[bookmark: _Toc493667584][bookmark: _Toc496275572]Appendix K – Sample Budget and Justification (no match required)
 [A sample match budget and sample braided budget are available from OFR.]
All applications must have a detailed budget justification and narrative that explains the federal and the non-federal expenditures broken out by the object class cost categories listed on SF-424A − Section B (Budget Category) for non-construction awards.
· The Budget Narrative must match the costs identified on the SF-424A form and the total costs on the SF-424.
· The budget narrative and justification must be consistent with and support the Project Narrative.

· The budget narrative and justification must be concrete and specific. It must provide a justification for the basis of each proposed cost in the budget and how that cost was calculated. Examples to consider when justifying the basis of your estimates can be ongoing activities, market rates, quotations received from vendors, historical records. The proposed costs must be reasonable, allowable, allocable, and necessary for the supported activity.
Refer to the program specific Funding Restrictions/Limitations and the Standard Funding Restrictions in the FOA, as well as to 45 CFR Part 75 (https://www.ecfr.gov/cgi-bin/text-idx?node=pt45.1.75, for applicable administrative requirements and cost principles. 
A SAMPLE BUDGET AND NARRATIVE JUSTIFICATION ARE PROVIDED AS WELL AS INSTRUCTIONS FOR COMPLETING THE SF-424A. YOU ARE STRONGLY ENCOURAGED TO USE THE SAMPLE BUDGET NARRATIVE STRUCTURE AS APPLICABLE.  A SAMPLE OF A COMPLETED SF-424A IS PROVIDED AT THE END OF THIS APPENDIX.
A. Personnel
Provide the following information for the budget narrative and justification:
1. Position – Provide the title of the position and an explanation of the roles and responsibilities of the position as it relates to the objectives of the award supported project.
a. The position must be relevant and allowable under the project.
b. The salaries of facilities and administrative (F&A) administrative and clerical staff are normally treated as indirect costs (45 CFR §75.413c). Direct charging of these costs may be appropriate only if all of the following conditions are met:
i. administrative/clerical services are directly integral to a project or activity;
ii. individuals involved can be specifically identified with the project or activity; and
iii. the costs are not also claimed as indirect costs.

2. Name – The name of the individual to serve in the position. If the position is vacant, identify the anticipated hire date.

a. If the position is being performed by someone other than a full-time, part-time, or temporary employee of the applicant organization (e.g., consultant or contractor), the grant-supported position should be listed under the contracts category.
3. Key Personnel – Identify if the position is key personnel required by the FOA:
a. Key staff positions require prior approval by SAMHSA after review of credentials and job descriptions.
4. Salary/Rate – The estimated annual salary or rate. If providing a rate, specify the time basis (e.g., hourly, weekly).
a. Salaries should be comparable to those within your organization. 
b. If the position is not being charged to the Federal award, but the individual is working on the project identify the salary/rate as an “in-kind” cost.
5. Level of Effort (LOE) − The level of effort (percentage of time) that the position contributes to the project.

a. Personnel cannot exceed 100% of their time on all active projects (including other Federal awards).
b. You should ensure the cost of living increase is built into the budget and justified.

6. Total Salary – The total salary/amount each position is paid based on their contribution to the project.
a. If the position is not being charged to the Federal award, identify the cost as $0.
The key staff positions identified in Section I-2 Expectations must be included in the   Personnel section and/or the Contractual Section (F). In addition, the Project Director must be the same as the Project Director listed on the HHS Checklist.
FEDERAL REQUEST – Sample Personnel Narrative
	[bookmark: _Toc280258986][bookmark: _Toc306973092][bookmark: _Toc317150077][bookmark: _Toc318707614]
Position
(1)
	[bookmark: _Toc280258987][bookmark: _Toc306973093][bookmark: _Toc317150078][bookmark: _Toc318707615]Name
(2)
	

Key Staff (3)
	[bookmark: _Toc280258988][bookmark: _Toc306973094][bookmark: _Toc317150079][bookmark: _Toc318707616]Annual Salary/Rate (4)
	[bookmark: _Toc280258989][bookmark: _Toc306973095][bookmark: _Toc317150080][bookmark: _Toc318707617]Level of Effort
(5)
	[bookmark: _Toc280258990][bookmark: _Toc306973096][bookmark: _Toc317150081][bookmark: _Toc318707618]Total Salary Charge to Award
(6)

