Appendix D: Budget Narrative Template 
[bookmark: _GoBack]The following guidance is provided to you to assist with the development of required budget narratives.  The general guidance below describes the items that should generally be contained in the cost category.  
1) Salaries
This line is meant to capture salaries of individuals who will perform grant funded activities. Provide the name of employee, position/title, percentage of time on the contract service and total amount of salary charged under the contract service.  
Describe key responsibilities of each of the positions funded (1-2 sentences).
2) Fringe Benefit
Describe the fringe benefit rate and how it is calculated.  Fringe is usually expressed as a percentage of salary.  
Describe the amount of fringe associated with the position/title described in salaries.  
Make sure that the fringe charged to the contract reflects the percentage of time described for the position.  For example, if staff is 100% on the contract, then 100% of their fringe can be charged to it.  If the position is 50% on the contract, only 50% of their fringe is charged to the contract.  
3) Contractual Services
Describe all services associated with the contract that are obtained by contract, memorandum of understanding/agreement, purchase order or other procurement mechanisms.  This can include, but is not limited to:  media buys, project management services (e.g., an individual is paid a flat fee or an hourly rate to manage a project), other professional services such as web site design or hosting,  detail rates for law enforcement efforts, and paying for training associated with an evidence based practice.
4) Travel
Briefly describe the nature of local travel undertaken for contracted service (for example:   Mileage reimbursement at .56/mi for personal vehicle.  Mileage is associated with attendance at required contract meetings, attending trainings and workshops, monitoring implementation of contract services).
5) Conference
Describe any travel out of state to attend conferences or trainings.
6) Postage/Office Supplies/Printing
Costs for postage and office supplies are included in this category.   For large scale print jobs exceeding a cost of $500, please provide a brief description of the types of print materials that are required.  
7) Telephone/Cable/Internet
Telephone and internet use related to the project may be charged if its’ use is exclusively in support of the contract.  Cable television is not chargeable to the contract.   If telephone and internet come as a bundle or package of services from a provider, only the monthly cost of telephone and internet can be charged.  If use of these services are not exclusive to the contract, it should be included under the overhead-indirect line.  
8) Information System
Include any costs incurred that are necessary for any data entry platform or other management information system.  
9) Property Rent
Include costs for any property or equipment rental necessary for administration of the project.  If the property (either space or equipment) is rented specifically for the contract, then it is appropriate to charge on this line, otherwise it can be captured under the overhead –indirect line.  
10)  Heat & Utilities
If the heat and utilities are specifically attributable to contract it is appropriate to include the costs in this line, otherwise it can be included under overhead - indirect line.
11) All Other
Include any other major costs necessary for the contracted service but not otherwise covered by the categories 1-10 in this category.  Common items may include stipends for teachers who attend a training, parent or student workbooks associated with a program and purchase of promotional items.
12) Agency Overhead-Indirect
Other costs necessary to the administration of the project, but not otherwise captured in other direct cost lines may be included in this category.  Generally, overhead or indirect charges cannot exceed 10% of the direct cost budget unless there is a federally approved, indirect cost rate.  Please note that indirect is calculated only on the direct cost budget, meaning the sum of cost categories 1) through 11), not on the total budgeted amount.  
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