherwise approved by the district and the DOE*.  In addition, the overall average of a provider’s benefits for teaching staff may not exceed the average cost of benefits for district teaching staff, regardless of whether a co-pay is charged.  Each provider must supply the district with the method used to calculate the average projected cost of teacher and teacher assistant benefits.  

Group insurance, social security contributions, unemployment contributions, and workman’s compensation must be included in the payroll tax section of the budget and should not be included in the average benefit cost.  
In the row marked “Teacher/Teacher Assistant Benefits,” enter the total number of preschool teaching staff in contracted classrooms receiving benefits. Under “Unit Cost/Average Unit Cost,” enter the averaged benefits of these employees based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Part-time staff members are subject to district policy regarding benefit eligibility.  Part-time staff members who are ineligible or who have chosen to waive benefit coverage should not be figured into the calculation for benefits.  
*For centers that fall under Department of Defense jurisdiction, an exception to the maximum may be granted by the district in order to comply with federal regulations.
Substitute Teacher and Teacher Assistant Stipends
Compensation rates and the number of days allowable for substitute teachers and teacher assistants (including floating teacher assistants) must be the same as those allowed for in-district teachers and must be standardized across all contracting providers in the district.  Providers may dedicate funding to hire a full-time employee to serve as a permanent substitute for contracted classrooms, provided that the permanent substitute holds a valid substitute credential.

In the row marked “Substitute Teacher Stipend,” the number of preschool teachers in classrooms with eligible preschoolers will automatically calculate.  Under “Unit Cost/Average Unit Cost,” enter the average amount projected to be spent per teacher on substitute teacher stipends.

In the row marked “Substitute Teacher Assistant Stipend,” the number of preschool teacher assistants and floating teacher assistants in classrooms with eligible preschoolers will automatically calculate.  Under “Unit Cost/Average Unit Cost,” enter the average amount projected to be spent per teacher on substitute teacher stipends.

Classroom Materials and Supplies

In the row marked “Classroom Materials and Supplies,” the number of contracted preschool classrooms will automatically calculate.  Under “Unit Cost/Average Unit Cost,” enter the average amount projected to be spent per contracted classroom on materials and supplies, including all instructional materials and supplies.  This amount should include any consumable materials and supplies for other staff who work directly with children in the classroom.  Funding allocated for classroom materials and supplies may also be used for replacement, repair, and upgrade of classroom furniture and may be used for these expenditures across the provider’s contracted classrooms as needed.  The Department recommends $2,000 for each contracted classroom for materials and supplies.  Funds to equip new (startup) classrooms with furniture, materials, and supplies may be approved by the district and budgeted in this line.  
Preschool Classroom Technology

In the row marked “Classroom Technology,” the number of contracted preschool classrooms will automatically calculate.  Under “Unit Cost/Average Unit Cost,” enter the average amount projected to be spent per classroom on technology.  Funding allocated for classroom technology may be used to purchase, upgrade, and repair computers, printers, software, and other educational technology in the classroom, including an internet connection needed for online assessments.  Funding for classroom technology should not be used to fully outfit each contracted preschool classroom with new technology every year, but should be used to sustain a classroom’s technology needs over time and enable providers to set up a schedule for the upgrade and replacement of technology.  As with funding for classroom materials and supplies, funds for classroom technology may be used for classroom technology expenditures across the provider’s contracted classrooms as needed.  The Department recommends $800 for each contracted preschool classroom to purchase and/or maintain two computers with software and printers.  Funds to equip new (startup) classrooms with this technology may be approved by the district and budgeted in this line.
Field Trips with Transportation

Many appropriate field trips do not require fees or transportation.  Field trips must be educationally based and consistent with the district’s approved preschool curriculum.  The Department recommends three field trips per classroom per year. 

Each private provider must submit a field trip plan to their contracting district as part of the budget submission.  The plan must detail each trip by destination and projected cost.  Each trip must be justified by an explanation of how it will be integrated with classroom activities and the district’s comprehensive preschool curriculum. The plan must adhere to the Preschool Teaching and Learning Standards and Field Trip Guidance issued by the Division of Early Childhood Education (available on the DOE website: http://www.nj.gov/njded/ece/).  
In the row marked “Field Trips w/Transportation,” the number of contracted preschoolers will automatically calculate.  Under “Unit Cost/Average Unit Cost,” enter the average amount projected to be spent per contracted preschooler on field trips and transportation for field trips.  The Department recommends $75 per child for field trips and transportation for field trips.  

