Appendix A

Guidelines for Budget and Budget Narratives
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       FY 2012-13 Personnel Narrative Form
	Position

Title

(please don’t list name)
	Annual 

Salary
	Fringe 

Benefits
	Total 

Personnel 

Costs
	Smart Start Time 

%
	Total 

Smart Start Costs
	Funding Source for Remaining Personnel Costs

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Is there a merit and/or cost of living increase included in these salaries?     If so, what percentage? 

Have you included an increase in benefits?

Personnel

*Line 11 - Personnel: Salaries and wages; payroll taxes, including employers share of Social Security and Medicare, state and federal unemployment; retirement contributions; worker’s compensation insurance; disability insurance; and health insurance.  

*Line 12 - Contracted Activity: Outside activity such as: accounting and tax, legal, workers from a temporary service, payroll management and janitorial. (Type of service, length of service, cost of service)

Supplies and Materials
Line 14 - Office Supplies and Materials: General office supplies, computer supplies and software, and janitorial supplies.

*Line 15 - Service Related Supplies: Educational, medical, and automotive.

Non-Fixed Operating Expenses

Line 17 - Travel:  Employee Travel - Meals, mileage, transportation, and lodging. *Note:  Travel can no longer be cost allocated.  It must be charged only for those fully funded direct program personnel. Travel must be directly related to the Smart Start funded activity.

Line 18 - Communications: Telephone, postage, fax lines, pagers, and on-line activity.

Line 19 - Utilities: Electricity, water, sewer, and gas.

Line 20 - Printing and Binding: Printing, binding, and copying.

Line 21 - Repair & Maintenance: Routine repairs and maintenance, including service contracts.

*Line 22 – Meeting and Conference: Room rental, food, speaker’s fee. (This line is to host meetings and conferences – not attend them.  Costs for attendance of meetings and conferences should be on Line 23.

*Line 23 – Employee Training (no travel): Tuition, conference registration, training materials.  Travel related to employee training should be recorded in the travel account.  *Note:  Employee training can no longer be cost allocated.  It must be charged only for those fully funded direct program personnel.  Training must be directly related to the Smart Start funded activity.

Line 24 - Classified Advertising: Advertising program activity, soliciting bids, obtaining qualified job applicants, advertising fund-raising events.

Fixed Charges and Other Expenses

Line 27 – Office Rent:  Only as it pertains to actual space needed for project.  (A goods in-kind donation.)

Line 29 – Equipment Rental (Phone, Computer, etc.):  As needed for project.  Eliminates need for capital expenditures.

Line 31 – Dues and Subscriptions:  As needed to do this project.  Not because it could add to the continuing education of the staff involved in the project. 

Line 32 - Insurance and Bonds: Insurance on facilities, liability and dishonest bonds.

Line 33 – Books / Library Reference Materials:  As needed for this project.  Books go here if they have a life expectancy of greater than 1 year. Books being used as incentives and given to children to take home have a life expectancy of less than a year and would go under service related supplies. 

*Line 35 – Other Expenses: This must be defined as to exact expense.  Must not fit under any other category. 
Property and Equipment

*Line 39 - Furniture and Non-Computer Equipment: $500 or more per item. This could include copiers.

*Line 40 - Computer Equipment: Computer, printers, data processing equipment (all items $500 or more). 

*Line 41 - Furniture and Equipment: All furniture and equipment less than $500.

Activity/Contracts/Grants
*Line 44 - Contracts w/ Service Providers: Formal agreements for specific activity over a definite period of time, such as a year-long direct service project, weekly vision screenings, regular delivery of information and assistance at a family resource center.

*Line 45 - Stipends: Stipends, scholarships, bonuses provided to individuals.

*Line 46 - Grants/Cash Awards: Formal agreement providing funding for a specific project designed to achieve or enhance the ability to provide activity.  These projects would normally occur only once or very infrequently and not involve regular delivery of actual activity.  Examples include projects to enhance the quality of programs. 

*Line 47 – Grants/Non Cash Awards, Non-Related: Same as above but awards are NonCash. 

Participants’ Training
Line 49 – Participants’ Training: Expenses related to parent training or child care worker training, including stipends, travel, course fees, books, materials, child care expenses and substitute teacher expenses.
