
This document includes valuable information about how to fill out the Budget template. Please follow these instructions carefully.

MAKE SURE CALULATIONS ARE CORRECT ACROSS SPREADSHEET (LEFT TO RIGHT and TOP TO BOTTOM)

DO NOT REMOVE FORMULAS IN SPREADSHEET
GENERAL
· Each item on the budget line needs its own detailed narrative. Do not run narratives together. 

· Separate each narrative with a space and use bullets.
Indirect Cost Section A

· Select one of the options. If you are using an established rate, input information in the box at the bottom and submit a copy of the NICRA or State rate with your application.
Applicant Signature Page

· This page must be completed in its entirety and include the applicant’s authorized official and financial officer (as listed on the Application) who will sign the grant agreement. Do not sign this page yet – we will request signatures at the same time the grant agreement is signed. 
FFATA Data 

· This page is not required for State grant funds. 

Personnel Page

· The title of the job description in the narrative must match the title of the position on the budget line item.

· Each position must have a detailed description of their job responsibilities/duties as it relates to the work they are doing on the program. Indicate what is considered a full-time work week in terms of hours.

· Please factor in cost of living increases and raises.

· The information provided (annual salary, # of months on the program, % of time on the program) on the line for each position must match the information in the narrative.
· All other staff who will be funded through this grant but are not the applicant’s employees must be listed under Category 6 (Contractual Services and Subawards).
· Depending on % of time on the program ALL C-suite positions may have to complete the Executive pay compensation form. 
Fringe Benefits

· All fringe must be included in the rate, including flat rate fringe.  The types of fringe benefits must be individuality listed. If certain staff do not receive/decline benefits, state so in the narrative.
Travel
· Current Mileage reimbursement is  $.725per mile. If your agency’s mileage reimbursement rate is less, the lesser amount must be used
· This category is for staff travel ONLY. Non-staff travel will be either in the contractual line item (if the contractor is not a consultant), the consultant line item, or miscellaneous (if the travel is for program participants). 

· All proposed expenses must be necessary, reasonable, and allowable. 

· If the expense will not be used 100% by the program, then the cost must be pro-rated. 

· Cost of conference registration does not go in Travel (these should go under the Contractual tab).
· Reimbursement for lodging, mileage, meal, and per diem must be either your agency’s rate or the State rate, whichever is less. The State of Illinois rates can be found here: Travel Reimbursement Schedule (illinois.gov)
· Other allowable travel costs are:

· Airfare

· Baggage fees (if necessary)

· Hotel taxes

· Ground transportation (if necessary)

· Parking (if applicable)

· Mileage (to and from airport, if necessary) 

· Out-of-state conference (the term “conference” also applies to training activities considered to be conferences under 5 CFR 410.404: meetings, retreats, seminars, or symposiums) travel must follow these rules:

· The grantee may not budget for more than two out-of-state trips within a 12- month period.
· No more than 3 people may attend any one out-of-state conference.
· ICJIA encourages grantees to only send employees who are 100% on the ICJIA-funded program to out-of-state conferences.

· If a grantee’s employee is less than 100% on the program, that employee’s out-of-state travel may be funded for a prorated portion of their travel expenses at a rate equal to the employee’s percentage of time on the program.
· If an employee is on the grant-funded program 50%of the time or more, that employee’s OST travel expenses may be covered in full with grant funds, if the following conditions are met:
· The employee’s attendance at the conference is reasonable and necessary for his or her work on the program;
· There are no in-state conferences that would provide the substantially same content; and
· Either a) the conference is for the sole benefit of the ICJIA-funded program or b) there is no other source of funding available to use to prorate the employee’s travel.

· If an employee is on the grant-funded program <49%of the time or more, all of the OST travel expenses must be pro-rated.

· ICJIA will not fund out-of-state conference travel for contractors who are hired for their expertise or specialty. A contracted generalist may be funded, if the contractor’s travel is otherwise “reasonable and necessary” to the program.

· The maximum allowable hotel rate must be based on the federal rate for that state. The only exception to this rate is if the conference has a negotiated rate with the hotel that is cheaper than the hotel’s normal rate. For example, if the maximum allowable rate is $95, the normal hotel rate is $200, and the hotel’s conference rate is $150, the grantee can budget $150. If the hotel doesn’t have a conference rate, then the maximum allowable rate must be used. 
· If applicable, a link to the conference/training, in state or out of state, must be provided in the narrative
· Out of State travel requires additional prior written approval before the travel occurs, even if it’s been approved in the budget.  These additional requirements will be shared with finalists.
· For any form travel the narrative must state that it’s the most economical form of transportation. 

