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	Budget Line Items

	Required Budget Detail 





	The five Budget line items are Personnel, Operating Expenses, Subcontractors (CCG Only), Equipment Cost (I&E Only), Other Costs, and Indirect Costs. Each line item is explained in detail below.
	· On the Budget Detail and Justification worksheet, provide specific cost breakdowns for the budget line items identified in each section.

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


	Personnel:
Positions that are directly involved in the development, delivery and support of project activities.
Executive and Fiscal staff are designated as ‘indirect costs’

Justification for Original Budget Worksheet:
1) Enter Position Titles without any changes from prior year:
· Leave justification blank on worksheet

2) If adding new positions or making changes to the duties of existing positions:

· List which Work plan Objectives they will be responsible for
· Submit Duty Statement (I&E Only)

· Justification for Budget Revisions should list the revised work plan objective(s).
Fringe Benefits:
Display as a percentage of total personnel salaries.
	For all grantees:

Agencies must designate a staff person and/or consultant to oversee both the statewide and local evaluations as well as be identified in the Duty Statement (I&E Only) or budget justification. Each position must be on a separate line. If additional lines are required, please contact your contract manager.
Program-specific reminders, Duty Statements must include: 

· CCG:

· One staff or consultant position designated responsible to oversee collaboration activities at 15-20 hours per month.  

· One staff or consultant position designated to be responsible to oversee the statewide and local evaluation (Can also be done by subcontractor).
FTE Requirement:
· Either the Project Director or the Project Coordinator must be budgeted a minimum of 50% Full Time Equivalent (FTE) unless otherwise approved by Contract Manager and Program Consultant.
· Peer Educators (youth) may be less than 50% FTE. (Can only be listed in personnel if they are receiving benefits).
· I&E: 
FTE Requirement:
· All positions must be budgeted a minimum of 50%. Project Coordinator can be 25% unless otherwise approved by Contract Manager and Program Consultant.
Program-specific reminder: 
· CCG:

· Fringe Benefits may be expressed as a percentage of total personnel salaries OR added individually for each staff as part of the Annual Salary.
· I&E:

· Fringe Benefits may be expressed as an average percentage of total personnel salaries OR added as an actual benefit cost for each individual employee on the (J-PERS) tab of the budget template. 
 


	Operating Expenses/Other Costs/Equipment/Travel and

Per Diem  


	General guidelines for all grantees:
Justifications may be brief – Grantees do not need to break down the exact dollar costs within a detail line item. For example, an acceptable General Expense justification would be, “Costs include office supplies, phone and fax, internet service provider (ISP) and routine duplicating costs.” It is not necessary to include what objectives the expense will help achieve.
Equipment Reminder: 
· All Programs: Equipment purchases of $49.99 or less are listed in the General Expense line item in the ‘Operating Expense’ category.  



	Operating Expenses

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

Operating Expenses (Continued)

	General Expense:
Office supplies, Telecommunications (phone/fax/cell phone, etc.), Fingerprinting, Equipment maintenance, Computer software, Postage, and Other consumable operating expenses. Furniture and Office equipment with an acquisition cost of $49.99 or less per unit (including tax, installation, and freight). 

Single Agency Audit:

Include the cost or, if zero, include a statement that identifies who provides or pays the cost of the required audit.
Program-specific reminder: 

· CCG:

· Maximum allowed on CCG budget is $3,000.

· I&E:

· Grants of $150,000 or less - Maximum allowed on budget is $3,000. 
· Grants of more than $150,000 – Maximum allowed is 2% of budget.
Space Rent/Lease: 
The cost of renting or leasing office space must be calculated using the following formula:

Total FTE % x 100 Square Feet x $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 or options are prohibited.
Equipment Purchases: 
Equipment purchases over $49.99 are budgeted in this line.
Liability Insurance Coverage Premiums: 
Up to 1% of grant can be claimed as a direct cost and may be added as an additional line item under operating expenses – cost in excess of 1% must be claimed as an indirect cost.
Software:  
Includes software purchases by the grantee or subcontractor. 
Training:

List all training costs related to project staff activity (excluding the cost of travel and per diem). 
Participants/Target Population training costs are listed as training under Other Costs.
Program-specific reminder:
· CCG: 
· Budget must include one annual conference and regional collaborative meeting.
· I&E: 
· Enter the information on the J-Oper tab as indicated.
Travel: 

List the purpose for travel and per diem expenses related to project staff training for activities noted above and for travel to presentations or meetings or other required functions. Participants/Target Population travel costs are listed as transportation under Other Costs.
Program-specific reminder:
· I&E:
· Enter the information on the J-Oper tab as 
indicated.


	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.

Program-specific reminder: 

· CCG: 

· For grants of $100,000 - $150,000 – grantees are not required to have subcontractors.

· For grants of $175,000 - $250,000 – grantees are required to have two or more subcontractors.


	Other Costs

Note: For I&E, these are listed in Other Charges under Operating Expenses

Other Costs (Continued)

Note: For I&E, these are listed in Other Charges under Operating Expenses
	Other Costs/Charges

Educational Materials: 

A general list of type of educational materials purchased or duplicated. This includes the cost of printing, duplication, and reproduction.
Outreach Materials: 

A general list of type of outreach materials purchased or duplicated. This includes the cost of printing, duplication, and reproduction.
Incentives/Promotional Materials:

Only those tangible items as defined in RFA or not limited by policy direction as allowable will be reimbursed. Food purchased as an incentive must be included on the Food detail line item below. 
Food:  
Can only be used for program participants.

Program-specific reminder: 

· CCG: 
· Maximum of 1% of grant is allowed. (Note:  Lead Agency plus Subcontractor food costs must not exceed 1% of lead agency’s annual budget).
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 s market rental rates.
Training for participants: 

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

Travel or Transportation costs related directly to transporting program participants for program activities.
Stipends:

These are monetary reimbursements and used for non- agency personnel.
Administrative Support for Subcontractors:
Program-specific reminder: 
· CCG Only:  
When a formal subcontract exists, a grantee may allocate up to 5% 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.
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.).

Express your indirect costs as a percentage rate.

Program-specific reminder: 
· For CCG: Maximum 10%
· For I&E: Maximum 15% 

	Evaluation Allocations


	Program-specific reminder:
· For CCG/I&E: 
· No longer required in the Budget Template
· Evaluation is reflected in the Progress Reports
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 (unless prior approval is given by OFP)
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