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VIDEO 19: Provider Budget Workbook 
 
In this video, we'll discuss how to correctly complete the New Jersey Department of Education 
Preschool Private Provider Budget Workbook. Through the course of this video, we'll walk 
through each of the five tabs and make up the 2026-2027 Private Provider Budget Workbook.  

Table 1: CACFP Workbook 

  
 
The first tab of your workbook is the Child and Adult Care Program worksheet, or the CACFP 
worksheet. This worksheet will give you a sense of how much you can charge to the 
Department of Education for the cost of meals provided to your state-funded preschoolers.  
First, you will scroll down to the first table, which asks you to indicate the number of student 
contact days for your district. You'll want to contact your district and ask them for this number, 
which will always be a number that's at least 180 days or more because the Department of 
Education requires school districts to serve children for at least 180 days per school year. 
Then you’ll enter the number of children who are considered “free rate,” which is children who 
are eligible for free meals through CACFP, the number of children who are eligible for 
“reduced-priced” meals through CACFP, and then the number of children who are considered 
“above scale” or “paid rate,” meaning that they aren't eligible for free- or reduced-price meals. 
You'll need to estimate this number of children based on prior years of experience of the 
population of children who you serve on an annual basis. These numbers should reflect only 
preschoolers who you're contracting with the school district to serve in the state-funded 
preschool program.  
What I've modeled out here is a provider that's contracting with this district to serve a total of 
90 children in the state-funded preschool program -- 30 who are eligible for free meals, 30 who 
are eligible for reduced-price meals, and 30 who are not eligible for free- or reduced-rate 
meals. Once you enter that information, the rest of the sheet will calculate for you in these two 
tables – Table 2 and Table 3.  
Table 2 shows you the amount of Department of Education dollars that you can allocate to 
support the cost of meals for reduced-price rate eligible children. And Table 3 will show you the 
amount of money you can allocate to support the cost of providing meals for children who are 
“above scale” or “paid rate.” The idea is that CACFP will cover the full cost of supporting meals 
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for children who are eligible for free lunch and breakfast and snack, and then DOE will cover 
the balance of costs between what CACFP doesn't cover for the cost of children who are 
eligible for reduced-rate breakfast, lunch and snack. And then DOE would cover the full cost of 
meals for children who are “above scale” or “paid rate.” And then these amounts together will 
total at the bottom for you, and this amount will automatically transfer to the budget planning 
worksheet, which we'll look at in just a few minutes.  

Table 2: Director Salary Scale 

  
The next tab in the workbook is the Director Salary Scale and worksheet. What this worksheet 
does is show you how much Department of Education funding you can allocate to support the 
cost of the on-site Director salary for your program.  
You'll need to scroll down and look at the educational requirements section of this tab to figure 
out which tier you're on as the on-site Director. Now if you look down in the education section, 
the first thing you'll need to enter is the highest level of education attained for the on-site 
Director. Here, I've modeled a director who has a bachelor's degree in early childhood 
education. Once I fill that out, I can go back up to the educational requirements section and 
figure out which of the four tiers I belong in based on my educational attainment. In this 
particular case, a bachelor's in early childhood education would put me in tier two, because it 
says right here, bachelor's degree in early childhood education. So you want to make sure that 
you read through each of the four tiers to make sure you know exactly which one the site 
Director belongs in.  
Now that I know that it's tier two, I go down to this section and select tier two from the drop-
down box. Then I would enter my total years of experience and the total number of classrooms 
in my program, including both state-funded preschool classrooms and any other classrooms 
that are operating within the site. With these three pieces of information together, I can figure 
out what my allowable salary is that I can charge to the Department of Education program. So, 
if we scroll down, we see “tier two,” we see “years of experience between 0 and 5 years,” and 
a “total number of classrooms between 10 and 11,” which would put me at this salary right 
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here. $101,805. And I'll need to remember this amount and enter it on the next tab, which is 
Schedule A.  

