
RACE TO THE TOP EARLY LEARNING CHALLENGE GRANT (RTTT-ELCG) 
PROJECT BUDGET AMENDMENT
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-ELCG), you are required to complete, in fulfillment of federal requirements, a Project Budget Amendment if there are any changes being made to the Original Project Budget.  The Budget Amendment must include the budget for each budget category and each year of the grant.   The amounts listed must be consistent with amounts in previously submitted budget tables and should add up to the total overall grant budget.  Please complete the enclosed Excel Workbook.
Please complete all tabs, if applicable, within the workbook to complete your Budget Amendment.  Please submit the entire excel workbook.  If you have not completed a budget amendment previously, you will need to complete each tab of this workbook with your original budget information.
NOTE:  The Grant Budget Summary and the State Budget Summary tabs are read-only.  Please begin completing budget workbook on the Budget Amendment Cover Sheet.
Budget Amendment Cover Sheet:

Complete the following information in the yellow box to the right.  Please use the original budget to find the Project Name and Activity #.  This information will need to be written on each tab.
· Project Name: RTTT-ELCG 4.2-Year 4: Evidence-Based Literacy Grant- this has been populated.
· Agency Name:  Provide the Agency Name.
· Project Year:  This information has been populated on each tab.

· Activity #:  4.2- this has been populated.
· Budget Amendment #:  Provide whether this is the 1st or 2nd budget amendment. 
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· Approved Budget:  In the second column, enter all the Approved Budget Amounts from the Original RTTT Budget.

· Budget Amendment:  The amounts in this column will calculate based on what is entered in the Approved Budget column and the Revised Budget column.
· Revised Budget: This information will populate from the Budget Narrative Spreadsheet tabs.
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PROJECT BUDGET AMENDMENT NARRATIVE
Instructions
A detailed budget narrative must be submitted with each project budget. The following information, at a minimum, must be included for each budget category in the enclosed Excel Workbook.  Add lines to each required category as needed.  

Note:  To complete budget amendment narratives for “July 1 – December 31, 2013,” “Jan 1 – June 30, 2014,” “July1 – December 31, 2014,” “Jan 1 – June 30, 2015,” and “July 1 – December 31, 2015” refer to the directions outlined for the “Jan 1 – June 30, 2013” as the budget narratives tabs operate the same.  

Budget Narrative:   January-June 2013 Tab
Complete the following information on the top of “2013 Jan-June” tab.  This information will populate onto each of the subsequent tab.

· Project:  Provide the RTTT Project Name and Number.
· Agency:  Provide the Agency Name.
· Project Year:  This information has already been completed and is populated on each tab.
· Person Completing the Budget and Narrative:  List the name of the person completing this workbook.
· Date:  List the date when the workbook is being submitted.
The Budget Narrative that is entered will populate into the Revised Budget column of the Budget Amendment Cover. Use the original budget to enter the first column of the budget amendment cover sheet.
REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

1)  Personnel
To add lines to the Personnel category, click the “Insert new Personnel line” button.  To add additional lines to all sections except Personnel, insert another row by “right clicking and selecting Insert”.


Provide:

· Position: 

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

· Description:  
· Specific responsibilities of each position and the importance of each position to the success of the project.
· Qualifications for each position.
· Any additional basis for cost estimates or computations. 

· % FTE: 
· Staff time must be reported in Full Time Equivalences (%FTE) under FTE for this grant.
· An FTE of 100% means that the person is equivalent to a full-time worker, while an FTE of 50% signals that the worker is only part-time. 
· Full-time employment is employment in which a person works a minimum number of hours defined as such by his/her employer.  Companies commonly require from 30–35 or 40 hours per week to be defined as full-time.

· For example, a staff person who works a total of 40 hours per week and managing grant specific work for 40 hours per week should list “100% FTE” under % FTE for this grant.

· If a staff person is working full-time for 3 months out of the 6 month time period, then the FTE should be listed as 50% FTE.  

· If a staff person is working part-time or 1/2 a normal work week, then the FTE should be listed as 50% FTE.

· An FTE is calculated using the number of hours in a full time employee work week.  The FTE is the ratio of total number of paid hours during a period by the number of working hours in that period.
· If an employee works 15 hours out of a 40 hour work week, the FTE is calculated as 15/40 = .375 or 37.5%.
· Base Salary: 

· The Base Salary is defined as the entire salary that an employee will receive for one fiscal year.  

· Any employee working less than the hours defined as full time should still report the Base Salary at the full time rate.