	(1) Project Director
	Alice Doe
	Yes
	$64,890
	10%
	$6,489

	(2) Program Coordinator
	Vacant, to be hired within 60 days of anticipated award date
	

No
	$46,276
	100%
	$46,276

	(3) Clinical Director
	Jane Doe
	No
	In-kind cost
	20%
	0


[bookmark: _Toc280258991][bookmark: _Toc306973097][bookmark: _Toc317150082][bookmark: _Toc318707619][bookmark: _Toc342484289]
	FEDERAL REQUEST (enter in Section B column 1, line 6a of SF-424A)
	$52,765



FEDERAL REQUEST – Sample Justification for Personnel
1. The Project Director will provide daily oversight of the grant. This position is responsible for overseeing the implementation of the project activities, internal and external coordination, developing materials, and conducting meetings.
2. The Program Coordinator will coordinate project service and activities, including training, communication and information dissemination.

B. Fringe Benefits
Fringe benefits are allowances and services provided to employees as compensation in addition to regular salaries and wages. Fringe benefits charged to an award must comply with HHS regulations at 45 CFR §75.431 (https://www.ecfr.gov/cgi-bin/text-idx?node=pt45.1.75).
Provide the following information for the narrative and justification:
1. Position – The title of the position being charged to the award to which the fringe rate is being applied.
2. Name – The name of the individual associated with the position (note if the position is vacant.)
3. Rate – The total fringe benefit rate used and a clear description of how the computation of fringe benefits was done.
a. The justification must detail the elements that comprise the fringe benefits, e.g., FICA, worker’s compensation. If a fringe benefit rate is not used, you should explain how the fringe benefits were computed for each position.
4. Total Salary Charged to Award – Use the amount provided under section A. Personnel (6).
5. Total Fringe Charged to Award − Provide total fringe amount based on the rate applied to the total salary charted to the award.
a. Fringe benefits charged to the award can only reflect the percentage of time devoted to the project.
b. [bookmark: _Toc280258992][bookmark: _Toc306973098][bookmark: _Toc317150083][bookmark: _Toc318707620]Do not combine the fringe benefit costs with direct salaries and wages in the personnel category.
FEDERAL REQUEST - Sample Fringe Benefits Narrative
	
Position
(1)
	
Name
(2)
	
Rate
(3)
	Total Salary Charged to Award
(4)
	Total Fringe Charged to Award
(5)

	Project Director
	Alice Doe
	29.65%
	$6,489
	$1,924

	Program Coordinator
	Vacant, to be hired within 60 days of anticipated award date.
	29.65%
	$46,276
	$13,720


	FEDERAL REQUEST (enter in Section B column 1, line 6b of SF-424A)
	$15,644



FEDERAL REQUEST – Sample Justification for Fringe Benefits 
XYZ organization’s Fringe benefits are comprised of:
	Fringe Category
	Rate

	Retirement 
	10%

	FICA 
	7.65%

	Insurance
	6%

	Social Security
	6%

	Total
	29.65%



The fringe benefit rate for full-time employees for years one and two is calculated at 29.65%.  For years three, four, and five is anticipated to increase to 31%.
C. Travel

Travel costs charged to an award must comply with HHS regulations at 45 CFR §75.474. If your organization does not have documented travel policies, the federal GSA rates must be used (https://www.gsa.gov/portal/category/26429). If specific travel details are unknown, the basis for proposed costs should be explained (e.g., historical information).
Funds requested in the travel category should be only for project staff. Travel for consultants and contractors should be shown in the “Contract” cost category along with consultant/contractor fees. Because these costs are associated with contract-related work, they must be billed under the “Contract” cost category. Travel for training participants, advisory committees, and review panels should be itemized the same way as in this section but listed in the “Other” cost category.

Provide the following information for the narrative and justification:
1. Purpose – Briefly note the purpose of the travel, e.g., regional conference, training, site visit.
a. The justification must identify the need for the travel if the travel is not specifically required by the FOA.
b. The narrative description should include the purpose, why it is necessary and directly relates to the scope of work, number of trips planned, staff that will be making the trip, and approximate dates.
2. Location – specify the start and end locations of the trip 
3. Item – specify the costs associated with travel, e.g., mode of transportation accommodations, per diem.
4. Rate Calculation – specify the basis for the travel costs.
a. For mileage, specify the number of miles and the cost per mile. For air        transportation, specify the cost.  For per diem, specify the number of days and daily cost. For lodging, specify the number of nights and daily cost.
b. Costs for contingencies and miscellaneous costs are not allowable.
5. Travel Cost Charged to Award – provide the total cost of the travel to be charged to the award during the budget period.

