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Guidance for the Detailed Budget

Background

Please call and discuss this section. This is the most confusing part of the project proposal. We can help you identify in-kind services and establish values that will count as part of your match.

The purpose of the Detailed Budget is to show a breakdown of exactly how you are going to spend the money (both federal and non-federal), and/or how you are calculating the value of in-kind services.  You must clearly differentiate between the federal and non-federal funding.

In the next few pages we will give you guidance and examples of how to present information and calculations of estimated project costs under each budget category, and to complete the Budget Summary. This detail allows reviewers to verify that budget costs are reasonable, necessary, and allowable; and highlights unallowable costs, such as regular park employee salaries or wages. The totals of each category are entered on the Budget Summary, as shown in these examples.  

If a project is funded, the Detailed Budget, together with the other information provided in the Proposal, will become part of the funding agreement.

Show your calculations for each item of cost. Be sure to clearly separate your (partner) share from the National Park Service share. You can also include any other federal funds or services from other federal agencies, which are contributing personnel or other resources to the project, but these cannot be counted as part of your matching share.

Sometimes you may not be sure what category a particular cost belongs to. The best solution is to itemize all your costs and then give us a call. We can help you organize the information on the Proposal.

Indirect Costs:

These are general costs that are incurred which cannot be identified readily with the particular project.  Typical examples of indirect costs are the salaries of executive officers, the cost of operating and maintaining facilities, local telephone service, and accounting services. For example, if the historical society offices in our sample budget are used by the contract archeologist, a portion of local phone costs, utilities, building maintenance, are being used to support his/her use but only actual costs, such as his long distance charges, can be reimbursed.

Indirect costs cannot be paid out of CCSP funds, unless the partner has an existing Federal agency-approved indirect cost-rate agreement.  As we don't have any such agreements for the Santa Fe and Trail of Tears, indirect costs should not be paid from CCSP funds. However, indirect costs can, in some circumstances, be used as part of the non-Federal match. Our hypothetical example does not include indirect costs.

Detailed Budget Example

We have created a hypothetical project. This project will involve archeological investigations of a trail site that is mostly on a private ranch but extends into a national forest. The project is being coordinated by the county historical society and they will provide a project coordinator, who is the paid director of the society, secretarial assistance, office space, volunteers, photocopying machine, and other services. A local construction company is donating the use of a backhoe and operator for the project. The project will also require special remote sensing equipment rental. The USDA Forest Service will provide an archeologist to assist with the project, but the historical society will have to hire an archeologist on contract to do the investigations at the site. Here is the Detailed Budget with an explanation for this project. Following these pages will be an example of the actual Detailed Budget and the Budget Summary that would be included in the Challenge Cost-Share Proposal.

Personnel: This category identifies salaries and wages of people assigned to the project that you are paying directly. If you are hiring someone from the outside for whom you are paying a fee, such as an archeologist, then that cost should be considered a consultant.  List personnel by job title and show method of computation, and total.  

Partner Share

Project Director, $30,000/year x 6 mo. x 50% of time.............................$ 7,500 

Secretary (volunteer) 20 hrs./wk x 20 wks. @ $10.00/hr.........................$ 4,000

Volunteers (archeological) 6 @ 120 hours x $12.00/hr...........................$ 8,640

Other Federal (non-cost sharing) Contribution

USDA Forest Service Archeologist 100 hrs.@ $22.16/hr........................$ 2,216

Explanation: The project director is paid by the historical society. She will be spending about half of her time on this project over a 6 month period. The society secretary is a volunteer. She will be working on typing up reports, forms, and other materials, running errands, and doing other work to help the project. Secretaries in the area of the project with comparable experience and responsibilities earn $10 per hour. The society has recruited 6 volunteers who have experience with archeological investigations. If you had to hire people to do similar work, they would have to be paid $12/hour. The Forest Service archeologist will be providing consultation to the project and will sometimes help at the site. He normally earns $22.16/hr. His salary is federal money from the Forest Service's budget that is being spent toward the project, but cannot count as a match.

Fringe Benefits:  This category lists fringe benefits on portions of salary assigned to partner's staff assigned to the project, such as social security, employee health insurance, etc.

