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Perkins Budget Workbook
Areas completed by CSI and 
released to school after budget 
approval from CCCS



Perkins Budget Workbook 
Categories

Approved item

Budget for item

 Approved item – describes the allowable purchase

 Allocation – individual allocation approved for each item

 Asset tracking – indicates if asset tracking is required

 Voucher areas – area where school requests are made for reimbursements

Voucher 
request areasAsset tracking 



Perkins Budget Workbook
Asset Tracking

Asset tracking information is entered into the Serial #’s tab.

Serial numbers are required when available.
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▷ Must be signed by the school leader, 
Chief Financial Officer, or a board 
member as the authorized 
representative

▷ Someone other than the authorized 
representative must prepare the 
report

▷ CSI requires recipients to draw down 
funds during every Voucher period 

Total  program expenditures to-
date are entered here

Previously requested Funds here

Signature area

Perkins Budget Workbook
RFF Form



Federal Funds  
Back-up Documentation
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Uniform Grant Guidance
Forms of Back-up

Salary
• Payroll Summary
• Time & Effort/Federal Funds Form

Item Purchases
• Invoice
• Proof of Payment
• Packing Slip
• Serial Number (equipment only)

Purchased Services
• Invoice
• Signed Contract
• Proof of Services
• Proof of Payment



Uniform Grant Guidance
Annual Federal Funds Form

Time and Effort Versus Annual 
Federal Funds form

Difference of objectives not funding source

 Employees working entirely on a single program 
objective during the reporting period may complete this 
certification on an annual basis.  

 This certification must be signed by the employee and a 
supervisor. The form must be made available to state 
and federal auditors upon request.

https://resources.csi.state.co.us/financial-services-library

• /

https://resources.csi.state.co.us/financial-services-library
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You must have the 
daily hours filled-in

You must include the objective and 
percentage of time worked on objective

The Time & Effort must be signed by employee and supervisor

 Proof of payment for salary requires payroll register and the 
relevant time and effort report.

 For employees paid with federal funds, the report must show 
that the employee worked on that specific federal program 
cost objective and reflect the total activity for which the 
employee is compensated

 Because practices vary as to the activity constituting a full 
workload, records may reflect categories of activity expressed 
as a percentage distribution of total activities.

 Time and effort template may be found in the finance section 
of the CSI resource website 
https://resources.csi.state.co.us/financial-services-library/

Uniform Grant Guidance
Time and Effort Form

https://resources.csi.state.co.us/financial-services-library/


Uniform Grant Guidance
Time and Effort Form Continued

▷ Time and Effort Form requires 
backup documentation

▷ One of the most common findings 
in audits is lack of supporting 
documentation for time and effort

▷ Estimate and true-up quarterly 
allowable



Uniform Grant Guidance
Proof of Payment

▷ Payment by check
○ Copy of cleared check

▷ Payment by debit card
○ Copy of bank statement showing cleared transactions

▷ Payment by credit
○ Copy of the credit card statement showing change AND copy of 

bank statement showing payment balance paid in full

*No reimbursement for tax with Federal Funding



Uniform Grant Guidance
Contracted Services

Receive CSI final 
budget approval

*Enter into 
contractual 
agreement

**Performance 
begins

***Acknowledge 
receipt of services 

and payment

Request 
Reimbursement

1 - Do NOT encumber funds prior to budget approval

2 - Performance period does not begin until after the contract is fully signed after signature date

3 - Acknowledge of service is required and must be signed by contractor and school staff that can attest to 
services https://resources.csi.state.co.us/financial-services-library/

https://resources.csi.state.co.us/financial-services-library/


Q&A

Direct technical questions to: MarcieRobidart@csi.state.co.us
(303) 866-6841

Submit Vouchers to: RFF@csi.state.co.us

mailto:MarcieRobidart@csi.state.co.us
mailto:RFF@csi.state.co.us
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