FEDERAL REQUEST – Sample Travel Narrative
	Purpose
(1)
	Destination
(2)
	Item
(3)
	Calculation
(4)
	Travel Cost Charged to the Award
(5)

	Mandatory Recipient Conference
	Chicago, IL  to Washington D.C.
	Airfare
	$200/flight x 2
	$400

	
	
	Hotel
	$180/night x 2 persons x 2 nights
	$720

	
	
	Per Diem (meals and incidentals)
	$46/day x 2 persons x 2 days
	$184

	Local Travel
	
	Mileage
	3,000 miles @.38/mile
	$1,140



	FEDERAL REQUEST - (enter in Section B column 1, line 6c of SF-424A
	$2,444



FEDERAL REQUEST:  Sample Justification for Travel
1. Two staff (Project Director and Evaluator) to attend mandatory recipient meeting in Washington, D.C.
2. Local travel is needed to attend local meetings, project activities, and training events. Local travel rate is based on organization’s policies/procedures for privately owned vehicle reimbursement rate.

D. Equipment
Equipment is a single item of tangible, nonexpendable, personal property that has a useful life of more than one year and a value of $5,000 or more (or a cost capitalization threshold established by the applicant organization that is less). For example, an applicant may classify equipment at $1,500 with a useful life of a year.
Provide the following information for the narrative and justification:
1. Item(s) – Describe the equipment item(s) being purchased. The justification must relate the use of each item to the scope of work and implementation of specific program objectives.
2. Quantity – Identify the number of items to be purchased.
3. Amount – The total cost of purchase or lease the equipment.
a. The justification should include the basis of how costs were estimated, e.g., fair market value, cost quotes.
b. The justification should include a lease versus purchase analysis, or a statement addressing if it is feasible and/or cost effective to lease versus purchase.
4. Percentage Charged to the Award – The percentage of equipment’s value to be charged to the award
5. Total Charged to the Award – The total cost of the equipment to that will be charged to the award.
FEDERAL REQUEST – Sample Equipment Narrative
	
Item(s)
(1)
	
Quantity
(2)
	
Amount
(3)
	
% Charged to the Award
(4)
	Total Cost Charged to the Award
(5)

	
	
	
	
	



	FEDERAL REQUEST − (enter in Section B column 1, line 6d of SF-424A)
	$0



E. Supplies
Supplies are items costing less than $5,000 per unit (federal definition), often having one-time use.
Provide the following information for the narrative and justification:
1. Items – list supplies by type, e.g., office supplies, postage, laptop computers. 
a. The justification must include an explanation of the type of supplies to be purchased and how it relates back to meeting the project objectives.
2. Calculation – describe the basis for the cost, specifically the unit cost of each item, number needed and total amount.
3. Supply Cost Charged to the Award − provide the total cost of the supply items to be charged to the award during the budget period.

FEDERAL REQUEST – Sample Supplies Narrative
	[bookmark: _Toc280259002][bookmark: _Toc306973108][bookmark: _Toc317150093][bookmark: _Toc318707630]Item(s)
	[bookmark: _Toc280259003][bookmark: _Toc306973109][bookmark: _Toc317150094][bookmark: _Toc318707631]Rate
	[bookmark: _Toc280259004][bookmark: _Toc306973110][bookmark: _Toc317150095][bookmark: _Toc318707632]Cost

	General office supplies
	$50/mo. x 12 mo.
	$600

	Postage
	$37/mo. x 8 mo.
	$296

	Laptop Computer
	1 x $900
	$900

	Printer
	1 x $300
	$300

	Projector
	1 x $900
	$900

	Copies
	8000 copies x .10/copy
	$800



	FEDERAL REQUEST − (enter in Section B column 1, line 6e of SF-424A)
	$3,796



FEDERAL REQUEST – Sample Justification for Supplies
1. Office supplies, copies and postage are needed for general operation of the project.
2. The laptop computer and printer are needed for both project work and presentations for Project Director.
3. The projector is needed for presentations and workshops. All costs were based on retail values at the time the application was written.