Partner Share


Project Director (8% of salary)................................................$   600

Other Federal (non-cost sharing) Contribution

USDA Forest Service archeologist (12% of salary)................$   266

Explanation: Fringe benefits paid for the salaried employees are paid by the society or the Forest Service at a specific rate. This is addition funds that are being spent on the project.

Consultant Fees: This category covers fees and travel costs for consultants/experts. Principal investigators who are not on partner's staff are considered consultants. Include, as appropriate: 1) the name (if known) and type of consultant; 2) rate of compensation (daily or hourly rate or fixed price contract amount); 3) number of days on the project; and  4) total consultation fee or honorarium (not including travel costs). 

You should not enter into contracts or agreements related to a Challenge Cost-Share project until we have had a chance to discuss with you the terms of the contract, the hiring process, and the potential consultant(s) to be hired. In most cases, consultant services must be obtained through a competitive bidding process.

National Park Service Share

Archeologist (fixed rate contract).............................................$20,000

Remote Sensing Specialist 2 days @ $250/day.........................$    500

Explanation: The archeologist will be hired to carry out the project. The remote sensing specialist must be hired to operate the ground penetrating radar equipment.

Travel and Per Diem:  Detail local travel and out-of-town travel (travel requiring per diem) for staff, not consultants' travel. A consultant's travel would be part of the contract with that person and would not be included here.  For air travel, list the cost of coach-class tickets only.  Paying for first-class seats will not be allowed.  Per diem rates (lodging, meals, etc.) may not exceed Federal cost limits except for a university or local government with a written travel policy. Specify titles of person(s) traveling, purpose of the trip, how many people will be taking each trip;  2) how many days each person will be traveling; 3) the total subsistence (meals and lodging); and 4) transportation costs such as airfare or mileage at 25 cents per mile for vehicles.  Separate estimated local travel as shown.

Partner Share

Project Director POV 300 mi. x$.31/mi..........................................$    93

Volunteers (travel to site) POV 500 miles $.31/mi.........................$   155

Meals 6 x 20 days x $15.00/day......................................................$ 1,800

Camping  2 sites/20 nights @ $10/night.........................................$   400

Explanation: The project director lives at home and will be driving back and forth to the work site in his personal vehicle (POV). The volunteers live too far away to drive to the site every day, so they will be camping at the site. The $15 per day for food is an estimate of what they are spending for food each day. There is a nearby campground that charges $10/night for a tent campsite with no amenities. However, you are going to allow the volunteers to camp at the work site, thus the equivalent value of the campsite being provided can be counted as donated services.

Supplies and Materials:  Provide a general description or identify consumable items and expendable equipment costing less than $500 or have an estimated useful life of less than 2 years.

National Park Service Share

General office supplies........................................................$   400

Computer diskettes  $20/box x 10 boxes.............................$   200

Explanation: These are supplies that will be directly used on the project. The society will have to purchase them.

Equipment:  Itemize equipment needs for the project.  Equipment is defined as non-expendable property having a useful life of more than 2 years, and an acquisition cost of more than $500 per unit. Other items would be considered supplies. In some cases, federal regulations may require that equipment purchased with government funds becomes the property of the government. Specify which equipment will be purchased and which rented or leased.  If equipment is to be purchased, show on an attached page that the purchase will be less expensive than rental.

Partner Share

Backhoe/operator (donation) 20 hrs.@$100/hr....................................$ 2,000

Camping equipment (donation) 120 person nights @$5......................$   600
National Park Service Share

Ground Penetrating Radar rental 2 days @$1,250/day........................$ 2,500

Explanation: The local construction company is donating the backhoe and operator for 2 days. This company normally charges $100/day for this. If you had to rent camping equipment at the local sporting goods store, they would charge you $5/night per person for tents, sleeping bags, pads, camp stoves, etc. There are six people who will camp for a total of 20 nights each. The ground penetrating radar is a specialized piece of equipment that must be rented.

