TCDD Grant Application
Budget Instructions


The standard grant budget period is one year. Funds awarded for a project may be used only as described in the approved budget workplan and within the budget period as awarded. Any changes to the approved budget must have prior approval from TCDD.

Below are instructions for completing the required budget for the TCDD grant application and continuation applications for each section of the budget.

Budget information will be submitted in the Supplemental Forms Packet attached. All of the following financial information should be found in the Supplemental Forms Packet. Applications that do not have complete information will not be considered.

**Remember, the budget should be completed for one year only.


COST ALLOCATION

A cost allocation plan is a formal written document that defines the methods to be used by an organization to allocate costs that benefit more than one agency activity or program.

Note: If any of the costs included in your budget will benefit more than one agency activity or program, you must submit your agency's Cost Allocation Plan.

The plan should identify those types of costs that will be allocated, the bases (formulas) to be used to calculate the costs, and, if predetermined, the resulting percentages to be applied to the costs. In most cases, common bases should be used for allocations. Some examples for typical cost items are:

· Office space use and related costs (heat, electricity, janitorial services, etc.) - square footage of space occupied
· Printing and reproduction - direct hours, print job, pages printed, etc.
· Local telephone - number of telephone devices

Supporting documentation must be maintained for purposes of an audit or monitoring review. The plan must be logical, systematic, and revised and updated annually or when circumstances change relating to the plan, resulting in changes to the distribution patterns. All costs included in the plan must be supported by formal accounting records to substantiate that they are allowable, reasonable and accurate.

Your Cost Allocation Plan is vital and intended to support your grant funding request and assist you in maintaining an accurate and realistic budget. Your plan must be well­ documented and supported with recent historical financial data.
Minimum requirements for a Cost Allocation Plan include that it:

· be in writing,
· be supported by formal accounting records,
· be signed by authorized agency official,
· include a process for reconciling and making adjustments, and
· be kept updated and periodically validated.


Disclaimer: The information contained within this document is provided for informational purposes only and is not intended to substitute for obtaining accounting, tax, or financial advice from a professional accountant.


BUDGET SUMMARY

The budget summary will reflect the line item totals from the budget completed for this grant application.


BUDGET DETAIL

In each category of the Budget Detail Section, list costs by general type or purpose. All project costs must be in line with competitive market rates in your area. Indicate how much match will be provided and note the source of all match.

Grantees are required to comply with the Code of Federal Regulations, Title 45, Part 75 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for HHS Awards Subpart E - Cost Principles.

Rounding to Whole Numbers (when monetary calculations result in dollars and cents)

If the first number after the decimal point is less than 5, round the calculation down to the next whole number. If the first number after the decimal point is 5 or greater, round the calculation up to the next whole number.

Budget Justification/Methodology

This section supports the figures entered in the Budget Detail. The agency is required to explain why each item listed in the budget detail is necessary and how it is related to the project goal, objective and activity. The agency is also required to explain whether the amount allocated for each line item is reasonable and necessary in relation to the goal, objective and activity for the project. The agency must provide this information for all TCDD and all match funds reported in the budget detail.

Definitions of terminology as related to the TCDD budget justification:

· Justification: a specific, acceptable reason why the agency feels that the requested salary(ies), operating costs, etc. are required to carry out the activities for the TCDD project.

· Methodology: the specific calculations that the agency used to determine the amount of funds entered in the budget detail.

· Match: share of costs the grantee and/or partners must contribute to accomplish the purposes of the grant. Cash match includes funds contributed by the grantee and/or partner organizations, or donations from third parties.  In-kind match includes the value of personnel, volunteer time, goods, services, direct costs, and indirect costs. All match, both cash and in-kind, can only come from non-federal sources (also referred to as “cost share”).
All line items require justification, the detailed methodology, and calculations for funds requested from TCDD and match funds. For example, if the agency is purchasing brochures, the specific methodology (based on the definition above) is required and the justification for the reason the brochures are required.

Example:  30 brochures x .15 (cost of each brochure) = $4.50 total amount. Justification - brochures are required to promote the project to 30 different organizations based on objective B in the workplan.

This information is required for each line item.