Table 3: Schedule A Personnel 

  
The next tab in the Private Provider Budget Workbook is Schedule A, which requires you to 
provide personnel detail on any individuals who you’ll be using Department of Education 
funding to support, either salary and/or benefits.  
You'll notice that there are sections for each of the required and/or allowable positions in the 
Department of Education program. Each classroom that's supported with Department of 
Education funding will need to have a fully certified teacher and a teacher assistant. You're 
only permitted to allocate one full-time teacher and one full-time teacher assistant in each 
classroom. You'll want to include salary and benefit information that's what you actually 
expended for the 25-26 school year, and then your projected salary & benefit information for 
the 26-27 school year. If you happen to have a situation where you have a classroom where 
you don't have a teacher identified yet for the 26-27 school year, instead of the employee 
name write “to be hired,” and then fill out the 26-27 salary benefit information, leaving the 25-
26 information blank.  
You want to also make sure to contact the school district and give them information on the 
highest level of education and credentials for each of your teachers and teacher assistants and 
find out what the comparable salary is for teachers who are working directly in the district. And 
this is because teachers and teacher assistants in the state-funded preschool program are 
required to be paid comparably to their peers in school district-operated classrooms. So you'll 
want to make sure that you contact the district to find out what this teachers’ salaries would be 
if they were working in a district classroom and use that information for your salary projections.  
There are several positions on Schedule A that are allowable positions, but not positions that 
you're required to fill. The relief teacher position is one of those. If you're interested in having a 
relief teacher position in your Center, we encourage you to take a look at the provider 
expenditure guidance, which would give you information for recommended ratios for this 
position.  
The Program Director piece of Schedule A should be completed based on the information that 
we just gathered from the Directory Salary Scale. If you remember, the allowable salary that 
we found was $101,805. If we go to Schedule A you'll see that's what I've entered here.  
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Then, using your own established policies and guidance for your Center, you can enter 
information for the other allowable positions, which are the secretarial and clerical assistants, 
custodial, staff and security guards. One other position that you're required to have in the 
state-funded preschool program is a “Family Worker” or a “Family/Parent Liaison,” and you're 
required to have one Family Worker for every 75 children who are served in state-funded 
preschool classrooms. This might mean that you have to have more than one full-time 
equivalent (FTE) Family Worker on site. If you remember, this was a private provider that has 
approximately 90 children who are state-funded preschoolers, and at a ratio of one for every 
75 this would require the provider to have 1.2 FTE Family Workers. So that's what I've 
modeled out here.  
Now you need to remember that all of this information, the average salaries for each position 
and the average benefit amounts -- you'll need to use this information to fill out your Provider 
Planning Budget worksheet, which is the next tab. 

Table 4: Provider Planning Budget 

  

