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	Budget Line Items
	Required Budget Detail


	The five Budget line items are Personnel, Operating Expenses, Subcontractors Other Costs, and Indirect Costs.  Each line item is explained in detail below.
	· On the Budget Detail and Justification worksheet, provide specific costs for the budget line items identified in each section.

· Please round fractional dollar amounts or cents to the nearest whole dollar amount.


	Personnel
Positions listed are directly involved in the development, delivery and support of project activities.

Note:  Executive and Fiscal staff are absorbed within the indirect cost percentage.

Operating Expenses

These are direct costs necessary to conduct day‑to‑day operations

Operating Continued- 
Operating Continued-


	For all Grantees
Each position must be listed on a separate line and reflect the position’s annual salaries based on a full time equivalent.
FTE Requirement:
At a minimum, the applicant shall include a Project Coordinator and allocate no less than 50% Full Time Equivalent (FTE) for program activities and a Health Educator(s) and allocate no less than a cumulative 50% FTE for program activities.  If a Project Director is identified on the budget, the applicant shall no less than 5% FTE for program activities.

Only staff that are employed by the agency and receiving fringe benefits may be budgeted within the personnel section of the budget.
Fringe Benefits: 
May be shown as a percentage of total personnel salaries or added individually for each staff as part of their Annual Salary.  
Vacant positions that are expected to be filled should reflect “VAC” in the staff initial area of the budget. 
General Expense:
Office supplies, Telecommunications (phone/fax/cell phone, etc.), Fingerprinting, Postage, and Other consumable operating expenses. 
Single Agency Audit:

Agency is required to have an independent annually and provide report to OFP. If no costs listed, please include a statement that identifies who provides or pays the cost. Maximum allowed annually is $3,000.

Space Rent/Lease: 
The cost of renting or leasing office space must be calculated using the following formula:

· Total FTE’s x 200 Square Feet x up to $2.00 (Maximum) per Square Feet x 12 Months
Equipment Rental/Maintenance:
· List the cost of rented or leased equipment (including maintenance agreements). Lease-purchase agreements are prohibited.
Equipment Purchases: 

Major Equipment: is defined as a tangible or intangible item with a base unit cost of $5,000 or more and a life expectancy of one (1) year or more that is purchased or reimbursed with agreement funds.  Major equipment is budgeted under Operating Expenditures category in a Major Equipment detail line item.
Minor Equipment: is defined as a tangible item with a base unit cost of less than $5,000, has a life expectancy of one (1) year or more and is purchased or reimbursed with agreement funds.  Examples of equipment under $5,000 include computers, printers, etc.  Minor equipment is budgeted under Operating Expenditures category in a Minor equipment detail line item. 
Liability Insurance Coverage Premiums: 
Up to 1 percent of the annual grant amount may be budgeted as a direct cost and added as an individual line item under operating expenses – costs in excess of 1 percent must be absorbed within the indirect cost rate.
Software:  
Includes software purchases by the grantee or subcontractor.  List individually what type of software is to be purchased. 
Travel: 

List all travel costs for per diem, lodging, airfare, local and training mileage, parking, taxi and toll expenses related to project staff training or other required functions.  Participants/Target Population travel costs are listed as transportation under Other Costs.
Travel Costs reimbursed at state rates. Refer to the DPA website for more information.
Training:

List all trainings (includes cost for registrations and/or related material costs only) for project staff. 
Participants/Target Population training costs are listed as participant training under Other Costs.
Budget must include one annual conference and regional collaborative event.


	Subcontractors/Consultants
Must support Work Plan interventions
	Please provide the workplan objective number for each Subcontractor/Consultant. If the Subcontractor/
Consultant is being reimbursed for the production of a product vs. a service, please include a brief description of the product.

· Subcontractors must follow the same format and budget requirements as the lead grantee . (Excluding costs for independent audit)


	Other Costs
Other Costs Continued-

	Other Costs/Charges

Educational Materials: 

A general list of educational materials to be purchased.  This includes the cost of creating, printing and duplicating. 
Outreach Materials: 

A general list of outreach materials to be purchased. This includes the cost of creating, printing and duplicating.
Incentives/Promotional Materials:

Described as tangible items provided to target populations/program participants to incentivize or promote the program.  (i.e., gift cards, water bottles, key chains, back packs, etc.)
Food:  
Can only be used for program participants.

· Maximum of up to 1 percent of annual grant may be budgeted. (Note:  Subcontractor(s) must also follow this requirement).
Program Space Rental: 
The cost for renting classroom or meeting space is allowable and should be pro-rated to the time of actual use based on current market rental rates.
Participant Training: 

Training costs and associated training materials for participants/target population.
Participant Travel/Transportation: 

Travel or Transportation costs related directly to transporting program participants for program activities. (i.e., bus rental, bus tokens/passes).
Stipends:

These are monetary reimbursements and used for non-agency personnel providing program services to participants.  They are not for participants.
Administrative Support for Subcontractors:
When a formal subcontract exists, a grantee may allocate up to 5 percent of the annual funded budget to cover the grantee’s administrative support to subcontractors.


	Indirect Costs
	Indirect Costs/Charges:
Specify indirect costs as a percentage of the total personnel salaries and benefits up to a maximum of 10 percent.
Indirect costs include costs that accrue in the normal course of business that can only be partially attributable to performance of a grant (e.g., administrative expenses such as payroll handling, accounting/personnel expenses, liability insurance coverage, janitorial expenses, security expenses, legal representation and Executive Director’s time etc.).

	Prohibited Expenses
	These costs include, but are not limited to:

· Purchase of Real Property

· Bonuses/Commissions

· Payment of Interest

· Lease-Purchase Options of Equipment or Real Property

· Food and Refreshments for anyone other than the target population

· Out of State Travel
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