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Zoom Meeting Preparation

● Please make sure your phone or computer is muted to minimize background noise. 
○ To do this, hover over the bottom left-hand side of your screen and click “Mute.”

● Please make sure you have turned off your camera to save bandwidth and prevent 

any connectivity issues.
○ To do this, hover over the bottom left-hand side of your screen and click “Stop Video.”

● Please submit questions during the presentation in the “Chat” function located on 

the bottom of your screen.

If you require an interpreter or have other accessibility needs for 

future LDOE meetings, please contact 

LDOEcommunications@la.gov. 
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• Budget to Actual and Allocation Spreadsheet Background

• Budget Form

• Allocation Spreadsheet

• Notable Changes

• Common Mistakes

Agenda
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Compliance Requirements
In accordance with Revised Statute 17:4022, the Louisiana Department 
of Education monitors compliance with the LSP Scholarship Program 
and retains independent audit firms (hereinafter referred to as “firms” 
or “audit firms”) to assist with monitoring the participating schools.
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Budget to Actual and Allocation 
Spreadsheet Background
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Budget to Actual and Allocation 
Spreadsheet Background 

• The second phase of the audit is comprised of the following components:

o Budget to Actual

o Key Personnel

o Educational Purpose

• Participating schools must maintain sufficient documentation to evidence program 
related expenditures throughout the year.
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Budget to Actual and Allocation 
Spreadsheet Background

• Educational Purpose –Scholarship program funds should be spent on expenditures for an 
educational purpose.

o A sample of program expenditures will be tested to verify that program funds 
were spent on educational purpose

o Firms request and obtain supporting documentation to substantiate the 
expenditure selected for testing (original invoice, purchase order, contract, payroll 
documents, cancelled check and/or bank statement)
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Budget to Actual and Allocation 
Spreadsheet Background

• Budget to Actual – Scholarship funds are public tax dollars and thus come with a high level of 
responsibility and accountability.

o Firms evaluate whether the school’s expenditures as of 1/31 were at least 50% of the school’s expected 
LSP funds for the entire school year

o If reserved funds were reported, an explanation for those funds must be provided.

• Key Personnel – No employee of a participating school may use the authority of his office or position 
in connection with the school’s participation in the Scholarship Program, directly or indirectly, in a 
manner intended to compel or coerce any person to provide himself or any other person with 
anything of economic value.

o Identify key personnel at the school via key personal certification
o Key personnel are identified as individuals that are responsible for the direct operation of the school 

(principals, assistant principals, etc.)
o Firms obtain payroll support for key personnel for both the current school year through 1/31 and for the 

entire prior school year and compare increases in salary. Salary increases of 15% or more are reported to 
the LDE.



Introduction to Budget Form 
and Allocation Spreadsheet
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Introduction to Budget Form and 
Allocation Spreadsheet

• To ensure that schools are fiscally responsible and to demonstrate the segregation of 
funds through an allocation of expenditures based on student population, schools 
must complete the Budget Form and provide expenditure support or a listing of 
expenditures.
o Consists of a Budget Form and an Allocation Spreadsheet
o Schools list out payroll and non-payroll expenditures for the current school 

year through 1/31

• Firms select a sample of 5 payroll and 5 non-payroll expenditures from the Allocation 
Spreadsheet for testing. Testing will be performed to verify amounts included on the 
allocation spreadsheet and verify educational purpose.
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Introduction to Budget Form and 
Allocation Spreadsheet

• A new Budget to Actual Allocation Spreadsheet has been developed for the 2023-
2024 school year.

• This includes a new instructions tab.
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Budget Form
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Budget Form
• Each participating school should have submitted a budget to the LDE in October, detailing how the 

total estimated program revenue allocated to the school will be spent.

• The purpose of the Budget Form is for participating schools to make plans for how LSP funds will 
be used. The purpose of updating it in January is to evaluate the school’s progress in spending the 
funds. 

• Schools that have spent less than 50% of what they plan to receive are reported to the LDE.

• Participating schools list out the following on the Budget Form:
o Total budgeted expenditures for the school year per category (expected to be paid to the school for the 

entire school year based on Q1 enrollment)
o Explanation for reserved funds 
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Budget to Actual
• Rows 4 through 12: the participating school enters 

basic information, such as school name and 
address, as well as the name and email address of 
the person completing the Budget Form

• The table on rows 15 through 20 is where the 
budgeted expenditures is compared to its actual 
expenditures (Table A)

• If a participating school has entered an amount 
for the Reserved category in cell B19, it is required 
that an explanation be given to explain the 
purpose of these funds in cell A24 

• Row 30 has the email address for the LDE if 
assistance is needed with completing the Budget 
Form or the Allocation Spreadsheet. 
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Budget to Actual
Column B (“Original Scholarship Budget”)

• This is where the participating school enters its LSP budget for the year per 
category. 

• The expectation is that the grand total of this column equals the total LSP 
funds due to the school for the entire school year as of the Q1 count date

• This should be a copy of the budget that was sent to the LDE.

• If you have not yet provided this to the LDE, you can still do so.

Column C (“Actual Scholarship Expenditures as of 1/31”) 

• As of this year, this will be a formula that pulls amounts directly from the 
allocation spreadsheet and no action is needed from the school.

o There will no longer be a reconciliation to adhere to.