PERSONNEL COSTS

Salaries and Wages

Any staff working on the TCDD project can be paid with TCDD funds, match funds, or a combination of TCDD and match funds. The Personnel section should show each position for project staff by job title and include salaries for all staff, both salaried and hourly, that will be working on the TCDD project. List all persons/positions to be paid with project funds and briefly describe their role in the project, including in-kind costs for those positions whose work is tied to the grant project. Salaries should be budgeted in the units in which they are paid. For example, if an agency pays its employees in monthly rates, then the unit of measure in the budget should be the month and that rate per month should be used for the employee.

Provide the methodology for each staff person based on the amount of time they will work on the project. Indicate the percent of time and effort and the dollar equivalent of the contributed effort. If there will be an increase in the salary for any of the staff on the TCDD project, please provide the methodology for the expected changes and the date on which the change(s) will take effect.Cost Allocation:

The allocation of salaries and wages is required for staff members that support more than one program within the agency. Hours worked on the TCDD project divided by the total hours worked in the agency provides the appropriate allocation percentage. Provide the amount that will be paid by TCDD and the amount that will be reported as match in the Budget Detail.

Salaried Employees

The total number of months on the project is the number of months during the specific budget period in which the employee will be working to the project. The percent of
time on the project is the percentage of time each of the salaried staff will spend on the project. For example, a full-time position will be shown as 100%, and a half-time position will be listed as 50% of what the total annual salary would be for this position by a person working full time in the position for a full year.

Hourly Employees

For individuals that will be paid hourly to perform specific job duties for the project, the number of hours should reflect the total number of hours the individual will perform on the TCDD project for the specific budget period. The agency is required to provide a rate of pay commensurate with job duties for like jobs in the specific area in which the project will be held.

Fringe Benefits

Fringe benefits are allowances and services provided by employers to their employees as compensation in addition to regular salaries and wages. Fringe benefits include, but are not limited to, FICA, Medicare, the costs of leave (vacation, sick or military), employee insurance, retirement, and unemployment benefit plans. Benefits should be calculated based on the standard employment benefits offered by the agency where they will work and should follow the minimum requirements mandated by law.

Indicate how fringe benefit costs are calculated for the specific positions for which benefits will be paid, based on the types of positions for which funding is requested. If only a portion of the salary is used, please provide calculations for the amount of TCDD or match funds that will be used for the fringe benefits. If there will be any changes in fringe benefits during the budget period, please provide the methodology for the expected changes and date(s) on which the changes will take effect.

Cost Allocation:

Fringe benefits should only be included for salaried and hourly staff working on the project. Applicable fringe benefits should be allocated on the same basis as salaries and wages (i.e., same percentages). For example, if the project will cover 50% of the staff member's salary, then the project could also cover 50% of the staff member's fringe benefits.



Travel

State how, when and where project staff will travel and which objective/activity(ies) in the workplan the travel is based on. Provide a breakdown of travel costs including:

· Purpose of trip
· Name/position of traveler
· To the extent possible, itemize per person travel costs: airfare, lodging-number of nights and cost per night, meals-number of days and applicable state per diem for location, car rental, parking, mileage, registration fees, etc.
· Number of trips
· Total costs

Funds requested in the travel category should be only for project staff. Travel for consultants and contractors should be shown in the Contractual cost category along with consultant/contractor fees.

All out-of-state travel requires TCDD's prior approval.
Cost Allocation:

Travel related expenses should include costs for mileage, transportation, per diem, lodging, meals, conference registration fees, etc. Travel costs should be included for all staff that will be traveling to conduct project activities. Only reasonable and necessary travel expenses are allowable.

Current State of Texas travel rates apply to mileage, lodging, per diem, etc. for all travel by the grantee staff and consultants/contractors. In the case of air travel, the lowest reasonable commercial airfares must be used.

For detailed information on state travel regulations, see:
https://fmx.cpa.texas.gov/fmx/travel/textravel/meallodg/meals/reimburse.php



[bookmark: _GoBack]EQUIPMENT

Equipment is defined as an article of tangible nonexpendable personal property that has a useful life of more than 1 year and an acquisition cost of $5,000 or more per unit. If your agency has an established capitalization threshold that is less than $5,000, then your agency's capitalization threshold must be used to determine if an item is to be budgeted as Equipment.

