
Proposed Budget for the Use of New York City Department of Education's IDEA 
Vendor Funding by State Approved Special Education Programs

INSTRUCTIONS

Contact Person:

ASEP  Name:

City: State: Zip Code:

Telephone  #

Project Operation Dates:

Approved Special Education Program Information

SED Number: Vendor Number:    
(9 digits)(12 digits)

toJuly 1, 2013

Page 1 of  7RVSD- 9/2013
ASEP 10 

E-mail Address:

June 30, 2014

Vendor Funding Note: ASEPs are not sub-recipients of NYC Department of Education's (NYCDOE)IDEA 
grant funding. Rather, providers receive IDEA funding as vendors to the NYCDOE. As such, NYCDOE 
can determine which services it chooses to purchase from providers on behalf of students with disabilities 
placed in ASEPs by the NYCDOE. NYCDOE will make these determinations within the guidelines issued 
by the New York State Education Department and the applicable year's Reimbursable Cost Manual 
(RCM).

ASEPs are to prepare separate budgets and narratives for sections 611 and 619, each signed by the ASEPs 
Chief Administrative Officer. The budget form is designed to be completed electronically and directly on 
the form. The subtotals on this form are automatically calculated. Handwritten entries/altered forms will 
not be accepted.

IDEA funds will be disbursed only when the budget and narrative are approved. Where the NYCDOE 
deems it necessary, revisions of this document may be requested.

ASEPs must carefully compare your budget total to your total allocation for the year. Your budget cannot 
exceed your allocation including carryover.

Mailing 
Address:

Carefully review these instructions and the expenditure guidance above each budget code before 
completing this form. IDEA requires the proposed items/services be supplemental to the program, 
reasonably priced and compliant with the standards of the applicable year's RCM with respect to 
procurement, record keeping and maintenance. Any item that does not fall within this guidance will not 
be approved. Additionally, costs that are borne by IDEA cannot be reimbursed through tuition.

Number of Special 
Education Students:IDEA Section:

Total Number of Students 
Including General Education: %

(No dashes)

Please E-mail a scanned copy of the completed budget to Kquinon@schools.nyc.gov and mail the original to:
NYC Department of Education 
65 Court Street, Room 1001 
Brooklyn, NY 11201  
Attention: IDEA Unit



CODE 15: SALARIES FOR PROFESSIONAL STAFF - Direct care only (Instructional and Clinical)

CODE 16: SALARIES FOR SUPPORT STAFF - Directly supports staff in Code 15

Subtotal  - Code  15      

Annualized Salary

Subtotal - Code  16

NYCDOE - ASEP 10 

Page 2  of  7

Job Title Full - Time Equivalent

This section is for instructional and clinical staff who directly serve special education students and are employed directly 
by the ASEP. Merit-based bonuses may also be included for direct care staff, but must be no more then 3.5% of the 
employee's salary and adhere to the RCM. Direct care employee salaries must be allocated using RCM's guidelines. As an 
example, a full time therapist that works 5 days a week wold be listed as 1.00 FTE, while a therapist that works half that 
time would be .50, FTE, and a therapist that works one day a week would be .20 FTE.

This section is for classroom support staff.  All salaries must be pro-rated based on the percentage of actual time 
spent supporting special education.

Amount Charged 
 to IDEA

Annualized Rate of PayFull - Time EquivalentJob Title Amount Charged 
 to IDEA

Examples of allowable positions: 

Examples on non allowable positions: 

 Agency Administrators, Executive Directors, Foreign Language Interpreters

Social workers, Supervisors of related services, Paraprofessionals, Guidance Counselors, Curriculum Developersl

l

Examples of allowable costs: 

Clerical and secretarial staff that support special education services, data collection, and case management 
activities associated with students with a disabilities Individualized Education Program (IEP).

l

The NYCDOE has rejected budgets that include costs for:

Administrators, Human Resources staff, Grant Writers / Coordinators, Maintenance staff.l



CODE 40:  PURCHASED SERVICES

NYCDOE - ASEP 10 

Subtotal - Code 40
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Include in this section the cost of consultants that provide supplemental education services.

Description of Item Provider of Service Calculation of Cost Amount Charged  
to IDEA

Examples of allowable services: 
l Art/Music/Dance therapy, Professional development services for staff, Maintenance of data systems that are used 

for case management and tracking services associated with students IEPs.

The NYCDOE has rejected budgets that included costs for:
l Maintenance, cleaning, landscaping, re-modeling, construction, security services, telephone / cell phone service, 

attorneys and accountants.



NYCDOE - ASEP 10 
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CODE 45: SUPPLIES AND MATERIALS -(Unit cost less than $5,000)

Assistive technology devices, technology for record keeping, data collection and related case management 
activity, including printers and scanners required to support the technology, specialized furniture and 
equipment, including adaptive physical education equipment, electronics, such as lap tops, PC's tablets and 
smart boards that are used to enhance the special education program.

