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ADMIN APPLICATION LANGUAGE TEMPLATE/GUIDE


Scope of Services
The [MUNICIPALITY] UEZ will implement this Administrative Budget to support the management, oversight, coordination, compliance, and day-to-day administration of the municipality’s Urban Enterprise Zone program within the designated UEZ boundaries, as well as UEZ staff salaries for [INSERT FISCAL YEAR 2027 OR CALENDAR YEAR 2027] 
*FOR CALENDAR YEAR ONLY: In order to support the transition to a calendar year administrative budget, the [MUNICIPALITY] UEZ will utilize [Undisbursed FY26 Admin Funds/Unspent FY26 Admin Funds/FY27 Admin Funds/Municipal Funds] during the six month period between FY27 and Calendar Year 2027. 
The UEZ Coordinator and/or authorized municipal staff will ensure that the use of funds complies with UEZ requirements, and is consistent with the budget approved within this application. 
The administrative services to be provided under this project include program coordination; project development and application preparation; review and monitoring of UEZ-funded activities; fiscal and budget administration; payment request preparation and recordkeeping; maintenance of required program files and supporting documentation; preparation of reports, memoranda, board materials, and other required submissions; coordination with municipal officials, vendors, and consultants as needed for UEZ administration; oversight of UEZ business certification support activities where applicable; procurement and contract administration related to UEZ operations; maintenance of UEZ inventory and equipment records; scheduling, correspondence, and other general administrative tasks directly related to operation of the UEZ program.
Any equipment, supplies, or materials purchased with UEZ funds under this administrative budget shall be used exclusively for UEZ purposes, maintained in accordance with UEZ inventory and compliance requirements, and disposed of in accordance with applicable UEZ rules and municipal procedures.


Objectives
Support the staff salaries, administration, oversight, compliance, and day-to-day operation of the [MUNICIPALITY] UEZ.
Methods
Oversight will be managed by the UEZ Coordinator and/or authorized municipal staff, who will ensure that all expenditures are limited to UEZ administration and are in accordance with UEZ requirements.
Performance Measures/Evaluation
Performance will be measured based on documented completion of administrative functions and deliverables during the budget period, including maintenance of required UEZ records, timely preparation of reports and submissions, review and processing of project and payment documentation, oversight of UEZ-funded activities, and completion of routine compliance tasks. 
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