EXHIBIT III

INSTRUCTIONS FOR PREPARING BUDGET AND NARRATIVE FORMS


The following information is provided for reference purposes only.  Actual figures will depend on the agency’s proposed program design, expenses, and revenue. 

I.	GENERAL REQUIREMENTS
A.	Budget should include all costs related to the proposed project.
B.	Line items for all budget categories should include a description and justification for each item.
C.	Category totals should equal the total amount requested in the proposal.
II.	PROGRAM EXPENSES
A.	Salaries and Employee Benefits
1.	Salaries: Include all line, supervisory, and other staff positions who provide direct services.  To determine the TOTAL SALARY COSTS for a position, use the following formula:  Monthly salary times [x] number of months budgeted on project times [x] percent of time on project equals [=] TOTAL SALARY COSTS
Example A:	Full-time employee working 70% of time on project
$2,000 x 12 x 70% = $16,800
Example B:	Half-time employee working 50% of time on project
$1,000 x 12 x 50% = $ 6,000
Total Salaries:  $16,800 plus [+] $6,000 = $22,800
2.	Employee Benefits: This is calculated percentage of each employee’s total salary costs; based on such expenses as FICA, SUI, Medical/Dental, Workmen's Compensation, or other benefits.
Example:
FICA @ 7.65% + SUI @ 4.25% + Medical/Dental @ 6.0% 
+ Workers’ Comp @ 3.25% = 21.15% percentage of all paid employee benefits.

To determine TOTAL EMPLOYEE BENEFITS for each position, use the following formula:
TOTAL SALARY COSTS ($22,800) x percentage of all paid employee benefits (21.15%) = TOTAL EMPLOYEE BENEFITS
Example A:
Full-time employee working 70% of time on project, $16,800 x 21.15%= $3,553.20
Example B:
Half-time employee working 50% of time on project, $6,000 x 21.15% = $1,269.00
Total Employee Benefits:  $3,553.20 + $1,269.00= $4,822.20
3.	Total Salaries and Employee Benefits:  $22,800 + $4,822.20 = $27,622.20
B.  	Facility Rent/Lease Expenses
The total amount of FACILITY RENT OR LEASE EXPENSES charged to this project are based on the following formula: Total monthly rental or lease amount, divided by [/] total gross square footage = cost per square foot x total square footage used for this project x number of months project is budgeted = TOTAL FACILITY RENT OR LEASE EXPENSES
Example: $ 2,000 / 2,000 sq.ft x 1,000 sq.ft x 12 months = $12,000

C. 	Equipment and/or Other Assets Expenses
Equipment and/or other assets expenses should be determined by calculating the amount of time the leased equipment or other assets will be used exclusively on this project.
Example: One (1) copier rental with tone and paper supplies at $500 per month x 10% usage on project = $50.00 per month x 12 months = $600
Example: One (1) computer at $5000 x 100% usage on project ÷ 5 years depreciation = 1,400


D.	Services, Supplies, and Equipment Depreciation 
Indicate expenditures for any of the following items:  Audit fees, bookkeeping fees, books and publications, facility maintenance, insurance, license/permit fees, mileage, office machine maintenance/repairs, office supplies, postage, printing, janitorial and other maintenance supplies, telephone, training, utilities, interest expenses, and consultants. Note: Minimum of five (5) percent shall be budgeted for an evaluator.
	Example:
	audit fees
	$200.00

	
	bookkeeping fees
	$300.00

	
	books and publications
	$150.00

	
	facility maintenance
	$500.00

	
	insurance
	$900.00

	
	license/permit fees
	$50.00


	
	mileage
	$400.00

	
	office machine maintenance/repairs
	$200.00

	
	office supplies
	$1,000.00

	
	postage
	$30.00

	
	printing
	$30.00

	
	janitorial/other maintenance supplies
	$35.00

	
	telephone
	$750.00

	
	training
	$150.00

	
	utilities
	$100.00



	
	interest expense
	$100.00

	
	consultants
	$100.00

	
	other
	$0.00

	
	total
	$4,995.00



E. Administrative Overhead
An administrative overhead rate may be applied to project costs, based upon acceptable accounting and budgeting procedures.  An administrative overhead rate over 20% needs additional justification of how rate was determined. Project size, other available resources, number and type of concurrent projects undertaken by agency, etc. are all examples of different factors to consider in determining if or to what extent an administrative overhead rate may be applied.  Any and all supporting documentation showing how the administrative overhead rate was calculated must be appended to the budget.

F.	Total Gross Cost of Program
The total gross cost is determined by adding all program expenses calculated for the budget
	Example:
	Program Expenses
	

	
	Salaries and Employee Benefits
	$27,622.00

	
	Facility Rent/Lease
	$12,000.00

	
	Equipment and/or Other Assets
	$2,000.00

	
	Services and Supplies
	$4,995.00

	
	Administrative Overhead
	$5,524.00 

	
	Total Gross Cost of Program
	$52,141.00


III.	INCOME/REVENUE
A.	Projected County Allocation
State your projected County allocation for the contract period.
Example:  $50,000 (for the period July 1, 2011 to June 30, 2012) 
B.	Private Funding and/or Other Revenue
State any projected private funding, client revenue, and other revenue for the proposed project for the contract period.
Example: $ 2,141.00 (private donations)
C.	Total Income/Revenue
The total income/revenue should equal the total gross program cost.

Example:	Projected County allocation of $50,000 + Private Funding of $2,141.00
		= $52,141.00
The total Income/Revenue of program is $52,141.00.
IV.	BUDGET NARRATIVE (DETAILED DESCRIPTION AND JUSTIFICATION OF EACH LINE ITEM BUDGET CATEGORY)
A.	Description
Explain how salaries and employee benefit costs were calculated. Provide a brief description of each requested item, the corresponding cost, and a brief justification statement.  Explain how each line item expense relates to your written proposal.
Example:  (Under EQUIPMENT AND/OR OTHER ASSETS category) 
1 printer @ $1,500
Description: - This printer is compatible with the agency's IBM computer.
B.	Justification
Provide sufficient reason for the importance and need of each line item requested in the budget, as it relates to (1) strategies/program elements and activities of the written program proposal, and (2) any administrative services or requirements.
Example: Justification: Staff assigned exclusively to this project will be using the printer to develop program reports and other documents in a timely manner.
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