OFFICE OF SUPPORTIVE HOUSING

BUDGET AND BUDGET NARRATIVE INSTRUCTIONS

Budget Categories:

The following items are included in the budget categories and line items listed in the extreme left hand column of the Budget Expenditure Plan & Summary:

1. PERSONNEL includes wages and salaries, fringe benefits, staff travel (incl. mileage, tokens), staff training and conferences.
2. OPERATING includes rent/occupancy, utilities (incl. gas, electric, water/sewer), communications/telephone (incl. Mobile telephone, fax, dsl/broadband), insurance (incl. Professional and general liability, fire), audit services, legal services, office/program supplies (incl. stationery, printing, equipment leasing), leased office furniture and equipment.
3. FIXED ASSETS includes office and building equipment, purchased furniture and equipment computer/fax/printer, repairs/replacements, janitorial services.
Please note that the Budget Preparation Instructions below include further guidance about line items.





BUDGET PREPARATION INSTRUCTIONS

The budget and budget narrative form has been set up to print on legal size, 8.5” x 14” paper.
The following instructions will guide you through the preparation of the Budget Expenditure Plan, Budget Schedules and Budget Narrative.  The instructions are listed in the order you should follow in preparing the budget.  Begin with Scheduled A, PROGRAM PERSONNEL.  Complete the BUDGET EXPENDITURE PLAN SUMMARY last.

Please note that cells that include formulas for the calculation of certain costs are locked and cannot be changed.

Cautions:

1. The Budget Summary, Schedules A through E and the Budget Narrative are all on one (1) worksheet and appear directly underneath each other in order.   

2. Extra blank lines have been inserted to accommodate line items unique to your organization/agency.  Do not attempt to add lines yourself.  Please call Kelly J. Uckun, Executive Assistant for Administration at (215) 686-7148 or contact her via electronic mail at Kelly.J.Uckun@phila.gov if you need additional lines.

3. Formulas that automatically calculate totals and subtotals in many columns and that automatically place totals and subtotals in appropriate sections of the worksheet have been locked and cannot be changed.  If you have any questions or need assistance with this feature, please call Mrs. Uckun.

4. Please round all costs to the nearest dollar.  Do not use pennies.


SCHEDULE A - PROGRAM PERSONNEL

1. In the Program Personnel section, list each employee whose full or part-time salary will be charged to the grant, individually, by name and title.

2. Enter the % of time the employee will work for the project.

3. Enter the employee's total annual salary, not just the portion of that salary that will be charged to OSH.  
4. The worksheet will calculate the amount of salary to be charged to OSH under the Personnel and Total Contract columns and will place this amount automatically in the BUDGET EXPENDITURE PLAN SUMMARY in Column A, “Wages and Salaries”.

5. In the Fringe Benefits Program Personnel section, in the first column, we have listed the most common fringe benefits paid by employers.  Beginning on the first blank line, list any additional types of fringe benefits you pay.  Please list all benefits paid for your employees.  
6. In the 2nd column, “Calculation Basis for all Fringe Benefits,” enter the formula you use to calculate each benefit you pay.   Please note that you do not have to enter the formulas for calculating FICA and Medicare.  These have been pre-set and will calculate these figures automatically based on the total Annual and total Contract salaries calculated by the worksheet in the first section of Schedule A, Program Personnel.    The formulas used are listed below.   
FICA
Total Annual Salaries x 6.20% and Total Contract Salaries x 6.20%

Medicare
Total Annual Salaries x 1.45% and Total Contract Salaries x 1.45%

7. In the 3rd column, “Total – Based on Annual Salary,” enter the amount total amount of each type of fringe using the Annual Salary amount in the first section of Schedule A, Program Personnel.

8. In the 4th column, “Calculation Basis - OSH Funding” enter the formula you use to calculate the amount of each benefit you pay for the portion of the employees' salaries that will be charged to the grant.  Use this formula and enter the result in the 5th column, “OSH Funding.”  See below for an example:
	
	Calculation Basis For All Fringe Benefits
	Total - Based on Annual Salary
	Calculation Basis – OSH Funding
	OSH Funding

	Medical Insurance Actual
	 10% of  Annual Salary 
	$ 25,000
	10 % of Annual Salary x 20%
	 $5,000


9. The worksheet will add the total cost of Fringe Benefits in the “OSH Funding” column and place this amount in the BUDGET EXPENDITURE PLAN SUMMARY in Column A, “Benefits.”
10. Repeat these steps in the Administrative Personnel and Administrative Fringe Benefit Sections.