· If a staff position will be partially funded with these grant funds and partially funded by other sources then both the proposed funded and unfunded portions should be combined and reported under Base Salary.

· Total:  

· The salary for each position under this project.
· This is calculated by the % FTE multiplied by the Base Salary, divided by 2 (for a 6 month time period.)
· The total of all salaries.
For example:
	Personnel

	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 
	$37,500

	Project Analyst
	 The Project Analyst maintains project quality by analyzing data relevant to the project and recommending changes to the project.
 
	50%
	$55,000 
	$13,750

	Total
	
	
	
	$51,250


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

2)  Fringe Benefits

Provide:

· Position: 

· The title of each position receiving fringe benefits. 

· Basis for Cost Estimate: 

· Provide the calculations for how the fringe percentage total is determined.  

· Fringe Benefit Percentage Total:

· The amount of funds allocated for fringe benefits for each position listed under personnel.

· Total:

· The total fringe is calculated against the total salary (not the base salary) of each position under Personnel for the budget period. (See example below.)
· The total of all fringe benefits being provided.

For example: 

	Fringe Benefits 

	Position
	Basis for Cost Estimate
	Fringe Benefit Percentage Total

	Project Coordinator
	5% of $75,000 salary for health insurance
	$1,875

	 Total
	 
	 $1,875


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

3)  Travel

Provide separate summaries for each trip or travel expense.
· Title: 
· The title of each position that is traveling under this project. 
· Purpose:

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

· An estimate of the number of trips.


· Any additional basis for cost estimates or computations.
· $ per Trip:

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

· Calculate by multiplying the # of Trips by the $ per Trip.
· The total of all travel provided.

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

	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


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

4)  Equipment

Provide:

· Item:

· The type of equipment to be purchased.
· Purpose, Office Location, and Justification of Need:

· The justification of the need for the items of equipment to be purchased.
· The location where the equipment will be used.

· Cost of Item:

· The estimated unit cost for each item to be purchased.
· Any additional basis for cost estimates or computations.
· Item Description:

· The definition of equipment used by your agency.  (See below.)

· Total:  

· The cost of the equipment item multiplied by the quantity.
· The total cost of all equipment items.
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

	Item
	Purpose, Office Location, and Justification of Need
	Cost of Item
	Item Description
	Total

	Child-Size Table/Chairs
	Need 
	2 @$1,500

	Child-size table and chairs


	$3,000


	 Total
	 
	 
	 
	$4,500 


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

5)  Supplies

Provide:

· Description of Supply:

· The type of materials and supplies to be purchased.
· Quantity to be Purchased:

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

· Provide the cost of each supply item.

· Any additional basis for cost estimates or computations.
· Total:

· The cost of each supply item multiplied by the quantity.

· The total cost of all supplies items.
For example:
	Supplies 

	Description of Supply
	Quantity to be Purchased
	Basis for Computation
	Total

	Children’s books for reading program
	100 books
	$5 per book
	$500

	Paper for office
	10 reams
	$10 per ream
	$100

	 Total
	 
	 
	$600


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

6)  Contractual

Provide: 

· Product or Service:

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

· Purpose and Relation to the Project:

· 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.  
· Agency Responsible:

· The Agency that will be responsible for the contract.
· A brief statement that the Agency has followed its procedures for procurement and a citation stating a reference for those procedures.  
· Cost per Procurement:

· The estimated cost per expected procurement.
· For professional services contracts, the amount of time to be devoted to the project, including the costs to be charged to this grant award. 

· Any additional basis for cost estimates or computations.
· Total: 

· The cost of each product or service.
· The total of all products and services.

For example:

	Contractual 

	Product or Service
	Purpose and Relation to the Project
	Agency Responsible
	Cost per Procurement
	Total

	Literacy/reading class
	Literacy and reading class supports goal of increasing reading level among children in early childhood.
	Town Public Library
	$100 per class meeting with a total of 20 meetings
	$2000

	 Total
	 
	 
	 
	$2,000 


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

7) Training Stipends
Note:

· The training stipend line item pertains only to costs associated with long-term training programs and college or university coursework that result 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:
· Stipend to be Provided:

· List stipends that will be provided. 
· Purpose and Description of Stipend:

· The purpose of the training.

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

· The cost estimates and basis for these estimates.
· Total: 

· Cost per stipend multiplied by the number of educators.

· The total of all stipends provided.

