Attachment E

Basic Instructions for Budget Form
Bidder is required to submit a project budget.

1. Staff Costs 

Enter the title of staff position in column a section 1, enter proposed monthly salary in column b section 1, enter proposed percentage of time staff will work in that project in column c section 1, enter number of months of the project year staff will work in the project in column d section 1, column e and f are for separation of staff salaries in accordance to the percentage of Administration and Program split (determined by bidder). Column g in section 1 is for totals. Total salaries at bottom of section 1. 
2. Fringe Benefits

Enter total salaries from section 1 into column b section 2, enter rate of calculation into column c section 2, enter number of months of the project year that the calculations are figured  in column d section 2, column e and f are for separation of Administration and Program expenditure split of the budget.  Column g in section 2 is for totals.  Continue to calculate remaining benefits. (Calculation of Health Insurance should include monthly rate times the number of staff in project times the number of months of program).
3. Total of Section 1 and 2

4.  Overhead Expenditure Costs
Enter amounts for items described, separating the Administration and Program split in proper columns.
Other Items/Subcontracts

On separate paper describe all perspective subcontracts and other items; include cost, clear description and rationale for cost. 
Total overhead expenditure costs at bottom of section 4.  

5. Enter information for indirect rate and amount (amounts should be entered in Administration column).  Attach document of indirect rate, if available.
Note:  Indirect costs are usually administrative.  If indirect cost supports programmatic activities, and if the amount of indirect cost supporting the program can be clearly ascertained, then this share of indirect can be listed in the program category. It is unusual for indirect cost to be charged to program. 

6. Provider Participant Costs

Enter the amounts that are proposed to be expended on Support Services for customers.
7. On line 7 enter total provider costs (line  3 , 4 , 5 , 6)
8. Enter amounts for OJT’s, WEX, ITA’s.  These fees are currently being paid at North Central Counties Consortium and this money is held at that level.  Total Consortium services on line 8.

9. Enter project costs on line 9 (this should total the amount of the grant).

Administrative vs. Program Costs
     Administrative

The regulation (20 CFR 667.210
 of Federal Circular) defines administrative costs as the allocable portion of the costs associated with specific functions.  These administrative functions are as follows:

· General administrative functions such as accounting, financial and cash management, procurement, property management, personnel management, and payroll

· Audit functions and those duties associated with coordinating the resolution of findings originating from audits, monitoring, and incident reports.

· Oversight and monitoring of administrative functions

· Goods and services used for administrative functions

· The cost of awards made to subrecipient or vendor organizations for administrative services of the awarding agency. 
 
Program


All direct and indirect costs not defined as administrative expenditures.

For-Profit Bid
A for-profit organization may propose the earnings of a reasonable profit amount.  The profit amount will be negotiated.

If profit is included; it is allocated pro rata between the administration and program cost categories.
� Previous information was incorrect (6667.20); correct information, 667.210
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