Note: A capitalization threshold is the dollar amount that determines the proper reporting of an asset in your financial and accounting records.

All costs for equipment must be determined through formal price quotes and the applicant must be ready to provide these quotes to TCDD upon request.

Describe the benefit to the project or the specific need for equipment proposed. Requests for equipment should include the following information:

· Description
· Quantity
· Unit cost (including all components)
· Justification for the use of each item related to specific program objectives: 
· how the equipment will enable project personnel to fulfill the scientific objectives of the project, and
· whether or not the use of such equipment will be solely dedicated to the project.

Note: In the Equipment section of the Budget Detail, enter the capitalization threshold established by your agency for financial statement purposes in the field provided.
All equipment purchased with TCDD funds become the property of TCDD.
Cost Allocation:

Confirm if equipment is solely dedicated to the project. If equipment is shared with other projects, budget an amount that corresponds to expected project use and verify the rationale. Split funding of equipment should only generally occur with large equipment purchases.



SUPPLIES

Supplies include consumable items that are essential to the project, including but not limited to general office supplies (e.g., paper, pencils, pens, ink, toner cartridges), medical supplies, subscriptions, and directories. The purchase of any supplies must be directly related to the goal, objective and activity(ies) of the TCDD project. Provide the following information:

· Items - list supplies by type (e.g., office supplies, postage, laptop computers)
· Explain the type of supplies to be purchased and how they relate to meeting the project objectives.
· Calculation - describe the basis for the cost, specifically the unit cost of each item, number needed and total amount
Cost Allocation:

Supplies that are purchased only for project use do not require allocation. For supplies that are to be shared for use in other agency or program activities, the allocation of supply costs can be based on the percentage of salaries for project FTEs that access and use the supplies.

Controlled assets, such as computers, are generally purchased specifically for project use. In that case, there would be no requirement for allocating the costs of controlled assets. If controlled assets are to be shared, then cost allocation is required. Unless the unit cost of a controlled asset meets the agency's capitalization threshold, these items must be budgeted as supplies.



CONTRACTUAL

Contractual services include services that are essential to the project but are obtained from individuals who are not employees of your agency. These services must be specifically related to the work of the project. Examples of contractual services typically include, but are not limited to, consultants and contractors. If contractual services are requested, provide the following information:

· Name of consultant or service provider (if known)
· Organizational affiliation (if applicable)
· Nature of services to be provided
· Number of days of consultation
· Expected rate of compensation
· Hourly or day rate
· Other - travel, per diem, other related expenses

Contractual agreements must be executed and approved by TCDD prior to any services being rendered. A copy of the signed/executed agreement must be submitted to TCDD before the contracted party begins any services.

The applicant should list the proposed contract activities along with a brief description of the scope of work or services to be provided, proposed duration, and proposed procurement method (competitive or non-competitive), if known. Grant applicants must comply with applicable procurement requirements under 45 CFR 75.327 through 75.335. Applicants should consult these requirements to ensure that they are complying with all rules regarding competition, Dis-advantaged Business outreach, methods of procurement, etc.


OTHER COSTS

These include other costs associated with the implementation of the grant project that are not included in any other cost category specified above. Individually list each item requested and provide appropriate justification related to the program objectives. Below are descriptions of some of the more commonly budgeted Other Costs. The included items below do not represent an all-inclusive list.


Building Costs

Building costs can be in the form of rent, depreciation or building use allowance. The amount must be based on the space that will be allocated to implement the TCDD project, not the costs of the entire rental space if it is used for shared purposes. Rental costs are not allowable for property owned by the agency or if the agency has a financial interest in the property. In this case, only the costs of ownership, including maintenance costs, insurance, depreciation, utilities, etc., are allowable costs. The agency must indicate in the budget narrative whether or not it owns the space that will be rented.
Cost Allocation:

Regardless of the method used to charge for the use of space, the preferred allocation method is space usage based on square footage of the building.

