	Attachment 3a: Component A Staff Training Budget Template 
	OHEHR 2026-02



Budget Instructions: 
The project budget will be deliverable-based, and reimbursement will be contingent upon satisfactory completion of deliverables.  Selected proposals will be awarded up to $50,000.  
 
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.  
 
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. For each of the deliverable tables below, proposers should complete the following information:
 
Personnel Costs
a. In Staff Title/Role column, proposers should enter in the staff titles or roles that will be responsible for completing the deliverable.  
b. In Rate Per Hour column, proposers should enter in the associated consultant hourly rate for each staff.  
c. In Estimated Hours column, proposers should enter in the estimated hours for each staff.
d. In $ Amount column, proposers 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, proposers should include a description of the non-personnel cost (e.g., virtual meeting platform subscription), 
b. In Unit Cost column, proposers should enter in the unit cost for the OTPS expense. 
c. In Estimated # of Units column, proposers should enter in the estimated units needed. 
d. In $ Amount column, proposers should calculate $ amount for each item using the following formula: 
 
Unit cost x Estimated # of Units = $ Amount 
 
Total for Deliverable:
a. Proposers 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. 
 
	BUDGET PERIOD
	07/01/2026-11/30/2026


 
	Activity 1: Communication with Contract Management Team
 
Deliverable 1: Meet with the contract manager weekly. Meetings are subject to be cancelled or rescheduled due to time off, holidays, or other conflicts. Meetings will take place for a 30-minute duration. Assume a minimum of 20 meetings.  

	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: Review existing materials
 
Deliverable 2: Read and review existing materials and trainings provided by The Office of Health Equity and Human Rights to help inform the development of the staff training.

	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: Training Development
 
Deliverable 3: Develop one virtual interactive staff training on integrating health equity into public health practice and bridging the theory to practice gap. The training will be delivered live to New York State Department of Health staff in a minimum of ten sessions, lasting a minimum of 90 minutes, up to three hours with the goal of a minimum of 10 participants per session. The training development must include:
a. A brief overview of health equity, bridging a theory to practice gap, pre and post knowledge surveys.
b. Develop a pre-knowledge survey to be provided to participants at the start of the training. 
c. Develop a post-knowledge survey to be provided to participants at the conclusion of the training.
d. Create a proposed timeline of live staff training offerings to be approved by Office of Health Equity and Human Rights contract management team. 
e. Create registration links that automatically provide the live virtual meeting link to participants once signed up. 
f. Develop a marketing and recruitment plan for staff training to be disseminated by the Office of Health Equity and Human Rights contract management team.
i. Plan should include a minimum of one pre-written all staff email, a reminder email, and one flyer intended for staff.

	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: Training Delivery
 
Deliverable 4: Deliver a minimum of ten virtual interactive staff training(s) building on health equity and community engagement principles.
a. Ensure the trainings include the distribution of both pre-and post-knowledge surveys.

	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: Asynchronous Training
 
Deliverable 5: Using the same training created for the live staff training, record one asynchronous training for future use.
a. Provide the recorded training and pertinent materials (PowerPoint and/or accompanying handouts) to the contract management team.  


	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 6: Marketing and Recruitment Plan Development
 
Deliverable 6: Provide a written report and recommendations to the Deputy Commissioner of the New York State Department of Health, Office of Health Equity and Human Rights. The report should include:
a. A written evaluation of the effectiveness of the staff trainings.
b. All raw data from pre-post knowledge surveys attached.
c. Analysis of data from pre- and post-knowledge surveys.
d. Feedback from participants on the trainings.
e. Recommendations for follow-up trainings and staff development.


	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: 
	$


 
 
 
2. Budget Breakdown Table
 
a. Proposers should take the total deliverable dollar amounts listed in the above deliverables tables and enter them in the table below. 
b. Proposers should add each of the deliverables amounts to come up with total funding.  Please note, total budget cannot exceed $50,000. 

	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
	$

	TOTAL BUDGET:
	$



	
	
	