SCHEDULES B, C AND D - ALL EQUIPMENT PURCHASES, RENOVATIONS/ REPAIRS AND PURCHASED SERVICES FOR CLIENTS

1. Enter the name of the Vendor who will provide the item/services in the “Vendor” column, the % of the contract/purchase that will be provided by a Minority or Woman-owned business in the “% MBEC” column, a narrative description of the item/service in the “Description” column and the unit cost and quantity in the appropriate columns.  If the cost basis for contracted services is something other than an hourly rate, e.g. per client or per completed task, use the “Unit Cost” column to enter the amount and explain the cost basis in the “Description” column.

2. The worksheet will calculate the total cost of the item/service and enter this figure in the Total Cost column in the Schedule.  However, this figure will not be entered into the BUDGET EXPENDITURE PLAN SUMMARY automatically.  You must enter this information by hand.
SCHEDULE E - OTHER PROJECT RESOURCES - ADMINISTRATIVE PERSONNEL

1. The total salary for each Administrative employee from Schedule A has been entered automatically in the “Total All Resources” column in Schedule E.

2. Enter the title and name of each Administrative employee in the “Title/Name” column, in the exact order it appears in Schedule A.

3. Enter the % of each Administrative employee's salary that will be charged to the grant in the “OSH %” column, in the exact order it appears in Schedule A.  The worksheet will calculate the amount of each salary that will be charged to the grant.  This amount should match exactly the amounts shown in the “OSH Administration” column in the Administrative Personnel section in Schedule A.

4. In the top row of the Schedule, there four (4) columns labeled, “Resource - _________”.  Each “Resource - __________” column is followed by a column labeled, “%”.  In each “Resource - __________” column, enter the name of each non-OSH source of funds your agency/organization receives and uses to support each Administrative position.  Please enter the full name of each source.  The row will change to accommodate long names.  Resources may be described by the name of the grant and the agency/organization that provides it, e.g. S Plus C - US HUD.  If your agency/organization uses internal resources, such as those obtained through individual donations and contributions, other than client contributions, investments, etc., enter your agency/organization's name.

5. Enter the % of each Administrative employee's salary that will be charged to each external resource in the following “%” column.  The worksheet will calculate the amount of each salary that will be charged to that source.  

6. The worksheet will calculate the total amount of funds from other sources and the total % from all resources.  The total % from all resources must not exceed 100%.

7. The fringe benefit costs based on the % of the Administrative employees' salaries that will be charged to OSH and the fringe benefit costs based on their full salaries have been entered into the “OSH”  and “Total All Resources” columns in the Fringe Benefits section of Schedule E from Schedule A, PERSONNEL.  

8. Under each “Resource - __________” column in the Fringe Benefit section, enter the cost of each benefit for Administrative employees that are charged to that resource. The worksheet will calculate the total benefits charged to each resource and the % of the total benefits paid by each resource.  The total for all resources must not exceed 100%.
BUDGET NARRATIVE

In the BUDGET NARRATIVE you must list each cost included in your budget, describe what the cost consists of and the basis on which it was calculated and enter the basis for the calculation in fields currently marked Number (Column C), No. of Months (Column D) and Cost/Rate (Column E).  In addition, you must show any amounts for each cost that will be paid from other resources and name those resources.  Please note that none of the cost information in the BUDGET NARRATIVE, except the Program and Administrative Personnel and Fringe costs, will be entered in the BUDGET EXPENDITURE PLAN SUMMARY automatically.  You must enter the remaining totals by hand in the BUDGET EXPENDITURE PLAN SUMMARY.  
The Budget Categories and line items shown on the BUDGET EXPENDITURE PLAN SUMMARY are already listed.  There are also blank lines for you to enter cost items that not shown on the Expenditure Plan but which are included in your costs.  There should be sufficient extra lines for all your cost items but if you need additional lines, please call Kelly J. Uckun at (215) 686-7148 or contact her by electronic mail at Kelly.J.Uckun@phila.gov. 