F. Contract
List the budgets for each sub-award, contract, consultant, or consortium agreement. Please note the differences between sub-awards, contracts, consultants, and consortium agreements:

· Sub-recipient means a non-Federal entity that receives a sub-award from a pass-through entity to carry out part of a Federal award, including a portion of the scope of work or objectives. Grant recipients are responsible for ensuring that all sub-recipients comply with the terms and conditions of the award, per 45 CFR §75.101.
· Contracts are a legal instrument by which the grant recipient purchases good and services needed to carry out the project or program under a Federal award.  Contracts include vendors (dealer, distributor or other sellers) that provide, for example, supplies, expendable materials, or data processing services in support of the project activities. The grant recipient must have established written procurement policies and procedures that are consistently applied. All procurement transactions shall be conducted in a manner to provide to the maximum extent practical, open and free competition. Per 45 CFR §75.2, when the substance of a contract meets the definition of sub-award, it must be treated as a sub-award.
· Consortium Agreements are between entities (which may or may not include the grant recipient) working collaboratively on an award supported project. They address the roles, responsibilities, implementation, and rights and responsibilities between entities collaborating on an award.
· Consultants are individuals retained to provide professional advice or services for a fee. Travel for consultants and contractors should be shown in this category along with consultant/contractor fees.

Provide the following information for the narrative and justification:

1. Name – Provide the name of the entity and identify if it is a sub-recipient, contractor, or consultant.
2. Service – Identify the products or services to be obtained.
a. As part of the justification provide a summary of the scope of work, the specific tasks to be performed, the necessity of the task for each sub-award or contract as it relates to the Project Narrative. Include the dates/length for the performance period. NOTE: costs that are outside the period of performance of the award cannot be charged to the award.
3. Rate – provide an itemized line item breakdown.
a. If applicable, include any indirect costs paid under a sub-award and the indirect cost rate used. Do not incorporate sub-recipient, contract, or consultant indirect costs under the indirect costs line item for the grantee/recipient on the SF-424A and Section J of the budget narrative/justification.
4. Contract Costs Charged to the Award − Provide the total of the sub-recipient, consultant, or contract costs to be charged to the award during the budget period.

COSTS FOR CONTRACTS MUST BE BROKEN DOWN IN DETAIL AND A NARRATIVE JUSTIFICATION PROVIDED. IF APPLICABLE, NUMBERS OF CLIENTS SHOULD BE INCLUDED IN THE COSTS.
FEDERAL REQUEST – Sample Contracts Narrative
	[bookmark: _Toc280259005][bookmark: _Toc306973111][bookmark: _Toc317150096][bookmark: _Toc318707633]Name (1)
	[bookmark: _Toc280259006][bookmark: _Toc306973112][bookmark: _Toc317150097][bookmark: _Toc318707634]Service (2)
	[bookmark: _Toc280259007][bookmark: _Toc306973113][bookmark: _Toc317150098][bookmark: _Toc318707635]Rate (3)
	[bookmark: _Toc280259008][bookmark: _Toc306973114][bookmark: _Toc317150099][bookmark: _Toc318707636]Other
	[bookmark: _Toc280259009][bookmark: _Toc306973115][bookmark: _Toc317150100][bookmark: _Toc318707637]Cost (4)

	(1) State Department of Human Services
	Training
	$250/individual x 3 staff
	5 days
	$    750

	
(2) Treatment Services

	1040 Clients
	$27/client per year
	
	$28,080

	(3) John Smith (Case Manager)
	Treatment Client Services
	

1FTE @ $27,000 + Fringe Benefits of $6,750 = $33,750


	*Travel at 3,126 @ .50 per mile = $1,563
*Training course $175
*Supplies @ $47.54 x 12 months or $570
*Telephone @ $60 x 12 months = $720
*Indirect costs = $9,390 (negotiated with contractor)
	$46,168

