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INSTRUCTIONS FOR

ESS SCHOOL ALLOCATION WORKSHEET

Enter your school's name in cell B5.
Enter your school's allocation amount in cell F5.

Enter the amount budgeted for each accounting code in columns titled Daytime 2010-2011, Regular
Term 2010-2011, and Summer Term 2010-2011, ‘

After entering the budget, verify that the Budget Check number in cell F42 is zero. If it is not zero,

please make the appropriate changes in the budget.

After entering the budget, verify that the Incentives Check number in cell F48 is 2% or less. " If it is
greater than 2%, please reduce the amount budgeted for supplies.

ESS PROGRAM REPORT

Your school's hame and allocation will be automatically copied from the Allocation Worksheet.
Enter the budget for the Daytime program in cell B7.

Enter the budget for the regular term in cell E7.

Enter the budget fqr the summer program in cell H7.

Verify that the Budget Check number in cell H9 is zero. If it is not zero, please make the appropriate
changes to the regular term and/or summer term budget amounts.

Enter the program data in cells B12 through H20. Please keep in mind that the Program Report must
match the Allocation Worksheet. i.e. If you budgeted for an instructional aide, you must list at least
one instructional aide on the Program Report.

AND PRINT AND SIGN A COPY of the forms and do ONE of the following two options:

Please SEND the Allocation Worksheet and Program Report to:

ESS/Title | Office
Gheens Academy
Room 109

Or FAX (without a cover sheet) the Allocation Worksheet and Program Report to 3987.

BOTH FORMS MUST BE COMPLETED AND RETURNED BY MARCH 12, 2010
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