PROJECT BUDGET SUMMARY AND DISBURSEMENT REPORT

INSTRUCTIONS

PROJECT BUDGET SUMMARY

Complete Items (A), (B), (E), (F), (I) and (J) if not preprinted. Leave Items (C), (D), (G), and (H) blank. Mark (x) in the box provided below the title to indicate that this is a Project Budget  Summary.

Columns (1) - (2) School District Applicants: Use the four digit function and three digit object numbers as required in Financial and Program Cost Accounting and Reporting for Florida Schools. The first two digits of each function and object number must be the same as those required in exhibits I and II. Examples are: 5000 - 100: 6100 - 200: 5000 - 310; 6300 - 640.

(2) Community College Use the five digit object codes as described in the Accounting Manual for Florida's Public Community Colleges. The first two digits of Applicants: each object code must be the same as those required in the expenditure chart of accounts. Examples are: Salaries/Benefits - 50000: Travel - 60000; Professional Fees - 65000; Furniture and Equipment - 71000.

(2) University/State Agency Use the six digit object codes as described in the State of Florida Automated Management Accounting Subsystem. The first two digits of each object

Applicants: code must be the same as those required in the expenditure object classifications. Examples are: Salaries/Benefits - 10000; Other Personal Services -130000; Travel - 260000; Operating Capital Outlay – 510000

(2) Other Agency Applicants: Use the object codes/account codes as described in the agency's expenditure chart of accounts.

(3) School District Applicants: Use the account titles provided in exhibits I and II for the required function and object numbers.

(3) Community College Applicants: Use the account titles for the required object codes.

(3) University/State Agency Use the account titles for the required object codes.

Applicants:

(3) Other Agency Applicants: Use the account titles for the required object codes in the agency's accounting system.

(4) For each account name, indicate the budget amount requested for funding under this project.

Rows (8) - (10) Provide the total for Column (4) on the last page in Rows (8) - (10). Federal projects only must complete Rows (9) and (10). (11) Leave Blank. Item (12) The Finance Officer or authorized representative must certify and date the Project Budget Summary on the last page.

(5) - (7) Leave blank.

DISBURSEMENT REPORT

Complete Items (A) through (I). Mark (X), in the box provided below the title, to indicate that this is an interim or a final report (a final report is that report which closes out the project).

Federal Programs: Submit two copies by the 20th of each month following the month of disbursement to: 

Comptroller's Office

 Florida Department of Education

 944 Ralph Turlington Building

 Tallahassee, Florida 32399-0400

 (850) 487-2460, Suncom 277-2460.

State Programs: Do not submit monthly disbursement reports unless instructed to do so by the Comptroller's Office or the state grant program. Columns(1) - (4) Use the latest approved copy of Project Budget Summary as amended.  (5) Complete by reporting total project disbursements as of the date indicated at the top of the column. (6) Complete by subtracting Column (5) from Column (4). (7) Complete by reporting all current disbursements. Enter the difference between the amount shown in Column (5) on the previous disbursement report and Column (5) of this report. Rows (8) - (10) Complete Rows (8) - (10) only on last page. The totals for Columns (4) - (7) must represent the complete project status. Federal projects only must complete Rows (9) - (10). (11) In Column (4), report as federal program income only proceeds from the sale of equipment and income from user fees or other tangible personal property. In Column (5), complete by reporting total disbursements from program income as of the date indicated at the top of column (5). In Column (6), complete by subtracting Row (11), Column (5) from Row (11), Column (4). In Column (7), complete by reporting current disbursements from program income. Enter the difference between Row (11), Column (5) on the previous disbursement report and Row

(11), Column (5) of this report. A transfer of expenditures shall be made by a reduction of Lines (8) and (10), Columns (5) and (7), and an increase of Line (11), Columns (5) and (7). A

footnote should be added to indicate the source of the income. Item (12) The Finance Officer or authorized representative must certify and date the project disbursement report on the last page.

