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BUDGET INSTRUCTIONS 

The budget should include the actual costs of the proposed services. The budget must reflect an efficient administration and good management practices.  Anticipated expenditures shown on the budget must be reasonably in line with those of similar service providers providing comparable services.

Before preparing the program budget, some providers will find it necessary to prepare a total budget, including both the purchased services and other services which are offered by the provider. This will ensure proper allocation of indirect costs, such as overhead and administrative expenses, to the specific program of purchased services. Only providers offering services other than those to be purchased or providers responsible to a parent agency or organization that operates other programs will incur indirect costs. 

The budget is to be completed for a period of one year unless otherwise instructed by the County of Summit, Department of Job and Family Services (CSDJFS). When applicable, separate budgets must be submitted for each program/service being proposed. All budget forms must be completed as follows:

BUDGET FORMS EXPLANATION

1. Budget Form A – CSDJFS Budget 
The total requested budget from CSDJFS is summarized here. The values on this form for each cost category will populate from the other Excel sheets. When requesting a revision to your approved budget, your per line-item changes and the reason for the change must be indicated.
		
2. Budget Form B – Salary and Benefit Costs
List all staff positions subject to reimbursement.  Positions listed on the budget should have a direct impact on the service delivery or administration of the program. If the position is vacant, the annual salary must be prorated to reflect the date the position is expected to be filled.  If an individual functions in more than one capacity, list their position titles separately, and properly allocate the salary to the specific functions. Include the number of estimated hours per week the individual works and the employer’s share of benefits relevant to the salary of listed staff.  These costs are to reflect actual established rates, less any cost subsidy through state or federal monies.
 
3. Budget Form C – Operating Cost, Materials, and Supplies
List all allowable operating, material, and supply expenses requested to provide direct services. 

4. Budget Form D – Subcontractor Services
List all independent contractors and subcontracted service providers with professional or technical skills retained to perform specific tasks or complete projects related to this program that cannot be accomplished by regular staff. Please note a budget or cost analysis is required to determine the rate of pay to subcontractors. Additionally, subcontracts must be submitted to CSDJFS upon execution and will be held to the same contract standards as the provider.  Provider will be responsible for performance of any subcontracted activities, including proper procurement, provision of information for audit, performance levels, and quality of work provided.

5. Budget Form E – Indirect Cost
The allocation of indirect costs may be determined by any method that assures an equitable distribution.  A suggested method of allocating indirect cost is to divide the direct staff costs of the program/service by the total direct staff costs of the entire agency.  This percentage is then applied to the indirect cost pool.  Allowable costs for the indirect cost pool include, but are not limited to, the accounting and budgeting functions, disbursing services, personnel administration and payroll preparation, procurement services, and general administration. Provide documentation detailing the items in your indirect cost pool and the calculation used. Note: Indirect cost rate cannot exceed fifteen percent (15%) of the total direct program costs unless your agency has a federally approved rate (attach verification).

INSTRUCTIONS FOR THE BUDGET NARRATIVE

Provide a detailed narrative for each line-item source identified on the proposed project budget form.  A budget narrative provides transparency, explaining how each line item was calculated and how each item directly contributes to achieving program objectives. If services in this program are provided to participants that are not covered by CSDJFS, you must indicate this in the Other Funds column. If the program receives funding from sources other than CSDJFS, indicate this in the Other Funds column.

Example:
	Staff Costs (Salaries & Benefits)
	Amount of Request (CSDJFS Funding)
	Other Funding
	Total Cost

	Project Director:
Full time @ $14.00/hr. x the # of hours/yr. (2,080) = $29,120.00.  Approximately 50% CSDJFS funds and 50% with Apple Foundation funds.  
The Project Director will provide administrative oversight of the project.
	$14,560.00
	$14,560.00
	$29,120.00

	Payroll Related Expenses:  
SS at 6.20% (1,805.44), Medicare at 1.45% (422.24), unemployment insurance at 2.825% (822.64) and Workers Compensation at 7% ($2,038.40), total salary ($29,120.00).  Approximately 50% CSDJFS and 50% by Apple Foundation funds.
	$2,544.36
	$2,544.36
	$5,088.72



	Operating Costs, Supplies, and Materials
	
	
	

	Employment Assessment Tools (25 TABE tests and answer booklets @ $32.00/ea.)
	$800.00
	$0
	$800.00



NON-EMERGENCY TRANSPORTATION (NET) UNIT RATE INFORMATION

Non-Emergency Transportation (NET) is a statewide program administered by CSDJFS for Medicaid-eligible residents in accordance with its Community Transportation Plan on file with the Ohio Department of Job and Family Services (ODJFS).  NET provides transportation to and from any Medicaid-covered appointments.  The established unit rate shall be calculated to include, but is not limited to, all administrative costs, training, vehicle maintenance, personnel qualification verifications, and other related operational expenses as detailed by line-item in Budget Forms A-E and the Narrative.  It is the responsibility of the provider to ensure that the budget submitted is accurate and appropriately reflects all costs associated with the provision of NET services.  

Name of Service:  Identify each NET trip/service type being proposed (e.g., in-county trip, out-of-county trip, wheelchair/lift equipped trip, etc.).  

Unit of Service:  The vehicle mileage traveled for a loaded one-way trip expressed in miles.  The unit of service shall be the distance traveled to or from a Medicaid-coverable service with a Medicaid-eligible individual in the vehicle.

