Attachment 1: Budget Template

Budget Instructions: 

The project budget will be deliverable-based, and reimbursement will be contingent upon satisfactory completion of deliverables.  Selected applicants will be awarded up to $25,000.  

Cost substantiation for each deliverable listed in the tables below should consist of an estimate of personnel costs (combination of staff consultant rate and hours), and/or other than personnel services costs (e.g., incentives for focus group participants).  

The applicant should complete the two budget tables (1. Project Deliverable Expenses and 2. Budget Breakdown) following the instructions below: 


1. Project Deliverable Expense Tables: 

a. Please include the county that you are bidding for (either Erie or Monroe)
b. For each of the seven (7) deliverable tables below, applicants should complete the following information:

Personnel Costs
a. In Staff Title/Role column, applicants should enter in the staff titles or roles that will be responsible for completing the deliverable.  
b. In Rate Per Hour column, applicants should enter in the associated consultant hourly rate for each staff.  
c. In Estimated Hours column, applicants should enter in the estimated hours for each staff.
d. In $ Amount column, applicants should calculate $ amount for each staff person using the following formula: 

Hourly Consultant Rate x Estimated # of Hours = $ Amount 

Non-Personnel – Other Than Personnel Services (OTPS): 
a. In Non-Personnel (OTPS) column, please include a description of the non-personnel cost (e.g., focus group incentives), 
b. In Unit Cost column, applicants should enter in the unit cost for the OTPS expense. 
c. In Estimated # of Units column, applicants should enter in the estimated units needed. 
d. In $ Amount column, applicants should calculate $ amount for each item using the following formula: 

Unit cost x Estimated # of Units = $ Amount 

Total for Deliverable:
a. Applicants should add up all Personnel and OTPS costs to calculate a total deliverable dollar amount.  In addition, the total deliverable dollar amount should be rounded down to the nearest dollar. 

*Please note, you can add additional rows for Personnel or OTPS costs if needed. 

	COUNTY: 
	

	BUDGET PERIOD
	03/01/26 – 07/31/26



	Activity 1: Conduct Project Planning

Deliverable 1: The consultant will review the draft project plan, provide written feedback to NYSDOH and will participate in one (1) phone call/virtual meeting with NYSDOH to discuss project expectations, timeline of the project, and finalize the overall project plan.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$
	
	$

	Description of OTPS Cost:
	$
	
	$

	TOTAL FOR DELIVERABLE #1: 
	$




	Activity 2: Develop Focus Group Moderator Guide and Training

Deliverable 2: The consultant will use topics provided by NYSDOH to create the focus group moderator guide and train their staff to facilitate and lead focus groups.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$
	
	$

	Description of OTPS Cost:
	$
	
	$

	TOTAL FOR DELIVERABLE #2: 
	$







	Activity 3: Develop Focus Group Recruitment Planning and Promotional Materials

Deliverable 3: The consultant will develop a recruitment plan and associated materials to reach the community of focus to ensure optimal attendance from the priority population.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	TOTAL FOR DELIVERABLE #3: 
	$




	Activity 4: Schedule and Promote Focus Groups

Deliverable 4: The consultant will schedule focus groups with residents of Erie or Monroe counties and promote participation.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	TOTAL FOR DELIVERABLE #4: 
	$




	Activity 5: Conduct Focus Groups

Deliverable 5: The consultant will host, facilitate, record and take notes for a minimum of two (2) focus groups (either in-person or online).

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	TOTAL FOR DELIVERABLE #5: 
	$




	Activity 6: Distribute Focus Group Incentives

Deliverable 6: The consultant will document attendance and provide an incentive (e.g., gift card) to each of the focus group participants in accordance with the participant incentive guidelines developed for the recruitment plan.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	TOTAL FOR DELIVERABLE #6: 
	$




	Activity 7: Create Focus Group Facilitator Summary Report

Deliverable 7: Upon completion of each focus group and at the end of the project, the focus group facilitators will develop a focus group facilitator summary report that will summarize lessons learned, project limitations, final conclusions, and final recommendations to address limitations or gaps that were identified.

	PERSONNEL - STAFF TITLE/ROLE
	RATE PER HOUR
	ESTIMATED HOURS
	$ AMOUNT 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $
	
	$ 

	
	 $
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	
	 $ 
	
	$ 

	NON-PERSONNEL (OTPS)
	UNIT COST 
	EST. # OF UNITS
	$ AMOUNT

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	Description of OTPS Cost:
	$ 
	
	$ 

	TOTAL FOR DELIVERABLE #7: 
	$




2. Budget Breakdown Table

a. Applicants should take the total deliverable dollar amounts listed in the above deliverables tables and enter them in the table below. 
b. Applicants should add each of the deliverables amounts to come up with total funding.  Please note, total budget cannot exceed $25,000. 

	2. BUDGET BREAKDOWN
BUDGET PERIOD: 03/01/26 – 07/31/26

	DELIVERABLE 
	DELIVERABLE $ AMOUNT

	Deliverable 1 Total
	$

	Deliverable 2 Total
	$

	Deliverable 3 Total
	$

	Deliverable 4 Total
	$

	Deliverable 5 Total
	$

	Deliverable 6 Total
	$

	Deliverable 7 Total
	$

	TOTAL BUDGET:
	$