The headings in Columns C, D and E, "Number," "No. of Months" and "Cost/Rate," respectively, may be changed to fit your agency's cost basis but Column F, "Total," will automatically multiply the contents of the 3rd, 4th and 5th columns and may not be changed.  Please remember that you must enter a number in Columns C, D and E for the formula to work.  If your cost basis uses only 2 of the columns, place a number "1" in the 3rd column.

Columns G through J, “Resource – ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________” allow you to fill in the names of other resources you will use to support the project.  If you want to show costs that are entirely funded from other sources, skip Columns C, D and E and enter the cost information in one of the “Resource – ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________” columns.  It will be added to Column K automatically.

Column K, "Total Other Resources," adds the costs Columns G through J and may not be changed. 

Column L, “Total All Resources” adds Column F, “Total OSH”, and Column K, "Total Other Resources" and may not be changed.

The Subtotal that appears in Column F, "Total OSH," under each Budget Category should match the "OSH Total Contract" column for that Category in the BUDGET EXPENDITURE PLAN SUMMARY.  For example, if the subtotal calculated for the Fixed Assets category in Column F "Total OSH" column is $100,000, the subtotal for Fixed Assets in the "OSH Total Contract" column in the BUDGET EXPENDITURE PLAN SUMMARY should also be $100,000.  The Subtotal in Column K, "Total Other Resources,” should match the "Other Project Resources" column for that Budget Category on the BUDGET EXPENDITURE PLAN SUMMARY and the Subtotal in the Column L, "Total All Resources" should match the "Total Project Resources" column for that Budget Category on the BUDGET EXPENDITURE PLAN SUMMARY.   

Additional Instructions

1. In Column A, list any additional line items after those already entered on the blank lines provided.

2. In Column B, "Description," enter a narrative description of the cost, including all pertinent rates.  Examples of appropriate descriptions include:



Example #1 – Staff Travel (Public) – 2 staff x $75/mo x 12 mo.



Example #2 – Utilities – Elec. x $150/mo x 12 mo


Example #3 – Professional Services – Temp. Personnel x $1,000/mo x 12 mo
3. Please note that cost information for Wages/Salaries-Program, Benefits-Program, Wages/Salaries-Admin and Benefits-Admin in Column A will be placed automatically in Column F, "Total OSH" from Schedule A, PERSONNEL and Schedule E, OTHER PROJECT RESOURCES – ADMINISTRATIVE PERSONNEL.  Costs charged to other resources for administrative personnel and fringe benefits from Schedule E will also be entered automatically.  You do not have to enter a description or cost information in Columns C through E for these line items.  You must, however, enter the portions, if any, of the cost of Program Personnel Wages/Salaries and Benefits that will be charged to other resources.


BUDGET EXPENDITURE SUMMARY

1. Enter the identifying information on the top 3 lines including your name, project name, program type and the number of clients.

2. Enter all remaining costs in the appropriate cells in the BUDGET EXPENDITURE PLAN SUMMARY.  Remember that only the Program Personnel and Administrative Personnel salary and benefit costs from Schedule A will be entered in the BUDGET EXPENDITURE PLAN SUMMARY automatically.  You must enter all other costs including remaining Personnel costs, Operating Costs, Fixed Asset costs and Participant costs, if applicable in Columns A through D.  You must also enter all costs from other resources in Column D, “Other Project Resources.”
3. If there is a SOURCE OF FUNDING section in the BUDGET EXPENDITURE PLAN SUMMARY, enter the amounts you expect to receive in Interest payments and Client Contributions in Columns A, B or C, as appropriate.  Please remember that the total amount shown in this section in the “OSH Total Contract” Column will be deducted from your TOTAL EXPENSES and the result will be the amount of your contract with OSH.  

4. The worksheet will calculate all Subtotal and Total rows and columns and will calculate the % of Administrative costs requested by the applicant by dividing the Administrative Total Funding amount by the Program Cost Total Expenses.  

5. Please remember that Administrative costs cannot exceed 12% of these costs.
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