



ATTACHMENT 17

Guide for Completing Budgets for Grant Years 2-5

Budgets for Years two through five are to be completed using the Excel budget forms in Attachment 16.  Please be sure to complete all required budget pages for years two through five.  The budgets for years two through five should be labeled as instructed in the RFA and combined into one .pdf document, then uploaded to the Grants Gateway as Attachment 16 under Pre-Submission Uploads. 

Tab 1 - Summary Budget

A. Project Name – Enter the Name of the Solicitation.

B. Contractor SFS Payee Name - Enter official contractor name listed on Statewide Financial System (SFS).   If you do not have an SFS Contractor name, please enter the official name of agency.

C. Contract Period – “From” is the Start date of the budget and “To” is the end date of the budget.  A separate budget must be completed for each 12-month budget period for Years 2-5 and labeled for each contract period.
D. The GRANT FUNDS column will need to be populated based on the information entered in the major budget categories on Tabs 2 through 5 of the Excel spreadsheet.  These categories include:

· Salaries

· Fringe Benefits

· Contractual Services

· Travel

· Equipment

· Space, Property & Utilities

· Operating Expenses

· Other

No information should be entered into the columns labeled Match Funds, Match % or Other Funds.

Tab 2- Salaries
Please include all positions for which you are requesting reimbursement on this page.  If you wish to show in-kind positions, they may also be included on this page.  Please include a written justification on Tab 6.
Position Title: For each position, indicate the title along with the incumbent’s name.  If a position is vacant, please indicate “TBD” (to be determined).

Annualized Salary Per Position: For each position, indicate the total annual salary regardless of funding source.

Standard Work Week (Hours): For each position, indicate the number of hours worked per week regardless of funding source.

Percent of Effort Funded: For each position, indicate the percent effort devoted to the proposed program/project.

Number of Months Funded: For each position, indicate the number of months funded on the proposed project.

Total: For each position, applicants will need to populate the total funding requested column for the AIDS Institute based on annualized salary, hours worked, percent effort and months funded for each position.  

Tab 2 - Fringe Benefits 

On the bottom of Tab 2, please fill in the requested information on fringe benefits based on your latest audited financial statements.  Also, please indicate the amount and rate requested for fringe benefits in this proposed budget.  If the rate requested in this proposal exceeds the rate in the financial statements, a brief justification must be attached. Please include a written justification on Tab 6.
Tab 3 – Contractual Services

Please indicate any services for which a subcontract or consultant will be used.  Include an estimated cost for these services.  Please include a written justification on Tab 6.
Tab 3 – Travel

Please indicate estimated travel costs for the contract period.  Please include a written justification on Tab 6.
Tab 4 – Equipment and Space

Please indicate estimated equipment or space costs for the contract period.  Please include a written justification on Tab 6.
Tab 5 – Operating Expenses / Other

Please indicate any operating expenses for the contract period. (Operating costs include may include Supplies and any other miscellaneous costs for the contract period).  Please include a written justification on Tab 6. 
Please indicate the estimated other costs requested for the contract period.  (Other costs include indirect costs) Please note indirect costs are limited to 15% of direct costs. Please include a written justification on Tab 6. The justification for indirect costs needs to include the requested rate.  
Tab 6 - Narrative Budget Justification 

Please provide a brief narrative justification for budget years 2-5 in the JUSTIFICATION column in Tab 6 for each budgeted item.   The justification should describe the requested item, the rationale for requesting the item, and how the item will benefit the proposed program/project. Separate justifications should be included at the end of each budget year. 

Those agencies selected for funding will be required to provide a more detailed budget as part of the contract process.
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