
APPENDIX A: Budget Detail/ In-Kind Budget and Narrative Instructions

PROJECT BUDGET 
Instructions
As one of the projects the Department of Early Education and Care has selected through the Race to the Top Early Learning Challenge Grant (RTTT-ELC), you are required to complete, in fulfillment of federal requirements, a Project Budget that includes the budget for each budget category and each year of the grant. The grant years encompassed in this grant include:
a.    YEAR ONE:  9/1/12 – 12/31/12
b.      YEAR TWO:  1/1/13 – 12/31/13
c.       YEAR THREE:  1/1/14 – 8/31/14
The amounts listed must add up to the total overall grant budget and align with the information in the “Fund Use” section of the RFR.  The EEC spreadsheet templates provided must be used to record the applicant’s budget (formulas have been inserted into the spreadsheet to allow for ease of use).
A detailed budget detail, in-kind detail and budget narrative must be submitted to complete the project budget requirement for this grant. 
In-Kind Budget

As indicated in the RFR document, a program match is required of all applicants. Please note that “program match” is a flexible definition.  It can be considered cash or in-kind matching funds by the applicant. The match must be a minimum of 25% of the total grant funding received and must serve to enhance the activities listed in the “Required Services” section of this grant.  The In-Kind budget is included in the Budget Detail template (workbook labeled Budge Detail and In Kind Match) the In Kind matching funds are to be entered onto the worksheets that are labeled IN KIND Budget Year One thru Three.  Please refer to the RFR for any additional guidance needed regarding In-Kind funds. 
Budget Detail and Budget Narrative 

The following information, at a minimum, must be included for each budget category for the Budget Detail and Narrative. Add lines to each required category as needed.
1)  Personnel


Provide:

· The title of each position to be compensated under this project. 

· The salary for each position under this project. 

· The amount of time, such as hours or percentage of time, to be expended by each position under this project. 

· Any additional basis for cost estimates or computations. 

Explain:

· Specific responsibilities of each position and the importance of each position to the success of the project. 

· Qualifications for each position.

For example:

	Personnel: The following requested personnel will work on Project [add name and/or number].

	Position
	Description
	% FTE
	Base Salary
	Total

	Project Coordinator
	Jane Doe will be responsible for the overall leadership and management of the Tiered Quality Rating and Improvement System. She will report to the RTTT-ELC project director and be responsible for carrying out details related to the TQRS proposed the Scope of Work appended to the agency contract.  Her qualifications are described in the project management plan attached to this budget narrative.


	100%
	$75,000 
	$75,000 

	Project Analyst (2)
	 
	100%
	$55,000 
	$55,000 

	
	 
	100%
	$55,000 
	$55,000 

	Total
	
	
	
	


2)  Fringe Benefits

Provide:

· The fringe benefit percentages for all personnel in the project.

· The basis for cost estimates or computations.

3)  Travel

Provide:

· An estimate of the number of trips.

· An estimate of transportation and/or subsistence costs for each trip.

· Any additional basis for cost estimates or computations.
· Separate summaries for each trip or travel expense.
Explain:

· The purpose of the travel, how it relates to project goals, and how it will contribute to project success.

For example:

· Travel expenses are calculated based on a per diem of $xx per person, a mileage rate of $.xx per mile, and an average cost of $xxx/per person per night for lodging. 

	Travel: Travel expenses average $100/person, in addition to an amount of per diem of $50.

	Title
	Purpose
	# Trips
	$ per Trip
	Total

	Five  Regional Kick-Off Conferences 
	Unveil the revised Tiered Quality Rating and Improvement System -will provide technical assistance to Early Learning and Development program administrators, local early learning councils, child care resource and referral agencies, and State-funded professional development providers.  The conference will last two full days. A more detailed justification for this trip is explained in the project management plan attached to this narrative.
	205 districts  x 2 administrators (1 from pre-K program & 1 from IDEA Part B)
	$200/ person
	$82,000 

	
	
	500 people (150 Head Start directors, 180 reps from local early learning councils, 20 CCR&R agencies, 150 PD providers)
	$200/ person
	$100,000 

	
	
	50 administrators from the IDEA Part C program
	$200/ person
	$10,000 

	
	
	Total
	 
	$192,000

	Total
	
	
	
	


4)  Equipment

Provide:

· The type of equipment to be purchased.

· The estimated unit cost for each item to be purchased.

· The definition of equipment used your agency.  (See below.)
· Any additional basis for cost estimates or computations.