Electronics, including lap tops, PC's, tablets, and electronic readers must be added to inventory notwithstanding 
the cost of the item. If, in a single school year, the ASEP wishes to dispose of electronics which have aggregate 
original cost in excess of $5,000, then the NYCDOE's Division of Students with disabilities and English Language 
Learners must be notified in writing. The items may not be disposed unless the NYCDOE agrees in writing.

Supplies and Materials must supplement the special education program and be itemized on the budget. If items also will 
be utilized for students other than NYCDOE  students with disabilities, only that portion of the cost of the item that 
benefits NYCDOE's students with disabilities can be charged to IDEA funding from NYCDOE.

Subtotal -  Code 45

Note:

l

l

Amount Charged 
 to IDEATotal CostUnit CostQuantityDescription of Item

Note: The NYCDOE will check current year budget proposals against prior years' budgets for reasonableness. ASEPs 
may be asked to justify purchases of new electronics, such as computers, tablets, and/or smart boards made over 
multiple years.

Examples of allowable costs:

The NYCDOE has rejected budgets that include costs for:

Standard classroom/ office furniture, office supplies, office equipment and food.



NYCDOE - ASEP 10 
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Subtotal - Code  80

CODE 80: EMPLOYEE BENEFITS

Social Security

Worker's Compensation / Disability insurance

Unemployment Insurance

Health Insurance

Retirement

CODE 46: TRAVEL EXPENSES

Subtotal -  Code 46

Only reasonable costs associated with travel to educational conferences, in the furtherance of professional development, 
are allowable. Expenditures in this category must conform to the RCM's guidance. The cost of employee travel to and 
from work is not an appropriate expense.

Fringe benefit rates used for staff listed in codes 15 and 16 only (professional and support staff directly employed by the 
ASEP). Only the standard benefits listed below are allowable. Reimbursement of staff tuition may be included as a fringe 
benefit. However, the RCM states that employer- provided educational assistance costs are reimbursable as 
compensation only when the course or degree pursued is relevant to the field in which the employee is working.

The percentage of the cost of each employee's benefits charged to IDEA should correspond with the percentage of each 
employee's salary listed in code 15 or  16. For example, if the ASEP charges 25% of special education teachers salary to 
the IDEA budget, only 25% of the cost of their benefits should be included here. 

Amount Charged 
 to IDEATotal CostDestination and PurposeJob Title of Traveler

Amount Charged  
to IDEABenefits

Total Cost of Salaries: 
Code 15 + 16

% of Salaries:

Tuition Reimbursement



CODE 20:  EQUIPMENT (Unit Cost greater than $5,000)

NYCDOE - ASEP 10 

Subtotal - Code 20

Page 6  of  7

This section is for the purpose of specialized furniture and adaptive equipment with a unit cost greater then 5,000. All 
instructions applicable to Code 45 apply to Code 20.

Amount Charged  
to IDEATotal CostDescription of Item Quantity Unit 

Cost

Examples of allowable costs:

Assistive technology devices, technology for record keeping, data collection and related case management activity, 
specialized furniture and equipment, including adaptive physical education equipment, electronics, such as PC's 
and smart boards that are used to enhance the special education program.

l

l Play grounds, fences, office equipment

The NYCDOE has rejected budgets that include costs for:



NYCDOE - ASEP 10 

 PROPOSED BUDGET SUMMARY FOR IDEA VENDOR FUNDING

Professional Salaries 15

Support Staff Salaries

Purchased Services

Supplies and Materials

Travel Expenses

Employee Benefits

Equipment

16

40

45

46

80

20

Grand Total

Signature: Date

CODE PROJECT COSTSUBTOTAL

Page 7 of  7

    

Carryover Date:

20 % Payment Approval 

Purchase Order # Grant Year

FOR DEPARTMENTAL USE ONLY

Type  
Title: 

Type 
Name:  

CHIEF  ADMINISTRATOR'S  CERTIFICATION

I certify that I have reviewed this proposed budget and narrative, that the proposed expenditures are for 
the benefit of NYCDOE's students with  disabilities, and that, if approved, the incurred costs will not be 
reported in any other request for funding, including as reimbursement through program tuition.

 IDEA Flow 
Through SectionASEP Name 



NYCDOE - ASEP 10N 
 

I.D.E.A. Program Narrative 
  
  
IDEA vendor funds are supplemental funds intended to enhance the educational program of 
students with disabilities.   
  
The Program Narrative should briefly describe the proposed project and how the planned 
expenditures (as reported on the ASEP 10 form) will support that project. Using as a guide the 
goals listed below, the description should identify the objectives, target population, major task, 
and how the project will be evaluated, if applicable. (Attach additional pages as necessary.)   
 