Family Worker Salary and Benefits
One family worker must be available for every 45 contracted preschoolers.  If a provider is projected to serve a number of contracted preschoolers that is not a multiple of 45, a part-time family worker may be employed in accordance with the required ratio.  Part-time family worker positions may be combined with another position.  The family worker position is considered a 12-month paraprofessional support position (funded through DOE for 200 days) with a 40-hour workweek.  The 40-hour workweek includes a one-hour paid lunch each day.  The 40-hour workweek may include time on evenings and/or weekends based on individual family circumstances.
In the row marked “Family Worker Salary,” the required quantity of family workers will automatically calculate based on the number of contracted preschoolers.  Under “Unit Cost/Average Unit Cost,” enter the averaged 200-day equivalent salary of family workers based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  Since the salary entered represents the 200-day equivalent, no further proration is calculated.
In the row marked “Family Worker Benefits,” the required quantity of family workers will automatically calculate based on the number of contracted preschoolers.  Under “Unit Cost/Average Unit Cost,” enter the averaged 200-day equivalent benefits of family workers based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.
Food-Related Costs
Food (for contracted preschool children only)
In the row marked “Food (for contracted preschool children only),” the estimated total costs that a provider may expense will automatically transfer from the completed “2012-13 Child and Adult Care Food Program (CACFP) Worksheet.”
Food Workers

The Department recommends one full-time food worker for centers serving between 90 and up to and including 180 children.  If a provider is projected to serve fewer than 90 children, the Department recommends a part-time food worker be employed based on the ratio of one full-time food worker per 90 children. 

The Department also recommends one full-time assistant food worker for centers serving 180 children.  For centers with more than 90 children but fewer than 180 children, the Department recommends a part-time assistant food worker calculated at a ratio of one full-time assistant for every 90 children in excess of the first 90 children.   
Food workers are allowable for centers denied application to CACFP only when the denial letter from CACFP is submitted to the district showing that the denial was not for fiscal, administrative, or other mismanagement reasons.
In the row marked “Food Worker Salary (cook),” the recommended quantity of food workers will automatically calculate based on the total number children in the center.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of food workers based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  

In the row marked “Food Worker Benefits (cook),” the recommended quantity of food workers will automatically calculate based on the number of contracted preschoolers.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of food workers based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
In the row marked “Assistant Food Worker Salary (asst. cook),” the recommended quantity of assistant food workers will automatically calculate based on the total number of children in the center.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of assistant food workers based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  

In the row marked “Assistant Food Worker Benefits (asst. cook),” the recommended quantity of assistant food workers will automatically calculate based on the total number of children in the center.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of assistant food workers based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
Employer Payroll Taxes (Educational Program Positions)

In the rows under “Employer Payroll Taxes,” an estimated amount for payroll taxes will automatically calculate based on salary amounts in the “Total Cost” column for the following positions: teachers, assistant teachers, substitute teachers, family workers, food workers and assistant food workers.  Workers’ compensation must be budgeted under the indirect cost line item:  insurance.
Administrative Support and Indirect Costs

Providers must maintain verifiable, documented records of actual expenditures for administrative support and indirect costs and make such records available to the district, DOE, and auditors upon request.  Records of all administrative support and indirect expenditures must be included in quarterly expenditure reports to the district, as required by N.J.A.C. 6A:13A.  Adjustments will be made to provider payments by the district based upon provider budget guidance, reasonable and customary costs, and verifiable documentation presented by the provider.  With the exception of profit (if applicable), all administrative support and indirect costs must be related to the operation of the contracted preschool program.  Refer to the Private Provider Expenditure Guidance for a detailed list of disallowed administrative support and indirect costs.

Due to many providers experiencing a decrease in amounts received from the Department of Human Services (DHS) for wraparound care, the DOE has established opportunities for greater flexibility with providers’ district-approved DOE funding.  Exceptions to a provider’s standard proration for support and indirect costs will be permitted in circumstances where the provider and the district have agreed, based on reasonable and customary costs and verifiable documentation, that DHS funding is not sufficient to cover the provider’s standard proration for these line items.  In this case, the district will work with the provider to approve an increase in the percentage of costs covered by DOE funding for affected allowable indirect/support budget line items.  DOE funding may not be used for costs of infant/toddler or non-contracted Head Start or tuition-based preschool classrooms.  

