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ANNUAL BUDGET NARRATIVE FORM
A justification for all costs associated with the proposed program must be provided.  This Annual Budget Narrative must provide detailed information to support each line item contained in the Proposed Annual Contract Budget.  Provide a separate Annual Budget Narrative for each Proposed Annual Contract Budget (example-education and training and hotline, provide one budget for education and training and a separate budget for hotline).  The Annual Budget Narrative should include, but is not limited to the following:
PERSONNEL (SALARY AND FRINGE)

Personnel Salary – List each position by title and name of employee (if available).  Show the annual salary rate and the percentage of time to be devoted to the program.  Compensation paid to employees engaged in project activities must be consistent with that paid for similar work within the organization.

Name/Position
    Computation of Salary (Annual Salary X % of Time) 

Cost

Fringe – Fringe benefits should be based on actual costs or an established formula.  Fringe benefits are for the personnel listed in the Personnel category and only for the percentage of time devoted to the program.

Name/Position
   Computation of Fringe Benefits (Actual Cost or Formula X % of Time)
Cost

STRATEGIC PLAN – List each salary (as above) or itemize expenses for Community Action Team (CAT) meetings
Name/Position
    Computation of Salary (Annual Salary X % of Time) 

Cost


AND/OR

Items



Computation





Cost

EXPENSES

Travel – Itemize the cost of local travel and mileage expenses for personnel by purpose.  Show the basis of the calculation.  Travel expenses are limited for reimbursement as stated in your contract.  Mileage is reimbursed at $0.445 cents per mile, or agency cost whichever is less.

Purpose of Travel

Location

Computation


Cost

(Primary Prevention Presentation
 ACME HS
.445 X 20 miles

$8.90)

Training– Itemize costs associated with DOH prior approved staff training (i.e., mileage, per diem, meals, hotel, registration fees, etc.).  Travel expenses are limited for reimbursement as authorized in Section 112.061, Florida Statutes.  No out-of-state travel may be paid with funds provided under this contract.  All training expenses must be approved in writing by the department in advance.  
Training


Location

Computation


Cost

Office Supplies 

General Office Supplies – Itemize program related supplies separately by type (office supplies, copy paper, etc.) that are expendable or consumed during the course of the program and show the formula used to arrive at total program costs.  This may include computer, computer software and furniture under $1,000.


Item/Vendor


Computation





Cost

Educational/Awareness Materials – Itemize the costs of program related curricula, including workbooks, pamphlets, videos and other educational/awareness materials proposed to be used by the program.    


Item/Vendor


Computation





Cost

Other – List and describe any other expenses related to the program that is not specifically listed above.  Breakout and show the computation for each line item

Item/Vendor


Computation





Cost

Rent/Telephone/Utilities – Itemize program specific costs to implement the program by pro-rata share or applicable percentage of the total costs of these items.  List each item separately and show the formula used to derive at total program costs.

Item/Vendor


Computation





Cost

Insurance – Indicate the cost of maintaining comprehensive liability insurance for the program.

Item/Vendor


Computation





Cost

Background Screening – Itemize the costs of background screening of employees and volunteers utilized in the program’s operation.

Item/Vendor


Computation





Cost

Postage/Printing/Equipment Rental & Maintenance - Itemize program specific costs to implement the program by pro-rata share or applicable percentage of the total costs of these items.  List each item separately and show the formula used to derive at total program costs.

Item/Vendor


Computation





Cost

Internet Costs – Indicate the program specific costs for Internet access.

Item/Vendor


Computation





Cost

Administrative (5% maximum) – Expenses incurred that are related to the organization as a whole, as opposed to expenses directly related to the contract.

Item/Vendor


Computation





Cost

Sub-Contractor Services – For each independent subcontractor proposed to be employed by the program provide the name of the contractor, if known, the method of selection, period of performance, scope of work, method of accountability, and itemized budget and budget justification. All subcontracts must be approved in writing by the department in advance and include:
· Name of Contractor

· Method of Selection

· Period of Performance

· Scope of Work

· Method of Accountability

· Itemized budget and Justification
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