Explain:

· The justification of the need for the items of equipment to be purchased.

For example:

Equipment is defined as tangible, non-expendable, personal property having a useful life of more than one year and an acquisition cost of $1,000 or more per unit.

	Equipment: Consistent with agency policy. 

	Item
	Purpose
	Office Location
	Cost of Item
	Item Description
	Total

	Desktop Computers (3)
	Two desktop computers will be needed to expand XXXX office and supply the needs of 2 new employees.
	
	2 @$1,500
	Computer including monitor & printer
	

	
	One desktop computers will be needed to expand XXXX office and supply the needs of 1 new employee.
	
	1 @ $1,500
	Computer including monitor & printer
	$1,500 

	 Total
	 
	
	 
	 
	$4,500 


5)  Supplies

Provide:

· An estimate of materials and supplies needed for the project by nature of expense or general category (e.g., instructional materials, office supplies).

· The basis for cost estimates or computations.

6)  Contractual

Provide: 

· The products to be acquired and/or the professional services to be provided. 

· The Agency that will be responsible for the contract.

· The estimated cost per expected procurement.

· For professional services contracts, the amounts of time to be devoted to the project, including the costs to be charged to this grant award. 

· A brief statement that the Agency has followed its procedures for procurement and a citation stating a reference for those procedures.  
· Any additional basis for cost estimates or computations.

Explain:

· The purpose and relation to the project.

Note:   Because agencies must use appropriate procurement procedures to select contractors, agencies should not include information in their budget narrative about specific contractors that may be used to provide services or goods for the proposed project if a selection has not yet been made.  

7) Training Stipends 

Note:

· The training stipend line item only pertains to costs associated with long-term training programs and college or university coursework that results in a credential or degree, not workshops or short-term training supported by this program. 

· Salary stipends paid to teachers and other early learning personnel for participating in short-term professional development should be reported in Personnel (line 1). 

Provide:

· Descriptions of training stipends to be provided, consistent with the “note” above.

· The cost estimates and basis for these estimates.

Explain:

· The purpose of the training.

8) Other 

Provide:

· Other items by major type or category (e.g., communications, printing, postage, equipment rental) by agency
· The cost per item (printing = $500, postage = $750).

· Any additional basis for cost estimates or computations.

Explain:

· The purpose of the expenditures.

9)  Total Direct Costs

Provide:

·  The sum of expenditures, across all budget categories in lines 1-8, for each year of the budget.

10) Indirect Costs

Provide:

· Identify and apply the indirect cost rate.  (Attach documentation of approved/recognized indirect cost rate(s).
· Identify what categories indirect cost rate is being applied to.

11) Funding for localities, Participating Programs or other partners

Provide:

· The specific activities to be done by localities, Participating Programs, or other partners.

· The estimated cost of each activity.

· The approximate number of localities, Participating Programs, or other partners involved in each activity.

· The total cost of each activity (across all localities, Participating Programs and other partners).

· Any additional basis for cost estimates or computations.

· Mechanism/manner of disbursing funds to locals, etc.

Explain:

· The purpose of each activity.

For example:

	Funding for Localities, Participating Programs or Other Partners

	Activity
	Purpose
	Cost
	# localities involved
	Mechanism (contract/sub-grant, MOU, etc)
	Total

	Local coaches – promoting implementation of new Program Standards
	Provide support to all Early Learning and Development Programs in a community to implement the new Program Standards  A more detailed justification for this is explained in the project management plan attached to this narrative
	$50,000 per community
	180 local communities
	
	$9,000,000 

	 Total
	 
	 
	 
	
	$9,000,000 


12) Funds set aside for participation in grantee technical assistance   [NOTE:  this is blacked out because this is a federal category reserved for the State].
13) Total Funds Requested

Provide:

· The sum of expenditures in lines 9-11 for each year of the budget for the agency.  [

14) Other Funds Allocated to the State Plan

Provide:

· Any financial contributions being made by any other source to further support this project through the repurposing or reallocation of existing Federal, State or local funds (e.g. CCDF, Title I, IDEA, State preschool, Head Start Collaboration and State Advisory Council funding, Home Visiting, Title V MCH, TANF, Medicaid, Child Welfare, Statewide Longitudinal Data System, and foundation and other private funding sources).  

· Any financial contributions to this project being made by private entities such as foundations.

Explain:

· Each funding source, the activities being funded, and any requirements placed on the use of funds or timing of the activity.  

15) Total Budget

Provide:

· The sum of expenditures in lines 12-13 for each year of the budget.