 
The next tab in the workbook is the 2026 Private Provider One-Year Budget Planning 
worksheet. You'll start by including the district that you're contracting with, your private provider 
name, and then you'll select your program type from the drop-down box. And there are three 
options here. You're either an “other private provider,” which is a regular child care provider, an 
“enhanced Head Start provider,” or an “expanded Head Start provider.” An “enhanced Head 
Start provider” is one that's using a combination of state and federal funding to support the cost 
of serving state-funded preschoolers. These would be children who are included in your Head 
Start grant, in addition to being part of your contract with a school district receiving state 
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dollars. An “expanded Head Start” is a Head Start that's serving children above and beyond its 
Head Start contract and is serving additional children who would be fully funded by the state-
funded preschool program. That situation is relatively rare, and you'll want to make sure that 
you contact your school district and make sure that you're choosing the correct program type, if 
you're a Head Start provider. In this particular case, I'll select “other program provider.”  
Then you'll need to select your program's non-profit status, and there are three options here as 
well. You can select that you're a 501(c)(3), that you are an “other non-profit,” or that you're a 
“for profit provider.” If you're a “for profit provider,” this means that you'll be able to charge a 
small portion of your educational costs to a profit line, which is capped at approximately two 
and a half percent of your educational costs. So, if you're a “for profit provider,” you'll want to 
indicate that here so that it allows you to charge that profit. But otherwise, you'll want to select 
the correct non-profit status for your program.  
In the next row, you'll select your facility ownership, whether it's owned by you, the provider, 
whether you lease it from an unrelated party, or whether you lease it from related party. This is 
helpful information for the Department of Education to know how facility ownership is driving 
the program costs.  
Then you'll enter your DCF license number.  
The next section on this worksheet is important because it drives a lot of operations that are 
generated on this worksheet. So first, you'll enter the number of classrooms that you're 
contracting with the school district to serve eligible state-funded preschoolers. Eligible 
preschoolers are children who are residents of the district that you're contracting with and that 
are either three years old or four years old by the district's cut-off date. So, you'll want to make 
sure that you are working in tandem with your school district, to make sure that the children 
that you're enrolling under the state-funded preschool program are eligible for the state-funded 
preschool program. And then you'll enter the total number of contracted eligible children being 
served in these classrooms. In this case, I've modeled six classrooms serving 90 children, and 
that's because there's a limit of no more than 15 children per classroom in the state-funded 
preschool program.  
In the next row, you’ll indicate whether there are any non-eligible children being served in the 
classrooms with your eligible children. This is fairly rare, and you'll absolutely want to make 
sure that you contact your school district if you think this situation applies to you. But for the 
most part, you will only be serving contracted eligible children in the classrooms that you're 
contracting with the school district to serve.  
In the next row, you'll indicate whether or not there are other classrooms at the site where 
you're serving children. This would typically be classrooms serving infants and toddlers. And 
so here I've modeled a program that has five additional classrooms serving 20 more children. 
And we'll need to revisit these numbers later when I explain how some of the prorations in this 
form work.  
In row 16, you'll enter, again the number of school district calendar days, which, again is going 
to be a number that's at least 180 to comply with state regulations that require school districts 
to serve children for at least 180 days per school year. Once you add enter that number, a 
percentage will automatically calculate on the row that follows, which represents the DOE 
share of annual costs. And what this means is the DOE will cover certain costs only for its 
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share of the of the calendar year. So, in this case, it's looking at 184 school calendar days 
divided by 245 total days that the central could be open in a calendar year. And 245 is 
calculated by taking 365 days per year and subtracting out holidays and weekends. So this 
75.10% again, is calculated by taking the number of district school calendar days, in this case, 
184 and dividing it by the total number of days a center could be opened in a calendar year, 
which is 245.  
Then in the next section, you'll want to enter information on the educational program costs that 
are allowable for the state-funded preschool program. So here you'll see the total number of 
teachers. As I mentioned, you're permitted to have one full-time teacher per state-funded 
preschool classroom and one full-time teacher assistant per state-funded preschool classroom. 
And then you'll want to go back to Schedule A and consult that the information that you've 
entered there to get the average salary that you'll enter in the unit cost column for each of the 
lines in the educational program cost section. And then you're permitted to budget for benefits 
for your teaching staff, for stipends for teacher and teacher assistant substitutes, for classroom 
materials and supplies, for field trips including transportation for field trips, and then for your 
Family Workers. And again, Family Workers are required at a ratio of one for every 75 children 
in the program.  
You'll notice in column D that there are several different percentages represented here. The 
DOE share of cost and contracted classrooms varies at different points throughout this 
worksheet based on a number of different factors. You'll notice here that most of the cost in 
this section are not currently being prorated. They can be supported by Department of 
Education funding at 100%. However, this percentage will change based on the information 
that you enter in this section of the worksheet. So, for example, if you were to be serving non-
eligible children in classrooms with eligible children, this percentage would change. So I'll show 
you an example of that. If, for example, in the six classrooms that you're contracting with the 
school district for, you were serving 80 eligible children and 10 non-eligible children, this 
percentage of costs would change. The expectation being that the 10 children who are not 
eligible for the state-funded preschool program would be generating tuition for the program, 
and that tuition would be used with state dollars to cover the full cost of serving the children in 
these classrooms and their share of the educational costs that you've entered here. But for 