As long as a provider demonstrates that he/she can meet all preschool program obligations:  

· When establishing their budget planning worksheet with the district, the provider may budget a higher percentage of DOE funds toward line items within the indirect cost section of the provider budget planning worksheet to compensate for decreased income received from the wraparound program.  

· During the school year, the provider may alter their district-approved budget planning worksheet to budget a higher percentage of DOE funds toward a line item or line items within the indirect cost section to compensate for decreased income received from the wraparound program. 

· As in previous years, the district will also work with providers to facilitate budget transfers, where appropriate, within their planning budget worksheet.  As indicated above, these transfers may result in an increase to the provider’s standard proration for indirect/support costs.

Any changes to a provider’s standard proration must be documented in writing (letter/memo/email) between the district and the provider.

Only costs associated with these categories will be permissible:
Support Costs
Preschool Center Director Salary/Benefits

As per N.J.A.C. 6A:13A, “Each contracting private provider must employ a director pursuant to the regulations set forth in the Manual of Requirements for Childcare Centers, N.J.A.C. 10:122.”

In the row marked “Director Salary,” enter one director for each site with contracted preschool classrooms.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of these directors based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  The Department recommends that director salaries follow the 2012-13 Table 5: Director Salary Scale and Worksheet.  
In the row marked “Director Benefits,” enter the number of directors eligible for benefits.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of directors based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
Clerical Worker Salary/Benefits
In the row marked, “Clerical Salary,” enter up to one clerical worker for each site with contracted preschool classrooms.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of the clerical worker(s) based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  
In the row marked “Clerical Benefits,” enter the number of clerical workers in each site with contracted preschool classrooms operated by the provider.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of the clerical worker(s) based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
Custodians Salary/Benefits
In the row marked, “Custodian Salary,” enter the number of custodians in each site with contracted preschool classrooms operated by the provider.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of the custodian(s) based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.  Custodians are recommended at a ratio of one for every six classrooms.  

In the row marked “Custodian Benefits,” enter the number of custodians in each site with contracted preschool classrooms operated by the provider.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of the custodian(s) based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
Security Guard Salary/Benefits
Security guards employed directly by the provider (not as part of a contracted service), must be budgeted in this section of the budget.  Security guards and/or security services for which the provider contracts out, must be budgeted in the line marked “Security” below.

In the row marked, “Security Guard Salary,” enter the number of security guards in each site with contracted preschool classrooms operated by the provider.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year salary of the security guard(s) based on the 2012-13 salaries entered on the 2012-13 Schedule A: Provider Personnel Detail.    

In the row marked “Security Guard Benefits,” enter the number of security guards in each site with contracted preschool classrooms operated by the provider.  Under “Unit Cost/Average Unit Cost,” enter the averaged school calendar year benefits of the security guard(s) based on the 2012-13 benefits entered on the 2012-13 Schedule A: Provider Personnel Detail.  Providers must follow district benefit eligibility policies for employees in part-time positions.  
Employer Payroll Taxes (for director, clerical, and custodial workers only)
An estimated calculation of payroll taxes will automatically calculate based on the salary amount in the “Total Cost” column for the director(s), clerical worker(s), custodial worker(s), and security guard(s).

Indirect Costs
For all Indirect Costs, reasonable and customary projections should be based on typical expenses incurred within the provider’s entire center for one fiscal year (including all classrooms without contracted eligible students).  Unless otherwise noted, annual expenses will be prorated to account for the DOE share of annual costs (district school calendar days/245 days) and for the number of contracted eligible preschoolers in the center during the school calendar year (contracted eligible preschoolers/total children in the center).
Facilities Costs
Rent, Mortgage and Other Space Costs
DOE funding is intended to cover the cost of contracted classroom space for the DOE-funded educational program portion of the day and year within which providers must prorate total space costs based on documented income from other sources as applicable (DHS, Head Start, infant/toddler classrooms, tuition-based preschool classrooms).  The exception will be in circumstances where the provider and the district have agreed, based on reasonable and customary costs and verifiable documentation that DHS funding is not sufficient to cover the provider’s standard calculation for this line item.  In this case, the district will work with the provider to approve an increase in the percentage of costs covered by DOE funding (using one of the three methods detailed above) for space costs.  Providers must be able to relate all expenditures for space costs back to actual documentation.  DOE funding may not be budgeted for space costs of infant/toddler or non-contracted Head Start or tuition-based preschool classrooms.
Providers who own their own facility may budget up to the fair market value of the space in the site used for contracted preschool classrooms.  The amount entered on the budget must be based on actual costs including, but not limited to mortgage costs (where consideration will only be made for long-term mortgages that are primary mortgages or mortgages for renovation), straight-line depreciation, mortgage interest, real estate taxes, property insurance, and/or appraisal.  The provider and district must agree in writing (annually) as to the amount entered on the budget.  This annual written agreement will serve as further documentation of the provider’s budgeted amount for space costs.