Goals: 
  

• Accommodate disabilities that interfere with a student's educational progress 
  
• Support efforts to decertify students from special education 

  
• Provide supplemental aides and/or services to support students' educational progress 
  
• Enhance parents' understanding of their children's disabilities and encourage parents'  
 

___________________________________________________________________________________________________________

Please include the Program Narrative as a separate attachment.

full participation in their children's education.
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Vendor Funding Note: ASEPs are not sub-recipients of NYC Department of Education's (NYCDOE)IDEA grant funding. Rather, providers receive IDEA funding as vendors to the NYCDOE. As such, NYCDOE  can determine which services it chooses to purchase from providers on behalf of students with disabilities placed in ASEPs by the NYCDOE. NYCDOE will make these determinations within the guidelines issued by the New York State Education Department and the applicable year's Reimbursable Cost Manual (RCM).
ASEPs are to prepare separate budgets and narratives for sections 611 and 619, each signed by the ASEPs Chief Administrative Officer. The budget form is designed to be completed electronically and directly on the form. The subtotals on this form are automatically calculated. Handwritten entries/altered forms will not be accepted.
IDEA funds will be disbursed only when the budget and narrative are approved. Where the NYCDOE deems it necessary, revisions of this document may be requested.
ASEPs must carefully compare your budget total to your total allocation for the year. Your budget cannot exceed your allocation including carryover.
Mailing Address:
Carefully review these instructions and the expenditure guidance above each budget code before completing this form. IDEA requires the proposed items/services be supplemental to the program,   reasonably priced and compliant with the standards of the applicable year's RCM with respect to procurement, record keeping and maintenance. Any item that does not fall within this guidance will not be approved. Additionally, costs that are borne by IDEA cannot be reimbursed through tuition.
Number of Special Education Students:
IDEA Section:
Total Number of Students Including General Education:
%
(No dashes)
Please E-mail a scanned copy of the completed budget to Kquinon@schools.nyc.gov and mail the original to:
NYC Department of Education
65 Court Street, Room 1001 Brooklyn, NY 11201 
Attention: IDEA Unit
CODE 15: SALARIES FOR PROFESSIONAL STAFF - Direct care only (Instructional and Clinical)
CODE 16: SALARIES FOR SUPPORT STAFF - Directly supports staff in Code 15
Annualized Salary
NYCDOE - ASEP 10 
Page 2  of  7
Job Title
Full - Time Equivalent
This section is for instructional and clinical staff who directly serve special education students and are employed directly by the ASEP. Merit-based bonuses may also be included for direct care staff, but must be no more then 3.5% of the employee's salary and adhere to the RCM. Direct care employee salaries must be allocated using RCM's guidelines. As an example, a full time therapist that works 5 days a week wold be listed as 1.00 FTE, while a therapist that works half that time would be .50, FTE, and a therapist that works one day a week would be .20 FTE.
This section is for classroom support staff.  All salaries must be pro-rated based on the percentage of actual time spent supporting special education.
Amount Charged
 to IDEA
Annualized Rate of Pay
Full - Time Equivalent
Job Title
Amount Charged
 to IDEA
Examples of allowable positions: 
Examples on non allowable positions: 
 Agency Administrators, Executive Directors, Foreign Language Interpreters
Social workers, Supervisors of related services, Paraprofessionals, Guidance Counselors, Curriculum Developers
l
l
Examples of allowable costs: 
Clerical and secretarial staff that support special education services, data collection, and case management activities associated with students with a disabilities Individualized Education Program (IEP).
l
The NYCDOE has rejected budgets that include costs for:
Administrators, Human Resources staff, Grant Writers / Coordinators, Maintenance staff.
l
CODE 40:  PURCHASED SERVICES
NYCDOE - ASEP 10 
Page 3  of  7
Include in this section the cost of consultants that provide supplemental education services.
Description of Item
Provider of Service
Calculation of Cost
Amount Charged 
to IDEA
Examples of allowable services: 
l
Art/Music/Dance therapy, Professional development services for staff, Maintenance of data systems that are used for case management and tracking services associated with students IEPs.
The NYCDOE has rejected budgets that included costs for:
l
Maintenance, cleaning, landscaping, re-modeling, construction, security services, telephone / cell phone service, attorneys and accountants.
NYCDOE - ASEP 10 
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CODE 45: SUPPLIES AND MATERIALS -(Unit cost less than $5,000)
Assistive technology devices, technology for record keeping, data collection and related case management activity, including printers and scanners required to support the technology, specialized furniture and equipment, including adaptive physical education equipment, electronics, such as lap tops, PC's tablets and smart boards that are used to enhance the special education program.