	
(4) Jane Smith

	Evaluator
	$40 per hour x 225 hours
	12 month period
	$9,000

	(5) To Be Announced
	Marketing Coordinator

	Annual salary of $30,000 x 10%  level of effort
	
	$3,000



	FEDERAL REQUEST – (enter in Section B column 1, line 6f of-424A)
	$86,998


*Represents separate/distinct requested funds by cost category
FEDERAL REQUEST – Sample Justification for Contracts
1. Certified trainers are necessary to carry out the purpose of the statewide Consumer Network by providing recovery and wellness training, preparing consumer leaders statewide, and educating the public on mental health recovery. 
2. Client treatment services to be provided are based on organizational history of expenses.
3. The Case Manager is vital to providing client services related to the program and leading to successful outcomes.
4. The Evaluator is an experienced individual (Ph.D. level) with expertise in substance abuse, research and evaluation, is knowledgeable about the population of focus, and will be responsible for all data collection and reporting.
5. The Marketing Coordinator will develop a plan for public education and outreach efforts to engage clients in the community about recipient activities; and provide presentations at public meetings and community events to stakeholders, community civic organizations, churches, agencies, family groups and schools.

G. Construction
Construction or major alternation and renovation are not authorized under this program. Leave this section blank on line 6g of the SF-424A. Such activities are allowable only when program legislation includes specific authority for construction. If requesting consideration of minor alteration and renovation, provide those costs under the “Other” cost category (line 6h of the SF-424A and Section H of the budget narrative/justification).

H. Other
[bookmark: _Toc90713309][bookmark: _Toc93133741][bookmark: _Toc93133799][bookmark: _Toc93134311]This category addresses any costs not included in of the other cost categories. Costs that fall under “Other” would include:
· Minor alteration and renovation (Minor A & R)
· Minor A & R is defined as work that changes the interior arrangement or other physical characteristics of an existing facility or installed equipment so that it can be used more effectively for its currently designed purpose or adapted to an alternative use to meet a programmatic requirement. Alteration and renovation may include work referred to as improvements, conversion, rehabilitation, or remodeling, but is distinguished from new facility construction, facility expansion, or major alterations and renovation where the total Federal and non-Federal costs, excluding moveable equipment (equipment that is not permanently affixed), exceeds $500,000.

· No more than $75,000 in Federal funds over the total period of performance may be used to support minor A&R activities, and such requested must be submitted to the GMS for formal prior approval. SAMHSA grant funds cannot be used to support the construction, expansion or major alternation and renovation of facilities.  If the proposed project is part of a larger overall project that exceeds $500,000, it may not be artificially segmented to achieve the cost threshold.
· Rent
· Client incentives
· Telephone
· Travel for training participants, advisory committees, and review panels
· Training activities (except costs for consultant and/or contractual).

Provide the following information for the narrative and justification:
1. Item − List items by type of material or nature of expense. In the justification, explain the necessity of each cost for successful implementation and completion of the project.
2. Rate − Break down costs by quantity and cost per unit as applicable.  
NOTE: Rent costs must be submitted with the following information: 
· The individual cost items that make up the total cost of the building
· The methodology used to allocate the costs to the programs or activities operating in the building
· Rent Questions Worksheet https://www.samhsa.gov/sites/default/files/rentquestionsworksheet.docx 
· Supporting documentation
3. Costs Charged to the Award – provide the costs charged to the award.

FEDERAL REQUEST – Sample Narrative for “Other”
	[bookmark: _Toc280259010][bookmark: _Toc306973116][bookmark: _Toc317150101][bookmark: _Toc318707638]Item
	[bookmark: _Toc280259011][bookmark: _Toc306973117][bookmark: _Toc317150102][bookmark: _Toc318707639]Rate
	[bookmark: _Toc280259012][bookmark: _Toc306973118][bookmark: _Toc317150103][bookmark: _Toc318707640]Cost

	(1) Rent*
	$15/sq. ft. x 700 sq. feet
	$10,500

	(2) Telephone
	$100/mo. x 12 mo.
	$1,200

	(3) Client Incentives
	$10/client follow-up x 278 clients
	$2,780

	(4) Brochures
	.89/brochure X 1500 brochures
	$1,335



	FEDERAL REQUEST  (enter in Section B column 1, line 6h of SF-424A)
	$15,815



FEDERAL REQUEST – Sample Justification for Other
1. Costs related to office space are typically included in the indirect cost rate agreement. However, if other rental costs for service site(s) are necessary for the project, they may be requested as a direct charge. The rent is calculated by square footage or FTE and reflects SAMHSA’s fair share of the space.

*If rent is requested (direct or indirect), provide the name of the owner(s) of the space/facility. Additionally, the lease and floor plan (including common areas) are required for all projects allocating rent costs.
2. The monthly telephone costs reflect the percent of effort for the personnel listed in this application for the SAMHSA project only.
3. The $10 incentive is needed to meet program goals in order to encourage attendance and follow-up with 278 clients
Brochures will be used at various community functions, such as health fairs and exhibits.