If the district determines that the documentation presented is insufficient to justify the amount budgeted, the provider may be required to submit to an independent appraisal of their facility (at the provider’s expense) to determine the fair market value of the provider’s facility.  Any provider that submitted documentation of appraisals in a prior school year that was approved by the district will be allowed to budget for a cost-of-living increase over their 2011-12 approved facility costs, provided that the funding allows for an increase.  

Providers who lease their facility may enter an amount no higher than the actual amount of their lease, and must provide documentation of the lease to the district.  Leases must be current, and signed by the lessor and lessee.  If the district determines that the documentation presented is insufficient to justify the amount requested, the district may require the provider to submit to an independent appraisal of their facility (at the provider’s expense) conducted to determine fair market value of the provider’s facility.  In addition, the district may request an appraisal to justify the amount requested in the event of a less-than-arms-length/related party transaction.  

Guidance for Appraisals

An appraisal must be performed by a licensed appraiser who is approved by the district in advance of the appraisal.  Once documentation from an appraisal is submitted, a determination of funding must be made by the district based on the content of the appraisal.  

The appraiser may use the comparative approach to determine the annual fair market rent, a widely used method that provides a reliable indicator of market rent. Once the appraiser has gathered all the necessary data, a comparison is done with similar properties in the local market. The appraiser will examine a number of characteristics, such as location, size, number of classrooms, playground space, bathrooms, age, overall condition, etc. All these characteristics are evaluated and adjustments are made to account for any difference between the subject preschool and the comparable property on the local market. The final step in the appraisal process consists of taking the results of the comparison and reconciling them in a single rent figure.

The appraiser should consider only space used for the operation of the preschool as part of the appraisal.  If the appraisal must include any part of a building that has another use, the appraisal must be prorated based upon a square footage calculation to exclude the space not used for preschool.

Office Equipment and Repair
In the row marked “Office Equipment and Repair,” enter the amount projected to be spent on office equipment and repair for each site with contracted preschool classrooms.  
Office Materials and Supplies 
In the row marked “Office Materials and Supplies,” enter the amount projected to be spent on office materials and supplies for each site with contracted preschool classrooms.  The Department recommends $8 per enrolled child for office materials and supplies.

Food-Related Paper Supplies
In the row marked “Food-Related Paper Supplies,” enter the amount projected to be spent on paper products relative to food service for each site with contracted preschool classrooms.

Cleaning Supplies
In the row marked “Cleaning Supplies,” enter the amount projected to be spent on cleaning supplies for each site with contracted preschool classrooms.
Food for Meetings 
In the row marked “Food for Meetings,” enter the amount projected to be spent on refreshments for parent meetings for each site with contracted preschool classrooms.  The Department recommends $10 per enrolled child.
Building/Grounds Maintenance/Repair
In the row marked “Building/Grounds Maintenance/Repair,” enter the amount projected to be spent on building/grounds maintenance and/or repair for each site with contracted preschool classrooms.  Providers with lease or rental agreements must document to the district that these costs are not already covered through their lease or rental agreement.  
Utilities
In the row marked “Utilities,” enter the amount projected to be spent on any utilities costs for each site with contracted preschool classrooms.  Providers with lease or rental agreements must document to the district that these costs are not already covered through their lease or rental agreement.  

