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	Budget Instructions

	

	

	


Budget (5) Points

In order to receive a grant under this competition, DLLR requires the recipient to provide a matching contribution in an amount no less than 20% of the total amount of funds expended on the allowable activities under the grant. A minimum of 35% of the matching contribution must be in cash and the remaining amount, up to 65%, may be an in-kind contribution. Matching funds may not be other Federal funds, program revenue, or resources that support a separate project.

Budget Forms: 
All budget forms are included in the file named FY 2018 Application Budget Workbook which is a separate Microsoft Excel workbook document.

The workbook contains a set of two budget sheets for each available funding line. 
1. Budget Narrative

2. Budget Summary 
First, delete any set of two budget sheets for which no funding is being requested. To delete a budget sheet, right click on the tab and click on delete. Now, proceed to complete each set of two budget sheets for which funding is requested. Note that the budget sheets have been formatted to automatically paginate when printed as a workbook. 

Proposed Budget Narratives: Develop budget narratives that indicate how federal and/or state grant funds, revenue, and matching funds will be expended. Budgets must reflect appropriate activities and allowable fund use at reasonable costs. Reasonable cost is of a type generally recognized as ordinary and necessary for the operation of the non- Federal entity or the proper and efficient performance of the Federal Award (CFR200.404). (See Budget Descriptions for more details.)
Funds may not be requested to supplant other federal, state, local, or private funds.

Include a detailed, itemized budget description for each line/category of funding requested. Describe all costs associated with the entire project. Reviewers will use this information to determine if the budget is reasonable. Include detailed calculations for salaries, supplies, materials, and professional development costs. Any projected mileage costs cannot exceed the current per-mile state rate (FY 18 = .535/mile). 
Detail is important. Example: 3 Teachers x $24/hr. x 4 hrs. /wk. x 35 wks. = $10,080.

On the proposed Budget Narrative form:

1. When entering numbers, type only the digits. Commas will be automatically added. Insert or delete data entry rows as needed.

2. Do not delete any of the Line Item or Subtotal Rows. If Rows are added, confirm that dollar amounts have been automatically added to the Totals. Grayed-out cells should not be used.
3. A proposed expenditure must be classified correctly and included in the appropriate cell of the budget forms (see Budget Descriptions).
4. Calculation formulas have been provided for the Subtotals and Grand Totals, as budgeted items and their details will vary program to program. These totals will appear automatically after amounts are entered in the cells. Double check the accuracy of the manual calculations; these will be used in the formulas that calculate the Totals.

5. Total Program Income (Revenue expenditures) if applicable, must be included in the budget narrative in accordance with CFR 200.80, which states that program income must be added to the funds committed to the project. Include revenue expenditure descriptions in the Line Item for which the revenue will be used. Program income must be expended on allowable activities and must be used in the grant program year. 

6. Total Program Revenue from all budget narrative lines must be entered on the Cover Page of the proposal. Note: Revenue expenditures are reported only on the Budget Narratives, and not on Budget Summaries.
Proposed Budget Summaries: The budget summaries organize proposed expenditures in a line item format that complies with pertinent laws. This form is used for all proposed state and federal budgets and their local match.

Specifications for the Budget Summary form are as follows:

1. A proposed expenditure must be classified correctly and included in the appropriate cell of the budget form. Grayed-out cells should not be used. 
2. Calculation formulas have been provided for Total Expenditures by Object, and Requested and Match Totals, and Grand Total. These totals will appear automatically after amounts are entered in the cells.
3. The bottom of each Budget Summary form must contain the printed name, signature, and date in blue ink of the specific individuals. 

To Print Budget Pages: The budget pages have been set to print at 94% scale so all columns will fit on a single page; do not alter the scale. To print all the pages, click on File/Print. Then select Entire Workbook under Print.

Budget Descriptions 

Expenditure: Budget categories - Administrative and Instructional 
Revenue Source: Federal or State and a specific funding line on the grant award notice (i.e. Federal ABE/ESL; State Literacy Works, etc.)
Line Item: Budget objects (i.e. Salaries & Wages; Employee benefits; Contracted Services, etc.) listed on both the Instructional Expenditures and the Administrative Expenditures 
Program Income/Revenue: Gross income earned by the non-Federal entity that is directly generated by a supported activity or earned as a result of the Federal award during the period of performance except as provided in CFR 200.307 paragraph (f)
	BUDGET OBJECTS

	01-Salaries & Wages
	02-Employee Benefits 
	03- Contracted Services
	04- Supplies & Materials
	05-Equipment
	06- Other Charges 
	07- Indirect 



	· Amounts paid to employees (Excluding benefits)
	· FICA, Unemployment
Worker’s

Comp., Retirement, Health & Life Insurance)

· Other Employee Benefit Costs
	· Consultant or a service for a fee
	· Office supplies

· Instructional supplies, textbooks, software, etc.

· Training materials
	· Tangible personal property (including information technology systems) having a useful life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-Federal entity for financial statement purposes, or $5,000.
	Other allowable charges such as:

· Travel (only in-state allowed)

· Conference registrations (only in-state allowed)


	· Expenses charged to grant but not used for Direct Costs

· Administrative Indirect Costs

.

	BUDGET CATEGORIES

	Category/Program
	Description

	
	

	Administration Categories

	Indirect
	Costs incurred for a common or joint purpose benefitting more than one cost objective, and not readily assignable to the cost objectives specifically benefitted, without effort disproportionate to the results achieved.

	Office of Administration 

	General Support
	Executive administration services. Activities concerned with establishing and administering policy for operations.

	Business Support
	Fiscal, purchasing, & printing support

	Centralized Support
	Activities which, whether contracted out or performed within an internal service fund, support each of the other instructional and supporting services programs.

	Inst. Administration

	Instructional Administration & Supervision
	Activities which enhance instruction and assist instructional staff in planning, developing, and evaluating the process of providing learning experiences for students. 

	Instruction Categories

	Instructional Staff Development
	Activities that contribute to the professional or occupational growth and competence of the instructional staff. Included are workshops, demonstrations, teacher mentoring programs, and salaries for substitutes while teachers attend staff development activities.


	BUDGET CATEGORIES/PROGRAMS (continued)

	Category/Program
	Description

	Support Services
	Activities of counseling adult learners, consultation with other staff members on learning problems and other student needs, assisting learners in personal social development, assessing the abilities of learners, assist learners with educational and career plans, and providing referrals.

	Adult Education
	Instructional programs offered for adults who are pursuing their basic or secondary level education objectives.

	Plant Operation

	Operating Services
	Activities concerned with keeping the physical plant clean and ready for daily use, maintaining the condition of the grounds and facilities, and maintaining order and safety in buildings where classes are held, on the grounds, and in the vicinity. 


NOTE: DLLR will not approve the expenditure of grant funds for computers, except as necessary to meet the requirements of LACES or for the administration of approved computer-based assessments.
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