
Attachment B 
Budget Guidelines 

 

Applicants should use the budget detail and summary formats provided.  Applicants may either use the actual tables or create a spreadsheet 

with the same categories and format.  Implementation Projects should budget for anticipated expenditures in all three years of the pilot 

project.  Planning Project should budget for only anticipated expenditures within the first year of the pilot project. 

 

Budget items should be placed into one of 5 categories.  Five categories and a brief description of each category are listed below.  Any 

expenses that are categorized within “Other” should be explained the budget summary.   

 

Personnel 

Gross salary and fringe benefits related to staff or funded project.  Fringe benefits included employer FICA, unemployment and workers 

compensation taxes, medical insurance, vacation/sick leave and retirement benefits.  

 

Contractual Services 

Payments related to subcontractors and consultants who provide services to the project.  Includes all expenses reimbursed including salaries, 

office expenses, travel.  

 

Office Expenses 
Directly attributable expenses for photocopies, postage, telephone charges, utilities, facilities, educational materials, general office supplies, 

computer equipment and software, and medical supplies.   

 

Travel  

Actual project-related travel expenses, including airfare, meals, hotels, mileage reimbursement, parking and taxis.  If the organization has an 

established per diem policy, per diem may be charged to the grant in lieu of actual incurred expenses.   

 

Other 

Items that do not fall into any of the other categories listed above.  Each item listed in other should be discussed in the brief budget summary.   

 

No grant funding should be used for administrative and/or overhead costs not directly attributed to the project. 

 

Budget Narrative  

Provide a brief (no more than 2 pages) budget summary detailing all expense components that make up total operating expenses and the 

source(s) of in-kind and/or direct matching funding.  Describe all administrative costs and efforts to minimize use of pilot projects funds for 

administrative and overhead expenses.  Please refer to Section VII D and Section IX F for addition guidance on items to include in the budget 

narrative. 
 


