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BUDGET AND NARRATIVE WORKSHEET
	BUDGET
	GRANT FUNDS

	A. Personnel


	$

	B. Fringe Benefits


	$

	C. Contracts
	$

	D. Supplies


	$

	E. Equipment


	$

	F. Operating cost

	$

	TOTAL
	$


BUDGET COMPUTATION and NARRATIVE

INSTRUCTIONS: Please provide the computation for arriving at these expenditures as well as a brief narrative explaining how these expenditures relate to the project/program outputs and outcomes.  The budget narrative should itemize all costs and provide a detailed narrative explaining and justifying each budget item. All funds listed in the budget will be subject to an audit.

Applicants must provide the percentage or number of hours proposed to fulfill the applicant’s proposed goals and objectives.
A. PERSONNEL: List each position by title and name of employee, if available.  Show the annual salary rate and the percentage of time to be devoted to the project.  These costs are for salaries of staff positions that are essential to the success of the project and that have actual devoted time on the project. Personnel listed here should be salaried/hourly employees of the organizations. Contractors/consultants should be listed in the Consultants/Contracts category.
	Name/Position
	Salary/Hour rate
	Project Allocation
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


A. PERSONNEL:

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item. Include as an attachment resumes, certifications, and awards. 
B. FRINGE BENEFITS: Fringe benefits should be based on actual known costs. Fringe benefits are by employee and benefit (i.e. healthcare, taxes). Breakdown of all fringe benefits needed and the percentage/costs must be provided for each employee stated in the Personnel category. Fringe benefits include, but are not limited to, healthcare, taxes, paid time off, insurance, retirement plans, and other fringe benefits.

	Name/Position
	Fringe Benefits
	Project Allocation
	Cost
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B. FRINGE BENEFITS:

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.

C. ContractS: 

Contract and consulting services, including contracts such as rent, IT contracts, technical assistance, training, outsourcing of program services, maintenance/service agreements, accounting, etc. that can be directly attributed to grant-funded activities. Provide a description of the project or services to be procured by contractor and an estimate of the costs.  
Contracts: Provide a description of the product or service to be procured by contract and an estimate of the cost. Applicants are encouraged to promote free and open competition in awarding contracts. A separate justification must be provided for sole source contracts in excess of $100,000.

Rent expenses should be based on project allocation. 
	Service Provider/Vendor
	Computation
	Total

Price 
	Project Allocation
	Charged to Grant
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C. CONTRACTS: 

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.

D. SUPPLIES: 

List items by type (office supplies, training materials, copying paper, and expendable equipment items costing less than $5,000, such as books,  but not to include  movable equipment – see the Equipment category) and show the basis for computation. Generally, supplies include any materials that are expendable or consumed during the course of the project. Activities must be clearly outlined in the applicant budget. The proposed activity must have an agenda with an attendee listing and this information will be requested with any reimbursement payment.

	Service Provider/Vendor
	Computation
	Total Price
	Project Allocation
	Charged to Grant
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D.  SUPPLIES: 

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.

E. EQUIPMENT: 

List the non-expendable equipment that will be purchased under the grant.  (Note: expendable items should be included in the “Supplies” category). Provide a description in the budget narrative explaining how the equipment is necessary for the success of the project and include all known vendors.
Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.

	Service Provider/Vendor
	Computation
	Total 

Price
	Project Allocation
	Charged to Grant
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E. EQUIPMENT: 

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.

F. OPERATING COSTS: List items by type that will be charged to the grant. These funds are limited to 10% of total project cost.
	Service Provider/Vendor
	Computation
	Total 

Price
	Project Allocation
	Charged to Grant
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F.  OPERATING COSTS: 

Budget Narrative

Provide detailed description of all costs, explaining and justifying each budget item.
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