	                                  BUDGET SUMMARY INSTRUCTIONS


                            A budget summary must be completed for the cluster.

BUDGET ITEM SUMMARY: Budget items are to be included for each major funding category (Other Federal, Other State, Other Local or In-kind) to indicate the budget required to administer this grant activity.  The use of other funding for the coordination of the activities under this grant activity is encouraged.

PERSONNEL SUMMARY: List each position title that will be working directly with this grant and the funding attached to the position regardless of whether it is a salaried or contract position.
BUDGET NARRATIVE: Attach a budget narrative which identifies the sources and dollar amounts of Other Federal, Other State, Other Local, and In-Kind contributions used to support this grant activity, the basis for and what's included in your fringe benefits.  List any service you plan to contract for.  List any equipment you plan to purchase with First Steps funds. List the basis for your travel budget (mileage/per diem rates must be at or below State reimbursement of 34 cents per mile).  Include a copy of your approved indirect cost plan, and include the basis for the other costs under.3. Explain how the budget is within scope of the project.
LINE ITEM DEFINITIONS:

1.  PERSONNEL SALARIES AND FRINGE/CONTRACTED SERVICES: The amount needed to pay for
      salaries and fringe benefits of those people performing grant activities. Include the

     definition of a FTE (eg., 1 FTE = 37.5 hrs. per week).  The amount needed to pay for contracted 
     services for this grant activity.  A written agreement (contract) must be on file with the Bureau of
     Child Development which specifies the service(s) to be purchased, the content, and the rate
     of costs for all contracted services. 

2. MATERIALS, SUPPLIES AND EQUIPMENT: The amount needed to pay for the materials and
    supplies cost for this grant activity.  PR materials not clearly related to the successful achievement of
    an outcome will not be considered appropriate expenditures. The amount needed to pay for the
    equipment to be used for this grant activity.  Equipment is an article of non-expendable tangible
    personal property with a unit cost of $500 or more and a useful life of two years or more.  Title to the
    equipment is vested to the State.  Prior approval is considered received on items purchased at a cost 
    of $1,000 to $2,499 if it was noted in the original budget.  Items purchased at a cost of $2,500 or more
    require separate prior approval and must be made in accordance with standard procurement
    procedures.

3. ALL OTHER DIRECT COSTS: Rent, utilities, telephone postage, travel and other costs (Other costs
    are direct costs which cannot be included in the other three line items but which are associated with
    this grant’s activity).

4. INDIRECT COSTS: The amount needed to pay for costs associated with this grant's activities not
    practically charged on a direct basis and therefore budgeted in accordance with a cost 
    rate or a cost allocation plan.  A copy of the cost plan must be submitted with the original budget for
    this grant.  (Administrative cost is limited to 5 % cap or less)
The budget is the basis on which funds will be spent.  If any line item is modified by 10% or more over the course of the contract, prior approval must be obtained.  This does include the increase or decrease of any individual line items.  Budget amendments must be submitted and approved prior to expenditure of the funds.  Amendment requests must be submitted to the consultant allowing adequate time for review.  Amendment requests submitted after 1-31-2007 will not be approved.
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