I. Total Direct Charges
	FEDERAL REQUEST – TOTAL DIRECT CHARGES  -  Section B column 1, line 6i of SF-424A
(The Total Direct Charges will sum automatically on the form)
	$177,462



J. Indirect Cost Rate
Indirect costs are those costs incurred for common or joint objectives which cannot be readily identified with an individual project or program but are necessary to the operations of the organization. Indirect costs may be charged to the award if:
· The applicant has a Federally approved indirect cost rate
· The applicant has never received a negotiated indirect cost rate and elects to 
          charge a de minimis rate of 10 percent of modified total direct costs (MTDC) 
          which can be used indefinitely for all awards until an indirect cost rate is 
          approved. If the de minimis rate is proposed the applicant must clearly state in 
          their justification that they have never received a negotiated IDC rate and are 
          electing to charge a de minimis rate of 10% of modified total direct costs (MTDC).
          The MTDC indirect cost rate may be applied to:
· All direct salaries and wages charged to the award;
· Applicable fringe benefits;
· Materials and supplies;
· Services;
· Travel; and
· Sub-contracts (first $25,000 of each sub-contract)

The MTDC excludes equipment, capital expenditures, charges for patient care, rental costs, tuition reimbursement, scholarships and fellowships, participant support costs, and the portion of each sub-award in excess of $25,000.

· If the FOA is for a training grant or cooperative agreement, the indirect cost rate is limited to 8 percent. Please refer to 45 CFR §75.414 at https://www.ecfr.gov/cgi-bin/text-idx?node=pt45.1.75#se45.1.75_12, for more information about indirect costs and facilities and administrative costs.

Provide the following information for the narrative and justification:
1. Calculation – Briefly summarize type of indirect cost rate.
a. Attach a copy of the current fully executed, negotiated agreement indirect cost rate agreement. The applicable indirect cost rate(s) negotiated by the organization with the cognizant negotiating agency must be used in computing indirect costs (F&A) for a proposal (2 CFR §200.414). The amount for indirect costs should be calculated by applying the current negotiated indirect cost rate(s) to the approved base(s).
2. Indirect Cost Charged to the Award – list the total indirect costs that will be charged to the award. Costs must be calculated using the correct indirect cost base award (the categories of costs to which the indirect cost rate is applied).

	Calculation
(1)
	Indirect Cost Charged to the Award
(2)

	Organization’s Indirect Cost Rate of 10% (10% of personnel and fringe  - .10 x $68,409)
	$6,841



	FEDERAL REQUEST – (enter in Section B column 1, line 6j of-SF-424A)
	$6,841




	
FEDERAL REQUEST − TOTALS (6k) will sum automatically on the SF-424A

	ADDITIONAL INSTRUCTIONS ON COMPLETING THE SF- 424A
In Section A, Use the first row only (Line 1) to report the total federal (e) funds and non-federal (f) funds requested for the first year of your project only.
In Section B, Use the first column only (Column 1) to report the budget category breakouts (Lines 6a through 6h) and indirect charges (Line 6j) for the total funding requested for the first year of your project only.  This total amount in 6k should be the same as the Total Federal Request for Year 1 entered on Line 1, Column (e) of Section A.
In Section C, if applicable, enter the funding/resources that your organization will contribute (Applicant) as well as support you expect to receive from the State or other sources. Other support is defined as funds or resources, whether federal, non-federal or institutional, in direct support of activities through fellowships, gifts, prizes, in-kind contributions or non-federal means. [See Appendix H – Standard Funding Restrictions for information on allowable costs.]

In Section D Line 13, the funds needed for each quarter should be entered.  The amount entered in “Total for First Year” should be the same as the amount entered in Column 1, Line 6k in Section B.  Enter the amount for each quarter. The total in column 1 will sum automatically. Use the first row for federal funds and the second row for non-federal funds.

In Section E, the funds being requested for Years 2, 3, 4, and 5 should be entered. For example, Year 2 will be entered in column (b), Year 3 in column (c), etc.
A sample of a completed SF-424A is included at the end of this appendix.



