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Planning Your Budget
• Step 1 – Review your original competitive grant application.
• Step 2 – Grantees in year 2 – 5, review your previous year closeout 

for an overview of your actual expenditures.
• Step 3 – Meet with your program team to plan programming, identify 

priorities, and outline expenses for the fiscal year.
• Step 4 – Review the OCAS Manual, 21st CCLC Quick Coding 

Reference sheet, and the Federal and State grant guidance related to 
allowable and non-allowable expenditures.
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Planning Your Budget
GMS, Authorized Official, and Access Rights

• All budgets, claims, and supporting documentation are only accepted 
through the Grants Management System (GMS).

• All budgets, budget amendments, and claims must be submitted by the 
authorized official (usually the superintendent or authorized official of 
a community-based organization).

• The Program Director will need access to GMS to view the 21st CCLC 
budgets, claims, and the original competitive grant application.
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Planning Your Budget
Expenditures

• Must be reasonable, necessary, allocable, and properly documented.  

Costs must be directly linked to the size and scope of the program.

• Subject to 21st CCLC program specific requirements and must comply 

with grant guidance, http://sde.ok.gov/sde/21cclc. 

• Must be 21st CCLC specific.  If materials will be used during the regular 

school day, documentation of a shared cost must be provided and 

approved by the 21st CCLC office.

• Pre-approval from the 21st CCLC office prior to purchasing any single 

item exceeding $1,000 or any total exceeding $2,500 is required.
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Planning Your Budget
Staff Salaries and Benefits (100 and 200)

• Student attendance should drive your program staffing levels.
• In order to maintain appropriate staff/student ratios, a typical program 

has estimated salaries and benefits consuming a minimum of 60-75% 
of the annual allocation.

• Show details in your description by indicating:
• # of staff x hours per day x rate of pay x number of program days; 

and 
• Include staff names for all lead and permanent program staff 

positions.
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Planning Your Budget
Staff Salaries and Benefits (100 and 200)
• All personnel must be correctly listed in School Personnel Records.
• Function and Object Codes

• Instructional Staff are coded to 1000-100s.
• Parent/Family Engagement staff are coded to 2194-100s.
• Program Director/Site Coordinator(s) are coded to 2212-100s.
• State and Federal Relations personnel are coded to 2330-100s.
• Bus Drivers who are 21st CCLC specific are coded to 2720-100s.
• All 100s should have 200s.
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Planning Your Budget
Contracted Services (300)

• For services provided by personnel not on payroll, including outside 
instructors, presenters, and staffing/transportation contractors.

• Youth Program Quality External Assessors are coded as 2544-320.
• Youth Program Quality External Assessment Services are required only in year 

2 and 3 of the grant.
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Planning Your Budget
Out-of-State/Overnight Travel (500 and 800)

9 8/4/2021

• Program leaders are required to attend a national afterschool-specific 
training. 

• Instructional staff (1000 & 2212) will be coded to 2213.
• Non-instructional staff (2330 & 2194) will be coded to 2573.

• Staff Travel expenses (580): Airlines, hotel, transportation, meals/per 
diem

• Staff registration fees (860)
• All school district/organization travel policies and IRS statutes for travel 

apply



Planning Your Budget
In-State Travel (500 and 800)

• Local mileage for program director (2330) and site coordinator (2212) 
related to development and preparation of program activities may be 
reimbursable under the associated code 2330 or 2212-580.

• Meal reimbursement during in-state day-only travel (non-overnight 
status) must be coded as income.
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Planning Your Budget
Program Supplies and Equipment (600)
• Object Code 600 is for a single item under $5,000 regardless of the 

total invoice amount.

• Be as descriptive as possible.  Refer to grant guidance for 
allowable/non-allowable items, http://sde.ok.gov/sde/21cclc.

• Required evaluation materials – YPQI Box Set coded 2544-614.

• Bus fuel for student transportation coded 2740-623/625;
• Fuel expenditures should be calculated based on the formula below
• Total route miles miles to the gallon x average price per gallon = 

__.

8/4/202111

http://sde.ok.gov/sde/21cclc


Planning Your Budget
Program Supplies and Equipment (700)
• Object Code 700 is for a single item $5,000 or more and a life span 

greater than one year.
• Be as descriptive as possible.  Refer to grant guidance for 

allowable/non-allowable items, http://sde.ok.gov/sde/21cclc.
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Planning Your Budget
Other Object Codes (800)
• Student entrance fees for educational field trips are coded to 1000-

810.
• Student registrations for educational competitions are coded to 1000-

860.
• Other Common Codes;

• Advertisement for 21st CCLC employment is coded 2571-810.
• Background checks for 21st CCLC employees are coded 2571-

810.
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Planning Your Budget
Indirect Costs (900)

• Allowance to offset district overhead cost is coded 5400-970.
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Planning Your Budget
All Object Codes

• Pre-approval by OSDE 21st CCLC (this protects from making large, 
non-allowable purchases):

• Any item exceeding $1,000
• Total invoice exceeding $2,500
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GMS Helpful Tips
• Never use the back button, instead use the navigation buttons 

found in the top right corner of the GMS pages.
• Do not double-click or continuously click on the same item.  Click 

slowly through GMS and allow the system to process your last 
action.