Telecommunications Services
In the row marked “Telecommunications Services,” enter the amount projected to be spent on telecommunications costs for each site with contracted preschool classrooms. The DOE budget does not fund personal cellular phones or any phone used for calls unrelated to the DOE-funded preschool program.
Security
In the row marked “Security,” enter the amount projected to be spent on security for each site with contracted preschool classrooms.  The Department recommends $500 per classroom.  If the provider contracts out for a security guard and/or security services, these costs must be budgeted in this line.     Security guards employed directly by the provider must be budgeted in the lines designated above.
Insurance
In the row marked “Insurance,” enter the amount projected to be spent on insurance for each site with contracted preschool classrooms.  Expenses must be budgeted as detailed in the provider contract for mandatory insurances only.  A workers’ compensation insurance policy for all center employees must be included within this expense.  If a provider’s policies cover multiple locations, the district must be supplied with a breakdown of how the costs budgeted for the location(s) with DOE classrooms is determined.  
Accounting Fees
In the row marked “Accounting Fees,” enter the amount projected to be spent on accounting fees for each site with contracted preschool classrooms.
Payroll Preparation Fees
In the row marked “Payroll Preparation Fees,” enter the amount projected to be spent on payroll preparation fees for each site with contracted preschool classrooms. 
Advertising
In the row marked “Advertising,” enter the amount projected to be spent on advertising for each site with contracted preschool classrooms.  The Department recommends $500 for centers serving 90 or fewer children or $1,000 for centers serving more than 90 children.

Staff Transportation
In the row marked “Staff Transportation,” enter the amount projected to be spent on reimbursement for staff transportation for each site with contracted preschool classrooms.  Projections should be based on automobile travel or standard/coach fare on trains or buses (excluding the equivalent of travel mileage between home and the center).  All staff transportation must be pre-approved and adequately documented by the director for each reimbursable trip.  An accurate, ongoing record of staff transportation expenses must be maintained by the center (including person, date of trip, purpose of the trip, number of miles driven, and to/from where).  Only transportation costs for travel related to the DOE-funded program is allowable.  Transportation costs must exclude the equivalent cost of daily travel to and from the employee’s home and the center. 
Profit (for-profit centers only)
In the row marked “Profit, if Applicable (maximum of 2.5% of Educational Costs),” enter a projected profit amount for each site with contracted preschool classrooms.  Profit may not exceed a maximum of 2.5 percent of the subtotal of center’s educational program costs.

Providers will be reimbursed only for costs that are allowable and documented through quarterly expenditure reports.  Unexpended funds will be recouped by the district.  

Other Approved Budgeted Costs
Providers may allocate funds for particularized needs under the category of “Other Approved Budgeted Costs.”  A particularized item (i.e. playground equipment) or service (i.e. playground installation) is one that does not fall within a budget worksheet line item.  These items and services may be considered for approval by the district on a case by case basis.  Each cost must be accompanied by written justification as to how it is essential to an effective and efficient education in the provider’s program.  Justification must clearly relate to current requirements, long range educational goals of the preschool program, and the Preschool Teaching and Learning Expectations: Standards of Quality.  Supporting documentation must include at least two written estimates for any requested items or services.  All documentation must be reviewed and approved by the district.  

Provider Program Totals

In this section, the total amount that providers have allocated in the above-mentioned lines will automatically sum along with the provider’s overall per pupil cost.  The amounts represent the provider’s total planning budget prior to any district adjustments for items that will be purchased for the provider.  The line marked “Total Cost” should be compared to the line at the top of the provider’s planning budget marked “Total Budget Amount (to be determined by district),” to verify whether the provider has fully allocated all funding.
District Adjustments

Some school districts purchase certain items for contracting private providers using funds withheld from the provider’s budget planning document.  Such items might include classroom materials and supplies, educational technology, playground equipment, substitute teacher services, and field trips.  In such districts, providers must continue to budget for these items, using the amounts prescribed by the district.  However, the total budget requested by a provider will be adjusted to account for the cost of district-purchased items.  These adjustments must be entered at the bottom of each provider’s worksheet.    

In the section marked “District Adjustments,” the district must indicate items (e.g. playground equipment) or categories of items (e.g. classroom materials and supplies) that will be purchased for the provider.  The district must then indicate the amount of funding it plans to withhold to purchase these items for the provider.   The amount of funding must be entered as a negative amount.  Total budget and per pupil amounts will recalculate to account for any district adjustments.

BUDGET TRANSFERS

Providers must be afforded by the district the opportunity to make budget transfers within their planning budget.  While it is not the responsibility of the district to initiate budget transfers on behalf of a provider, the district must work with providers to facilitate budget transfers where appropriate.  As was not the case in prior budget years, the DOE is granting greater flexibility for providers to use DOE funding to cover a larger percentage of non-instructional costs when DHS funding is documented to be insufficient to do so.  DOE funding may not be used to cover costs or portions of costs that should be covered by a private pay program.

The district may set a date past which budget transfer requests will no longer be accepted for the budget year and must notify providers of that date prior to the fourth quarter of the budget year.  Provider budget transfer requests do not require DOE approval.
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