Equipment- Items that cost over $5,000.00 for one piece of equipment goes on this page. If the cost of the piece of equipment is under $5,000.00 it goes on the commodities page. Same rules apply. 
· Equipment is tangible personal property having a useful life of more than one year and per-unit acquisition cost that exceeds $5,000. 

· State that the equipment will be used 100% for the program if applicable. 

· If the equipment is not being solely used by the grant program, then the cost of the equipment should be pro-rated.

· Show the proration formula and the calculation in the narrative. 

· Each piece of equipment must be mentioned on the line. Do not lump equipment together (ex:  computer/printer), separate out each type of equipment (ex: 3 laptops should be on 1 line; 3 laptops and 2 printers should be on 2 separate lines)
· Any purchases must be reasonable and justifiable to the grant program.

· Each piece of equipment purchased must have its own narrative. Narrative must be detailed to include who will be using? Why? How does it benefit the program?  

· Any equipment purchased that is under $2,000 must be purchased in accordance with the applicant agency’s procurement policy which must comply with all state and federal laws.

· Any equipment purchased that is between $2,000 -  $100,000 must have bids from a least three different vendors or state how the cost of the equipment was determined. 
· If equipment that is being purchased is over $100,000, the grantee has to use a RFP or IFB.

Commodities/Supplies or Items that cost under $5,000.00. See Equipment above. Same rules apply
· A commodity is a tangible item that costs up to $5,000.
· If commodities are not used 100% for the program and are used by the whole agency, then the cost must be pro-rated. 
· Show the proration formula and the calculation in the narrative. Formula(s) used must be shown on the budget line as well as in the narrative.

· Indicate what cost estimates are based on.

Contractual

· Services must be listed by contractor. If the contractor is providing more than one service &/or providing service in more than one area the narrative must provide the details.

· Do not lump sum items &/or costs. Formula(s)used must be shown on the line as well as in the narrative.

· Printed materials funded through this grant need to include the funder disclaimer as stated in the grant agreement. Any item being printed must be reviewed and approved by ICJIA BEFORE being printed.

· Registration fees for all conferences go in this section. 

· Indicate what costs are based on.

· Rent: Agency/sub-contractor cannot have a vested interested in the property that is being rented. Meaning the grantee cannot pay for mortgages/rent to itself. 
· If contracting with sub-contractors/vendors (business entities OR individuals) applicants must submit the following information and forms: 
· Sub-contractors that are business entities must provide DUNS#, Cage code, SAM.gov expiration date. Sub contractors/vendors that are individuals do not require UEI#, CAGE Code, SAM.gov Registration.  
· Each subcontractor must have their costs broken out in the narrative or in a separate budget. Sub-contractor budgets must contain the exact detail that is mentioned below for all categories:
· Personnel / Commodities / Equipment / Contractual / Other

· Agencies must obtain additional written approval of subcontractors by submitting:

· A Subcontractor Form for all contractors (individual or Agency). This document can be obtained by your grant monitor.
· Sole Source Justification Forms for contractors (individuals or agency) if the subcontractor is not selected competitively. This document can be obtained by your grant monitor. Note: if using sole source, a copy of invoice or contract between subcontractor and another entity that shows them charging same or lower rate for similar service must be submitted)
· Draft subcontract (or existing subcontract) for all sub-contractors (individual or agency) 

· All subcontractor documents reviewed and approved by ICJIA before the subcontractor can begin work on the program. Services provided before that approval date cannot be billed for.
· Do not state the contractor name in the budget, unless your agency will be seeking ICJIA sole source approval of the contractor in lieu of competitive selection of the contractor.  Use contractor 1, contractor 2 or list by service…example counseling, substance abuse treatment.
Indirect Costs

· Indirect/direct costs – State in the budget narrative what indirect costs will be covered with the indirect cost expenses.  

· If applicant received state funding in the current fiscal year, per the Grant Accountability and Transparency Act (GATA), the applicant is required to make indirect cost rate elections in the State of Illinois Indirect Cost Rate System, even if the grantee chooses not to accept an indirect cost rate for this grant. 

· For specifics, please click on the State Indirect Cost Rate System for more information.
PRO-RATION FORMULAS
· Personal contractual cost (i.e. Cell phones, pagers, license, malpractice insurance)

· Cost of contract x percentage of time on the program

· Example (cell phone $50/month): 50 x .75 (time on the program) x 12 (length of the program)= $450 estimated cost  

· Office contractual expense/ equipment cost shared by more than one program in the office

· Pro-ration rate= number of FTE (Full-Time Equivalents) working on the grant program divided by total number of people working in the office.
· 2.5 (FTEs working on the grant) ÷ 10 (people working in the office) = .25 pro-ration rate. 
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