• Turn off pop-up blockers within your browser when working in the 
GMS.

• If your budget is returned for corrections, the reviewer comments 
will open in a separate tab.  Pop-up blockers must be turned off 
for this tab to open.
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Creating a New Budget

• All budgets, claims, and supporting documentation are accepted only 
through the Grants Management System (GMS) on Single Sign On.

• Log into Single Sign On.
• Select Grants Management and Expenditure Reporting.
• Select GMS Access / Select.

8/4/202117



8/4/202118

Log-in from Single Sign On
https://sdeweb01.sde.ok.gov/SSO2/Signin.aspx

Click on Grants Management
and Expenditure Reporting

https://sdeweb01.sde.ok.gov/SSO2/Signin.aspx
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Click GMS Access / Select
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This is the first screen you will see. The list 
may look different depending on 

which funding streams your district receives.
Notice there are no buttons under 

21st Century, yet.  Scroll down.
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Click “Create”
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Select the appropriate Project Code.  Unless 
otherwise directed by the program office, 

select Project Code 553.
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Note the navigation tabs. 
Some contain information only and others are for you to complete. 

Several tabs have additional tabs that will appear beneath them when 
selected. 

Please click each tab to become familiar with the application before you 
begin. Make sure you fill out all required fields on the tabs noted with red 

arrows below.
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For users other than the Authorized 
Representative to receive email notifications, 

add their email address.
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This screen shows all your grant funding 
information.

When funds are allocated, the amounts will 
automatically be filled in.
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Working from your original competitive 
application, make sure this budget 

MATCHES what was detailed in the 
proposal. Budget items that are not 

outlined in the original grant application 
will not be approved. Similarly, you will be 
asked to justify why other items have not 

been included if they are left out.
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Fill in the first 3 rows, “Calculate Totals”, 
then click “Save Page.”

The screen will refresh and 3 more lines will 
appear.
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Make sure ALL items in your budget 
are clearly detailed in the 
Expenditure Description and 
Itemization column. This will expedite 
the approval process.

If multiple lines are needed for a 
function/object code description, only 
budget funds in one cell and put the 
other cells as $0.00.

Grantees in Years 2-5, please include 
your carryover amount in the 
description, then once carryover is 
allocated simply the change 
the TitleIVB_FPO amount to equal 
description amount.
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Make sure the total in TitleIVB_FPO Funds equal 
the amount detailed in the Expenditure 

Description and Itemization column and the 
Remaining amount is $0.00.
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When you finish remember to click “Calculate Totals,” 
and then “Save Page.”
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Answer question 1 and provide supporting 
documentation, as indicated.

ALL applications must provide supporting 
documentation for question 2. Question 3 may 

require a budget amendment to upload the 
required executed contracts. Questions 4 and 5 

will need uploads if it pertains to this project.
Save Page.
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Special conditions may be added by 
the program office as necessary 
based on performance. If special 

conditions are added, the grantee will 
be notified with instructions on 

required action in the GMS.
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Note all Assurance tabs. Every tab has a box that 
MUST be clicked. This is your legally binding 

signature that as an authorized agent of the 
organization you have read and understand ALL

of the Assurances.

We recommend grantees print copies of the 
assurances for the program director and advisory 

committee, so they are aware of the grant 
requirements as they plan program policies, 

structure, and activities.
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When the information in each tab has been 
completed click on “Consistency Check.” This 
process will make sure you didn’t forget any 
required field on the previous tabs. If no error 
messages are received, complete the submit 

process.



8/4/202138

Now all buttons will appear to allow you to 
review budget, make budget amendments, 

review comments, and submit claims.



For Further Information 
For more information, resources, tutorials, and FAQ’s, please refer to:

• The Oklahoma 21st CCLC website - http://sde.ok.gov/sde/21cclc
• Grant Guidance – http://sde.ok.gov/21st-cclc-grantee-resources-

grant-guidance
• Financial resources – http://sde.ok.gov/21st-cclc-current-grantees-

budgets-claims

• The OCAS manual – https://sde.ok.gov/sde/financial-accounting
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Contact Information
21st Century Community Learning Centers
Oklahoma State Department of Education
2500 N. Lincoln Blvd., Rm. 414
Oklahoma City, OK. 73105
(405) 522-6225
http://sde.ok.gov/sde/21cclc
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