Total Cost of Service:  The applicable portion of the Total Proposed Budget (Form A) related to each NET trip/service type proposed.

Total Program Units:  Total number of one-way trips for the last twelve (12) month period by NET trip/service type proposed, as documented by statistics collected by provider.  Clearly explain any variations in the Notes section from documented program units.

Unit Cost:  For each NET trip/service type proposed, divide the Total Program Units by the Total Cost of Service.  

Units Under Contract:  The proposed number of annual units to be provided for each transportation service type identified.  

BUDGET REVISIONS

A budget revision may be requested by completing the budget forms and including on budget Form A the amount of the change per line item and the reason for the change. Requests must be submitted for changes greater than ten percent (10%) between cost categories or when adding new line items to the budget.  Final budget modifications should be submitted at least forty-five (45) days before the end of the contract period.

ALLOWABLE STAFF COSTS

Salaries: This includes all wages, paid currently, or accrued, for services rendered during the period of the contract.  Salaries are allowable to the extent that the costs are reasonable for the services rendered and are supported by documented payroll vouchers or a generally accepted method of documentation. Payroll must be further supported by time and attendance or equivalent records for individual employees.  Salaries of employees chargeable to more than one program will be supported by time distribution records.  The method used should produce an equitable distribution of time and effort across both federal and non-federal activities.  Direct compensation for administration is allowable provided the service performed is a necessary function.

Payroll-Related Expenses:  Employee benefits in the form of employer contributions to Social Security, Medicaid, life and health insurance plans, unemployment insurance coverage, workers’ compensation insurance, and pension plans are allowable if equitably distributed.  

Incentive Compensation: Payments to employees based on cost reduction, or efficient performance, etc., or bonuses for tenure or merit, are allowable to the extent that overall compensation is determined to be reasonable and such costs are paid or accrued pursuant to an established policy followed by the institution and approved by CSDJFS.  This must be noted as part the budgeted salary calculation and addressed in the Narrative. 

Deferred Compensation: Cost is allowable except for past service pension and retirement costs if (1) it is for services rendered during the period of the projected budget; (2) it is, together with all other compensation paid to the employee, reasonable in amount; (3) it is paid pursuant to an agreement entered into in good faith between the institution and its employees before the services are rendered, or pursuant to an established plan followed by the institution so consistently as to imply, in effect, an agreement to make such payments; (4) the benefits of the plan are vested in the employees or their designated beneficiaries, and no part of the deferred compensation reverts to the employer institution; and (5) the plan is subject to approval by the Internal Revenue Service and falls within the criteria and standards of the Internal Revenue Service Code and the regulations of the Internal Revenue Service.

ALLOWABLE OPERATIONAL COSTS

Travel: This includes the costs of operation, maintenance, and repairs of agency vehicles when relevant to the delivery of contract services. Expenses for transportation incurred by employees who are on official business relevant to the delivery of contract services will be paid on a per diem and mileage basis; expenses for meetings and conferences, if the primary purpose is the dissemination of technical information relating to contract services.  Reimbursement for travel shall not exceed maximum federal reimbursement rates. Unallowable travel expenses include, but are not limited to, alcoholic beverage purchases and entertainment expenses.  In addition, the accumulation of hotel membership points or frequent flyer miles for an employee’s own personal use is prohibited.

Consumable Supplies/Materials: The cost of program-related materials and supplies are allowable.  Direct charges should be based upon the actual price, less cash or trade discounts or rebates.

Occupancy Costs/Building Lease: Rental cost for space is an allowable charge and the Narrative should show how rent/occupancy costs were determined, including a justification of how the space will be used, number of occupants who will utilize the space, and square footage allocated to program operations related to the contract.  If the space is shared with other programs, indicate the percentage allocated to the particular CSDJFS contract and briefly describe the methodology used to allocate shared costs to the program.  No renovation or construction projects may be paid with CSDJFS funds without prior approval.

Consultation Fees: The cost of consultation fees, charges for personal services of outside agencies, or functions related to contract services (e.g., audit service, legal counseling, and specialized consultation) are allowable.

Indirect Costs: Indirect costs are allowable and are those costs incurred for a common or joint purpose benefiting more than one service area or cost center.

UNALLOWABLE COSTS

Bad Debt: Losses arising from uncollectible accounts and other claims and related collection and legal costs are unallowable.  

Contributions and Donations: Outlays of cash with no prospective benefit to the contracting agency or program are unallowable.

Entertainment: Costs of amusements, social activities, and related costs are unallowable. 

Advertising: Advertising costs are unallowable except for contract-related recruitment needs.

Fines and Penalties: Costs resulting from violations of, or failure to comply with, laws and regulations are unallowable. 

Interest and Other Financial Costs: Interest on borrowings, bond discounts, or any cost of financing or refinancing operations are unallowable.

Costs Borne by Other Federal or State Programs: Any costs subsidized by other state or federal dollars are unallowable and must be deducted from the applicable line items.

Sabbatical Leave: Payment of any sabbatical leave is unallowable. 

Fundraising: Costs of organized fundraising, including financial campaigns, endowment drives, solicitation of gifts and bequests, and similar expenses incurred to raise capital or obtain contributions, are unallowable.

Education: Cost of activities provided by the public schools that are free of charge to the public is unallowable.

While this list provides helpful examples of allowable and unallowable costs, it is not meant to be exhaustive. Any questions regarding allowable or unallowable costs should be directed to CSDJFS staff or referenced in 2 CFR Part 200 (https://www.ecfr.gov).
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