Example: Total monthly rent= $3,000

· Total building square footage= 10,000 sq, ft.
· Total occupancy for TCDD project= 2,500 sq. ft.
· 2,500 sq/ ft.+ 10,000 sq/ ft. = 25%

Therefore, the TCDD project share of the monthly rental expense is $3,000 x 25% or $750.



Utilities

Utilities may include, but is not limited to, electricity, water, heat, wastewater, and waste removal. For utilities costs budgeted, include the calculation and an adequate justification of how each cost was estimated.

Cost Allocation:

The costs for utilities which benefit all occupants in a building can be allocated on the basis of square footage (note example under Building Costs).



Equipment Rental/Leasing, Maintenance and Repairs

The most common shared office equipment includes copiers, fax machines, and postage equipment. Costs should be in direct correlation to the use of the equipment for the project (e.g., if a particular machine is used 50% of the time for the project, the project should only be charged 50% of the service/maintenance costs). When there is a need to rent equipment for use on the project, provide information on the type of equipment to be rented, the purpose or use on the project, the length of time needed, and the rental rate. Describe the need and include an adequate justification of how each cost was estimated.
Cost Allocation:

Costs for shared equipment may be allocated to the various agency activities or program budgets based on use. The allocation of costs for this leased equipment can be based on copy logs or through the use of meters or tracking devices that assign codes to programs and staff and track usage.

Another basis that may be used to allocate these costs is the FTE count.

Printing and Copying Services

These are costs associated with printing and reproduction of project materials. Describe the need and include an adequate justification of how each cost was estimated.Cost Allocation:

These costs should be allocated by maintaining copy logs or through tracking devices that require the use of codes. These costs can also be allocated based on the FTE count.


Communications

Communications may include costs such as fax, telephone and internet services.

Cost Allocation:

Costs for telephone services should be allocated to the various budgets or cost centers based on the number of devices in use. Long distance calls (telephone and fax) incurred for the sole benefit of the project can be tracked as a direct cost to the project. The cost for cell phones and pagers can be allocated based on the number of devices in use.























Insurance

This includes the different types of business insurance that help cover the costs associated with property damage and liability claims.
Cost Allocation:

The various types of insurance should be allocated based on the type of insurance:

· General liability insurance - Since this insurance coverage is protection for the agency as a whole, all programs within the agency should contribute their fair share for the cost of the policy. One possible allocation method uses the square footage occupied by each program. A second possible method allocates the cost based on each program's percentage of the agency's operating budget.

· Professional liability insurance covers professional staff and is more appropriately allocated based on the number of professional staff covered.

· 	Auto liability insurance costs can be allocated based on the percentage of program usage of agency-owned vehicles.

· Building insurance can be allocated to programs based on square footage occupancy if the building is a shared space among multiple agency programs. If the building space is occupied solely by TCDD project staff, the cost is assigned entirely to the TCDD project.



INDIRECT COSTS

For indirect rates, 45 CFR § 75.414 – Indirect (F&A) Costs, states that "any non-Federal entity that has never received a negotiated indirect cost rate, except for those non-Federal entities described in paragraphs (c)(1)(i) and (ii) and section (D)(1)(b) of appendix VII to Part 75, may elect to charge a de minimis rate of 10% of modified total direct costs (MTDC) which may be used indefinitely. As described in § 75.403, costs must be consistently charged as either indirect or direct costs but may not be double charged or inconsistently charged as both. If chosen, this methodology once elected must be used consistently for all Federal awards until such time as a non-Federal entity chooses to negotiate a rate, which the non-Federal entity may apply to do at any time." Your agency's financial officer should be able to advise you on this.

Claiming reimbursement for indirect costs is never required. However, if your agency is budgeting for indirect costs, enter either: 1) your indirect cost rate which has been approved by a cognizant federal agency, or 2) a de minimis indirect cost rate of 10% if you do not have an indirect cost rate that has been approved by a federal cognizant agency. In-kind volunteer and in-kind non-cash contributions should not be included in the direct cost base used to calculate indirect charges.

Indirect costs above 10% may be allowed by TCDD to use as match contributions. If an agency reports the use of an indirect cost rate above 10%, the agency is required to provide a copy of its negotiated indirect cost rate agreement from the federal or state agency that approved the indirect cost rate.
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