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B. The budget shall include designated expenditure categories and amounts in compliance with the 
following schedule of line items: 

1. Salaries & Benefits-includes actual salaries paid from the funds (indicate in FTE; e.g. 25% 
FTE, 50% FTE, 100% FTE) and the benefits provided (e.g., health insurance, retirement 
contributions, FICA, Medicare, SUI, etc.) 

2. Travel 
a. In-state travel – indicate per diem rate and mileage rate, number of days/miles to be 

traveled and the purpose of the travel 
b. Out of state travel – indicate actual costs associated with the travel, purpose of the 

travel, and name of traveler 
3. Consultants (contracted & staff)- purpose of consultant’s work and approximate amount of the 

contract. Note: any travel associated with the consultant should be included in the contract 
and not in the Travel line item. 

4. Materials/Supplies- any office supplies, books, postage, etc. to be used during the year for the 
work done for ALSDE. Any single item purchase of $500 or more must be inventoried. 

5. Equipment- any purchase of $5,000 or more is considered equipment and must be inventoried. 
6. Research/Evaluation- any funds associated with research conducted for the benefit of ALSDE; 

include purpos� 
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B. The End of Year Quarterly Report is to be submitted to the ALSDE by November 1. 

C. Adjustments between expenditure line items are allowed providing cumulative adjustment does not 
exceed 10% of the total amount budgeted unless it is paid for through university sources. 

STANDARD IV: APPROVING AUTHORITY 
A. The State Superintendent of Education is the final approving authority for the center’s budget. 

STANDARD V: FUNDS MANAGEMENT 
A. All funds allotted to the in-service centers will be receipted to a separate fund number and disbursed 

in accordance with fiscal policies approved by the chief financial officer of the university and the 
ALSDE. 

B. A consultant whose salary is paid by in-service center funds may not receive an honorarium from 
center funds for conducting business for that center. This restriction does not prohibit an employee of 
one center from receiving a standard honorarium for providing consultant services for another center; 
however, the center employee must not be paid by the home center and the center being provided 
consultant services during the same period. Leave time must be requested while being paid for 
services to another center. 

C. Payment of an honorarium to a program consultant is authorized and permissible only if services are 
rendered. If an official program cancellation is not made prior to the scheduled date of the proposed 
program, payment to the consultant may be permitted. *In-service centers shall not use funds, directly 
or indirectly, to finance course credit, including the payment of stipends to be used for credit courses 
and/or tuition of any kind. (Does not apply to obligatory staff fringe benefits as provided for in 
Finance, Standard I: Item B.) 

D. The appropriate officials of institutions in which such center is located will determine salaries of 
persons employed to administer regional inservice center programs. 

E. Travel will be paid in accordance with state and institutional policy. 