Provide the total proposed project period and federal funding as follows:

Proposed Project Period
a.	Start Date: 09/30/2018	b.	End Date: 09/29/2023

BUDGET SUMMARY (should include future years and projected total)
	[bookmark: _Toc280259013][bookmark: _Toc306973119][bookmark: _Toc317150104][bookmark: _Toc318707641]Category
	[bookmark: _Toc280259014][bookmark: _Toc306973120][bookmark: _Toc317150105][bookmark: _Toc318707642]Year 1
	[bookmark: _Toc280259015][bookmark: _Toc306973121][bookmark: _Toc317150106][bookmark: _Toc318707643]Year 2*
	[bookmark: _Toc280259016][bookmark: _Toc306973122][bookmark: _Toc317150107][bookmark: _Toc318707644]Year 3*
	[bookmark: _Toc280259017][bookmark: _Toc306973123][bookmark: _Toc317150108][bookmark: _Toc318707645]Year 4*
	[bookmark: _Toc280259018][bookmark: _Toc306973124][bookmark: _Toc317150109][bookmark: _Toc318707646]Year 5*
	[bookmark: _Toc280259019][bookmark: _Toc306973125][bookmark: _Toc317150110][bookmark: _Toc318707647]Total Project Costs

	Personnel
	$52,765
	$54,348
	$55,978
	$57,658
	$59,387
	$280,136

	Fringe
	$15,644
	$16,114
	$17,353
	$17,873
	$18,409
	$85,393

	Travel
	$2,444
	$1,140
	$2,444
	$1,140
	$1,375
	$8,543

	Equipment
	0
	0
	0
	0
	0
	0

	Supplies
	$3,796
	$3,796
	$3,796
	$3,796
	$3,796
	$18,980

	Contractual
	$86,998
	$86,998
	$86,998
	$86,998
	$86,998
	$434,990

	Other
	$15,815
	$13,752
	$11,629
	$9,440
	$7,187
	$57,823

	Total Direct Charges
	$177,462
	$176,148
	$178,198
	$176,905
	$177,152
	$885,865

	Indirect Charges
	$6,841
	$7,046
	$7,333
	$7,553
	$7,780
	$36,553

	Total Project Costs
	$184,303
	$183,194
	$185,531
	$184,458
	$184,932
	$922,418



*FOR REQUESTED FUTURE YEARS:

1. Justify and explain any changes to the budget that differ from the amounts reported in the Year 1 Budget Summary.
2. If a cost of living adjustment (COLA) is included in future years, provide your organization’s personnel policy and procedures which states that all employees within the organization will receive a COLA.
In Section IV-3 of the FOA, any funding limitations or restrictions for the project will be specified. If there are limitations, include a narrative and separate budget for each year of the grant that shows the percent of the total grant award that will be used in the area where there is a limitation. For example, most FOAs include funding limitations for data collection and performance assessment. A sample budget for this area is shown below.
	Data Collection & Performance Measurement
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total Data Collection & Performance Measurement
Costs

	Personnel
	$6,700
	$6,700
	$6,700
	$6,700
	$6,700
	$33,500

	Fringe
	$2,400
	$2,400
	$2,400
	$2,400
	$2,400
	$12,000

	Travel
	$100
	$100
	$100
	$100
	1$100
	$500

	Equipment
	0
	0
	0
	0
	0
	0

	Supplies
	$750
	$750
	$750
	$750
	$750
	$3,750

	Contractual
	$24,000
	$24,000
	$24,000
	$24,000
	$24,000
	$120,000

	Other
	0
	0
	0
	0
	0
	0

	Total Direct Charges
	$33,950
	$33,950
	$33,950
	$33,950
	$33,950
	$169,750

	Indirect Charges
	$910
	$910
	$910
	$910
	$910
	$4,550

	Total Data Collection & Performance Measurement Charges
	$34,860
	$34,860
	$34,860
	$34,860
	$34,860
	$174,300



The percentage of the budget that will be spent on data collection and performance measurement does not exceed 20% for any budget period. Maximum percentage for any budget period is 18.9% ($34,860/$184,303 – Year 1).
A sample budget for funding limitations related to infrastructure development is shown below.
	Infrastructure Development
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total Infra-structure Costs