• However, if a school keeps LSP funds separately, they will need to reach 
out to the audit firm or the LDE for an unlocked Budget Form spreadsheet 
as they will need to fill this in manually. 
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Budget to Actual
Column D (“Percent Expended”) 

• This calculates the % of the original budget that was 
actually expensed through 1/31

• This is a formula and no action is needed from the 
participating school; however, schools should take note of 
the progress of their spending.

• Participating schools with less than 50% of their budget 
expended will be reported to the LDE.



Allocation Spreadsheet
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Allocation Spreadsheet
• Participating schools must segregate program revenue and expenses from non-program revenue and 

expenses.  This is accomplished by one of the following:
o Option 1: maintain a separate bank account or accounting system only for LSP funds
o Option 2: deposit LSP funds into a bank account that also contains non-LSP operating funds and 

complete the allocation spreadsheet

• Participating schools that fall into option 1 do not have to complete the Allocation Spreadsheet
o These schools should provide LSP bank statements or accounting system (general ledger) details 

with payroll and non-payroll expenditures identified
o These schools will still need to complete the Budget Form and will need to reach out to the audit firm 

or the LDE for an unprotected version of the Budget Form to input actual expenditures.

• Most participating schools fall into option 2 where LSP scholarship and non-LSP scholarship funds are 
mingled. These schools must complete an Allocation Spreadsheet.
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Allocation Spreadsheet

• Expenses are listed at their full transaction amount and should be those directly paid for by
the school.

• The LSP Allocation Percentage then provides an estimate of how much of that transaction
amount was paid using LSP funds.

• The Budget to Actual Allocation Spreadsheet contains a worksheet with instructions for
completing the Budget Form and the Allocation Spreadsheet, and it contains a worksheet
with an example of a completed Allocation Spreadsheet.



20

Allocation Spreadsheet - Table 1

This table is for listing out salary, payroll taxes, and benefits for employees that serve a subset of the total student
population (i.e., teachers). These employees will have their own individual LSP Allocation Percentages.

The school enters data into the yellow columns and should reflect the actual amount spent (i.e. not estimations or
calculations), while LSP formulas are included in the blue columns.
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Allocation Spreadsheet –
LSP Percentage Calculation

This table is for calculating the LSP Allocation Percentage that will be used in Tables 2 and 3.

The school enters data into the yellow columns (columns 1 and 2), while a formula calculates the LSP
Percentage in the blue column (column 3).
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Allocation Spreadsheet - Table 2

This table is for listing out salary, payroll taxes, and benefits for employees that serve the entire student
population (i.e., principals, etc.). The school enters data into the yellow columns and should reflect the actual
amount spent (i.e. not estimations or calculations), while formulas are included in the blue columns (carried
over from the LSP Percentage Calculation in column 3 and totals calculated in columns 10, 11, and 12).
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Allocation Spreadsheet - Table 3

This table is for listing out non-payroll expenditures.

The school enters data into the yellow columns (columns 1, 2, 3, 4, and 5), while formulas are
included in the blue columns (carried over from the LSP Percentage Calculation in column 6 and
LSP totals calculated in column 7).



24

Allocation Spreadsheet and Budget Form Formulas

The top of the Allocation Spreadsheet
includes a summary of LSP expenses, derived
from the totals included within the Allocation
Spreadsheet. These are formulas and no
action is needed on the school’s part. This
summary then pulls into the Budget Form to
include actual expenditures.
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Notable Changes
Budget Form

• No reconciliation of budget to allocation spreadsheet.

• No enrollment section to complete.

• The “actual” section of the budget to actual form does not 
need to be completed by schools completing the allocation 
spreadsheet.

o This section is auto-populated using expenses in the 
allocation spreadsheet.

o Schools not completing the allocation spreadsheet should 
reach out to the audit firm or LDE for an unprotected 
Budget Form.

• An explanation for reserved funds must be provided in the 
designated space.

• Contact information for the LDE is included.

Allocation Spreadsheet

• Summary of LSP expenses is included at the top of the 
spreadsheet.

• Salaries and benefits are reported within the same table.

• There is an additional table to calculate an allocation 
percentage.
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Common Mistakes
Common mistakes on the Budget Form and Allocation Spreadsheet include:

• Budgeted amount does not agree to the Q1 LSP amount expected to be received for the year.
• Overwriting formulas.
• Additional rows are added incorrectly.
• Formulas are used to project total salary, payroll tax, or benefit amounts based on the amount per 

paycheck.
• Formulas are used to project payroll tax amounts based on the Medicare and Social Security contribution 

percentages.
o Formulas do not consider pre-tax deductions.

• Annual salary amounts listed instead of the salary through January 31.
• Old spreadsheet version is used.



Please contact schoolfinanceheldpesk@la.gov
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Weekly Communications - Newsletters

● How to receive weekly LDOE Newsletters - Go to 
https://www.louisianabelieves.com/newsroom/newsletters to 
sign up for newsletters important for your role and to find 
archived newsletters.

https://www.louisianabelieves.com/newsroom/newsletters


Sign Up for Weekly Newsletters
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This form applies to system, charter 
and nonpublic newsletters.

Important notices and materials are 
posted in these weekly newsletters.

https://visitor.r20.constantcontact.com/manage/optin?v=001QKuSz0c7kgZyH7NsficRc3fehYIqiLczkCYo_RXQuMWU3K22-A7O7asJ1gGcfI9RvY-4wgHS9r3CDtsT_i-Vxr4igEU0FOirfjQZ7kZbbG2pCS0YVW8Wnr7SEP9FGmuj9tL6uAoAP7TKCQPhGMBct7d9aL7hZFIs5bp1HXtYwvY%3D