For example:

	Training Stipends 

	Stipend to be Provided
	Purpose and Description of Stipend
	Cost per Stipend
	Total

	Stipend for coursework toward a bachelor’s degree in early childhood education
	Stipend helps two educators in the program receive further education, increasing their effectiveness in the classroom.
	$1,000
	$2,000

	 Total
	 
	 
	$2,000 


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

8) Other 

Provide

· Major Type of Category:

· Other items by major type or category (e.g., communications, printing, postage, equipment rental) by agency.

· Purpose of Expenditure:

· The purpose of the expenditures.
· Cost per Item:

· The cost per item (printing = $500, postage = $750).

· Any additional basis for cost estimates or computations.
· Total: 
· The total cost of each major type/category.

· The total of all Other Costs.

For example:

	Other 

	Major Type or Category
	Purpose of Expenditure
	Cost per Item
	Total

	Printing
	Printing of brochures and outreach materials to spread awareness of programs
	$5 per item x 60 items
	$300

	 Total
	 
	 

 
	$300 


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

9)  Total Direct Costs

· Automatically calculated:

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

REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

10) Indirect Costs

Provide:

· If being applied, Identify Category To Which IDCR is Being Applied

· Identify what categories the indirect cost rate is being applied to, as some indirect costs can be applied only to certain categories.
· State the Indirect Cost Rate

· Identify and apply the indirect cost rate.  (Attach documentation of approved/recognized indirect cost rate(s).
· Total

· The total cost of each Indirect Cost Rate.

· The indirect cost is calculated by multiplying the Agency’s Indirect Cost Rate by the categories to which IDCR is being applied. 
· The total for all lines being requested for Indirect Cost Rates.

For example:
	Indirect Cost

	Identify Category To Which IDCR is Being Applied
	State the Indirect Cost Rate
	Total

	Personnel, Fringe & Contractual
	5%  of these totals (Personnel = $51,250, Fringe = $1875 and Contractual = $2000)
	$2,756.25

	 Total
	 
 

 
	$2,756.25


REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

11) Funding for localities, Participating Programs, or other partners

Provide
· Activity:
· The specific activities to be completed by localities, Participating Programs, or other partners.

· Purpose and Number of Localities Involved:

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

· Cost:
· The estimated cost of each activity.
· Any additional basis for cost estimates or computations.
· Funding Mechanism:
· Mechanism/manner of disbursing funds to locals, etc.
· Total:
· The total cost of each activity (across all localities, Participating Programs and other partners).
For example:
	Funding for Localities, Participating Programs or Other Partners

	Activity
	Purpose and Number of Localities Involved
	Cost
	Funding Mechanism
	Total

	Local coaches – promoting implementation of new Program Standards
	Provide support to all Early Learning and Development Programs in 10 communities 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
	Funds distributed through grants to localities
	$500 ,000

	 Total
	 
	 
	 
	$500 ,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

· Automatically calculated:

· The sum of expenditures in lines 9-11 for each year of the budget for the agency.  
REGARDING BUDGET NARRATIVES (IN BUDGET AMENDMENT WORKBOOK):  

MAKE SURE YOU INCLUDE FUNDS THAT ARE BEING CHARGED TO EACH LINE TO REFLECT ALL COSTS, INCLUDING ANY AMENDED LINE ITEMS AND LINE ITEMS THAT WILL REMAIN THE SAME AS LISTED IN THE ORIGINAL BUDGET.  

14) Other Funds Allocated to the State Plan

Provide
· Funding Source:
· 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.

· Activity Being Funded and Purpose of Funds:
· Explain the activities being funded, and any requirements placed on the use of funds.
· Timing of Delivery:
· The time period of the activity.  
· Cost:
· The cost paid by each funding source.
· Any additional basis for cost estimates or computations.
· Total:
· The total cost of each line item.
· The total of Other Funds Allocated to the State Plan.
For example:

	Line 14:  Other Funds Allocated to the State Plan

	Funding Source
	Activity Being Funded and Purpose of Funds
	Timing of Delivery
	Cost
	Total

	UWVB, Inc.
	Community Impact Staff support
	Year 3 of Grant Period
	$18,000
	$18,000

	 Total
	 
	 
	 
	


15) Total Budget

· Automatically calculated:

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

Enter Approved Original RTTT Budget in this Approved Budget column





% FTE x Base Salary/2 = Total


100% FTE x $75,000/2= $37,500





Basis for Cost Estimate calculation is Position Total (from Personnel Line) x  fringe benefit % (Agency fringe %) = Fringe Benefit Percentage Total


Example:  5% of Project Coordinator salary ($75,000) is 5% x $37,500 (Position Total from Personnel line is $37,500) = $1,875