	Personnel
	$2,250
	$2,250
	$2,250
	$2,250
	$2,250
	$11,250

	Fringe
	$558
	$558
	$558
	$558
	$558
	$2,790

	Travel
	0
	0
	0
	0
	0
	0

	Equipment
	$15,000
	0
	0
	0
	0
	$15,000

	Supplies
	$1,575
	$1,575
	$1,575
	$1,575
	$1,575
	$7,875

	Contractual
	$5,000
	$5,000
	$5,000
	$5,000
	$5,000
	$25,000

	Other
	$1,617
	$2,375
	$2,375
	$2,375
	$2,375
	$11,117

	Total Direct Charges
	$26,000
	$11,758
	$11,758
	$11,758
	$11,758
	$73,032

	Indirect Charges
	$280
	$280
	$280
	$280
	$280
	$1,400

	Total Infrastructure Costs
	$26,280
	$12,038
	$12,038
	$12,038
	$12,038
	$74,432



The maximum percentage of the budget that will be spent on infrastructure development for any budget period is 14.2% ($26,280/$184,303 – Year 1).
SAMPLE OF COMPLETED SF-424A
                         SECTION A – BUDGET SUMMARY
	Grant Program Function or Activity
     (a)
	Catalog of Federal Domestic Assistance Number
     (b)
	Estimated Unobligated Funds

	New or Revised Budget


	
	
	Federal
(c)
	Non-Federal
       (d)
	Federal
(e)
	Non-Federal
(f)
	  Total
    (g)

	1. Title of          
    FOA
	     93.243
	
	
	$184,303
	
	$184,303

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5. Totals
	
	
	
	$184,303
	
	$184,303


                                                                                                                                       Standard Form 424A
SECTION B – BUDGET CATEGORIES
	6. Object Class Categories

	           GRANT PROGRAM FUNCTION OR ACTIVITY

	   Total
     (5)


	
	(1)  Title of    
       FOA
	(2)
	(3)
	(4)
	

	a.  Personnel
	$52,765
	
	
	
	$52,765

	b.  Fringe    
     Benefits
	$15,644
	
	
	
	$15,644

	c.  Travel
	$2,444
	
	
	
	$2,444

	d.  Equipment
	$0
	
	
	
	$0

	e.  Supplies
	$3,796
	
	
	
	$3,796

	f.  Contractual
	$86,998
	
	
	
	$86,998

	g.  Construction
	$0
	
	
	
	$0

	h.  Other
	$15,815
	
	
	
	$15,815

	i.  Total Direct
     Charges 
     (sum 6a-6h)
	$177,462
	
	
	
	$177,462

	j.  Indirect Charges
	$6,841
	
	
	
	$5,6,841

	k.  TOTALS (sum of 6i and 6j)
	$184,303
	
	
	
	$184,303

	7.  Program Income
	
	
	
	
	


                                                                                                                                   Standard Form 424A

	                                   SECTION C – NON-FEDERAL RESOURCES

	   (a) Grant Program
	(b) 
Applicant
	(c)
 State
	(d) 
Other Sources
	(e) 
TOTALS

	8.  Title of FOA
	
	
	
	

	9.
	
	
	
	

	10.
	
	
	
	

	11.
	
	
	
	

	12.  TOTAL (sum of lines 8-11)
	$
	$
	$
	$

	                                    SECTION D – FORECASTED CASH NEEDS

	13. Federal
	Totals for 1st Year             
              $184,303
	1st Quarter
$46,075
	2nd Quarter
$46,076
	3rd Quarter
$46.076
	4th Quarter
$46,076

	14.  Non-Federal
	
	
	
	
	

	15.TOTAL (sum of lines 13 and 14)
	              $184,303
	$46,075
	$46,076
	$46,076
	$46,076

	 SECTION E – BUDGET ESTIMATES OF FEDERAL FUNDS  NEEDED FOR BALANCE OF THE PROJECT

	                  (a) Grant Program
	
	                  FUTURE FUNDING PERIODS

	
	
	(a)
	First
	(b)  Second
	(c)  Third
	(d)  Fourth

	16. Title of FOA
	
	   $184,498
	   $185,531
	   $185,762
	   $186,001

	17.
	
	
	
	

	18.
	
	
	
	

	19.
	
	
	
	

	20.  TOTAL (Sum of lines 16-19)  
	           $184,194
	   $185,531
	   $184,458
	   $184,932

	SECTION F – OTHER BUDGET INFORMATION

	21.  Direct Charges:
	22.  Indirect Charges: 

	23.  Remarks:
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