now, I'm going to go back to a scenario where all of the children in the state-funded preschool 
classrooms are eligible for the state-funded preschool program.  
However, you'll see that the percentage here for Family Workers is a bit different from above, 
and that's because family workers are supported at a ratio of 200 days per year. This 
percentage here is calculated by taking 200 days and dividing it by that same 245 total days 
that Center could be open in a given year, and those extra days beyond the 184 school district 
calendar days are intended to support the Family Workers to do things before and after the 
school year – to work with families to help them with any services they need or assistance they 
need with registration.  
The following section on the worksheet is where you'll be able to enter information about 
covering the cost of food for children in the program, as well as any food workers and food 
worker assistance that you have employed in the program. As I mentioned before, the amount 
that is generated by the CACFP Worksheet will automatically appear here on the Budget 
Worksheet. You won't have to enter it yourself, and because it's already been factored in, how 
much funding you're getting from CACFP, the DOE would be covering 100% of those costs, as 
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long as 100% of the children in the classrooms are eligible for the state-funded preschool 
program. However, for the food workers and the food worker assistants, you'll notice that this 
DOE share of annual costs represents the 75.1% here, which, again, is factoring in 184 days 
divided by 245 days.  
You'll also notice that there's an additional proration here that's called the DOE share of 
center-wide costs. This percentage takes into account the total number of children that a 
private provider is serving in their center, and the idea that tuition or other funds, perhaps even 
subsidized child care dollars, are coming in to support the costs of all of the children served in 
the center, and that they're all contributing towards these costs. So, in this particular case, this 
81.82% is being calculated by taking the 90 children who are eligible for the state-funded 
preschool program, plus the 20 children who are infants and toddlers, who are being served by 
this private provider. It divides 90 by 110 to get the share of the cost that the state-funded 
preschoolers would be essentially allocated to cover these particular costs.  
In the next section, you'll see automatic calculations taking into account the dollar amounts that 
you can charge to the state-funded preschool program to support important employer payroll 
taxes for all of the educational program positions listed above.  
Next, we get to the administrative support and indirect costs section of the budget. And here 
you'll also want to consult back to Schedule A where you have already entered the salary and 
benefit amounts for the Director, Clerical staff, Custodial staff and any Security staff you have 
employed at your center. You'll want to directly pull these amounts over from Schedule A, 
making sure that they match one another. And then again, these amounts are prorated based 
on the DOE share of costs for the entire year (that 184 days divided by 245 for in this particular 
case), and also the DOE share of center-wide costs. So, this is assuming that the Director, the 
Clerical staff, the Custodial staff and the Security staff are supporting, not just the state-funded 
preschoolers in the program, but all of the children being served at this particular site.  
Then we move down to the indirect costs section of the budget, where you can budget for your 
rent, mortgage or other space costs, and then all other allowable indirect costs, including 
things like office equipment, materials and supplies, cleaning supplies, utilities costs, insurance 
costs, accounting fees, etc. And these are subject to the same prorations that I mentioned 
above.  
Once you've included all of this information on your budget, you can scroll down and see the 
total amount that you are allocating to the state funded preschool program in total and also per 
pupil.  
Now you may have a situation with a school district where they are allowing you to charge 
things to the state-funded preschool program that are not part of any other section above. And 
this could be things like, for example, some additional preschool appropriate playground 
equipment. It could be some funding to help defray the cost of a new boiler that's needed for 
your location, and other items like that that are not directly or specifically referenced in lines 
above. So, you'll want to make sure that you work in consultation with your contracted school 
district to see if there are any other approved budget costs that you might be allowed to budget 
here.  
Before we move on to the last section, I want to go back up for just a moment and point out the 
profit line that I mentioned earlier. If you are a “for profit provider,” you're permitted to charge a 
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maximum of two and a half percent of your total educational costs in this line right here. So 
you'll want to scroll up to this section of the budget and look to see what your subtotal for 
educational program costs are and calculate no more than two and a half percent of this 
amount, and that's the maximum amount that you're permitted to charge for profit to the 
program.  
And then finally, this last section of the budget is something else that you'll want to talk to your 
school district about. You may have a situation with your district where you've come to an 
agreement with the district to subtract some funding from your program so the district can 
purchase things on your behalf. For example, classroom materials and supplies that the district 
might be able to purchase at a lower cost than you can as a private provider. So you'll want to 
talk with the district to see if there are any amounts that make sense to put in this part of the 
budget. They would be entered as negative amounts and reduce your total budget amount, but 
they would be representing goods that the district would provide for you at some point during 
the school year. 

Table 5: Provider Statement of Assurance 

 
The last tab in the product provider budget worksheet is the Provider Statement of 
Assurances. Essentially, this tab is here so that you are assuring the school district that you're 
working with that everything that you have entered into the workbook is accurate and true and 
meets the standards that the state has set forth for the New Jersey state-funded preschool 
program. You'll want to read through the provider statement of assurance and then date and 
sign this form before returning it to your school district. You want to also be sure to contact 
your school district to see if they are willing to accept an electronic signature, or they require 
you to print this form and sign it in and provide it to the school district in ink and provide it to 
the district in that fashion.  
This brings the video on the Private Provider Budget Workbook to a close. For more 
information on New Jersey Preschool Expansion, including information about the application, 
see our library of other videos on a variety of useful topics. 