Electronics, including lap tops, PC's, tablets, and electronic readers must be added to inventory notwithstanding the cost of the item. If, in a single school year, the ASEP wishes to dispose of electronics which have aggregate original cost in excess of $5,000, then the NYCDOE's Division of Students with disabilities and English Language Learners must be notified in writing. The items may not be disposed unless the NYCDOE agrees in writing.
Supplies and Materials must supplement the special education program and be itemized on the budget. If items also will be utilized for students other than NYCDOE  students with disabilities, only that portion of the cost of the item that benefits NYCDOE's students with disabilities can be charged to IDEA funding from NYCDOE.
Note:
l
l
Amount Charged
 to IDEA
Total Cost
Unit Cost
Quantity
Description of Item
Note:
The NYCDOE will check current year budget proposals against prior years' budgets for reasonableness. ASEPs may be asked to justify purchases of new electronics, such as computers, tablets, and/or smart boards made over multiple years.
Examples of allowable costs:
The NYCDOE has rejected budgets that include costs for:
Standard classroom/ office furniture, office supplies, office equipment and food.
NYCDOE - ASEP 10 
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CODE 80: EMPLOYEE BENEFITS
Social Security
Worker's Compensation / Disability insurance
Unemployment Insurance
Health Insurance
Retirement
CODE 46: TRAVEL EXPENSES
Only reasonable costs associated with travel to educational conferences, in the furtherance of professional development, are allowable. Expenditures in this category must conform to the RCM's guidance. The cost of employee travel to and from work is not an appropriate expense.
Fringe benefit rates used for staff listed in codes 15 and 16 only (professional and support staff directly employed by the ASEP). Only the standard benefits listed below are allowable. Reimbursement of staff tuition may be included as a fringe benefit. However, the RCM states that employer- provided educational assistance costs are reimbursable as compensation only when the course or degree pursued is relevant to the field in which the employee is working.
The percentage of the cost of each employee's benefits charged to IDEA should correspond with the percentage of each employee's salary listed in code 15 or  16. For example, if the ASEP charges 25% of special education teachers salary to the IDEA budget, only 25% of the cost of their benefits should be included here. 
Amount Charged
 to IDEA
Total Cost
Destination and Purpose
Job Title of Traveler
Amount Charged 
to IDEA
Benefits
Total Cost of Salaries: Code 15 + 16
% of Salaries:
Tuition Reimbursement
CODE 20:  EQUIPMENT (Unit Cost greater than $5,000)
NYCDOE - ASEP 10 
Page 6  of  7
This section is for the purpose of specialized furniture and adaptive equipment with a unit cost greater then 5,000. All instructions applicable to Code 45 apply to Code 20.
Amount Charged 
to IDEA
Total Cost
Description of Item
Quantity
Unit Cost
Examples of allowable costs:
Assistive technology devices, technology for record keeping, data collection and related case management activity, specialized furniture and equipment, including adaptive physical education equipment, electronics, such as PC's and smart boards that are used to enhance the special education program.
l
l
Play grounds, fences, office equipment
The NYCDOE has rejected budgets that include costs for:
NYCDOE - ASEP 10 
 PROPOSED BUDGET SUMMARY FOR IDEA VENDOR FUNDING
Professional Salaries
15
Support Staff Salaries
Purchased Services
Supplies and Materials
Travel Expenses
Employee Benefits
Equipment
16
40
45
46
80
20
Signature:
Date
CODE
PROJECT COST
SUBTOTAL
Page 7 of  7
Carryover
Date:
20 % Payment
Approval 
Purchase Order #
Grant Year
FOR DEPARTMENTAL USE ONLY
Type  Title: 
Type Name:  
CHIEF  ADMINISTRATOR'S  CERTIFICATION
I certify that I have reviewed this proposed budget and narrative, that the proposed expenditures are for the benefit of NYCDOE's students with  disabilities, and that, if approved, the incurred costs will not be reported in any other request for funding, including as reimbursement through program tuition.
 IDEA Flow Through Section
ASEP Name 
NYCDOE - ASEP 10N
 
I.D.E.A. Program Narrative
 
 
IDEA vendor funds are supplemental funds intended to enhance the educational program of students with disabilities.  
 
The Program Narrative should briefly describe the proposed project and how the planned expenditures (as reported on the ASEP 10 form) will support that project. Using as a guide the goals listed below, the description should identify the objectives, target population, major task, and how the project will be evaluated, if applicable. (Attach additional pages as necessary.)  
 
Goals:
 
·         Accommodate disabilities that interfere with a student's educational progress
 
·         Support efforts to decertify students from special education
 
·         Provide supplemental aides and/or services to support students' educational progress
 
·         Enhance parents' understanding of their children's disabilities and encourage parents'             
 
___________________________________________________________________________________________________________
Please include the Program Narrative as a separate attachment.
full participation in their children's education.
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