Construction/Fabrication/Preservation: There are some specific federal laws that govern construction projects. Construction refers to actually building something. Cost-share funds can be used for small construction projects, such as walkways, outdoor kiosks or historic structure preservation, but we would not fund most "bricks and mortar" projects such as building a museum or a reconstruction of a historic structure. 

We will also use this category for costs for exhibit fabrication or rehabilitation, film production, etc.  and for other "construction like" projects, such as painting or re-roofing a historic building,  etc. 

Projects in this category will usually be done through contracts. Our hypothetical example does not include any construction, fabrication, or preservation projects.

Other:  List other necessary direct cost items that do not fit logically elsewhere.  This category includes postage, printing, computer use charges, equipment rentals, telephone, postage, printing or photocopying, space rental costs, etc.  "Miscellaneous," "overhead," and "contingency" are not acceptable budget items.

For printing/photocopying, specify the purpose of each cost.

Contributed space costs should be based on square footage and number of staff assigned to the project.  Rent paid must be comparable to prevailing local area rents.  If the partner or a non-federal contributor owns the facility used by the project, occupancy cost is limited to depreciation or a use allowance based on the purchase price of the building.

Partner Share

Office space (2 x offices x 6 mo. x 1/2 time @$600/mo.)........................$ 3,600

Long Distance phone calls........................................................................$   200

Photocopy, 500 copies @ $.06/copy.........................................................$    30

National Park Service Share

Duplication of survey data forms, 300 forms @ $1/copy.........................$   300

Printing final report 25 copies @$10/copy...............................................$   500

Explanation: The society will provide office space for the use of the archeologist and others working on the project. Equivalent size offices in the area rent for about $600 per month. The project director, archeologist and others will need to make long distance calls for a variety of purposes using the society's phones, and will also be using the society's copy machine. Duplication of specialized survey forms for the project and the printing of the final report will be paid from the CCSP funds.

A RECOMMENDATION
After completing budget items, it is suggested that all project partners examine and compare the budget items in relation to the chronological outline of major activities and tasks in the Proposal.  This review should ensure that for all major activities and tasks described in the Proposal:

1. personnel and other costs clearly and directly relate to the described activities and tasks; 

2. necessary costs appear in the budget and are explained clearly in the Detailed Budget or an attached page; and

3. budget items are clearly calculated so a reviewer can verify if the costs are allowable, relevant to the project, and reasonable.

4. the budget page is signed and dated.

Don't forget to attach the budget page to the proposal form.

CCSP PROPOSAL - Detailed Budget (example)

(use additional pages as needed)

Project Name or Title: National Historic Trail site archeological survey

Partner Share

Personnel

Project Director, $30,000/year x 6 mo. x 50% of time.........................................$  7,500

Secretary (volunteer) 20 hrs./wk. x 20 wks. @ $10.00/hr....................................$  4,000 

Volunteers (archeological assistants)....................................................................$  8,640

6 @ 120 hrs. x $12.00/hr







 Subtotal.......................................$ 20,140

Fringe Benefits

Project Director (8% of salary).............................................................................$    600







 Subtotal.......................................$    600

Travel

Project Director (POV) 300 mi. x$.31/mi)...........................................................$      93

Volunteers (travel to project site).........................................................................$    155

POV 500 mi. $.31/mi.

Meals 6 x 20 days x $15.00/day...........................................................................$  1,800

Camping 2 sites/20 nights @ $10/night...............................................................$     400







Subtotal........................................$  2,200

Equipment

Backhoe/operator rental (donation) 20 hrs.@$100/hr...........................................$ 2,000

Camping equipment rental (donation)...................................................................$    600

6 people/20 nights @ 5/night







Subtotal.........................................$ 2,600

Other

Office space (2 x offices x 6 mo. x 1/2 time @$600/mo.)....................................$ 3,600

Long Distance phone calls................................................................................... .$    200

Photocopy 500 copies @ $.06/copy...................................................................... $      30






Subtotal....................................... .$  3,830




Subtotal Partner Share (55%)...........................................$29,618

National Park Service Share

Equipment

Ground Penetrating Radar rental 2 days @$1,250/day.........................................$ 2,500







Subtotal........................................$  2,500

Supplies

General office supplies.........................................................................................$     400

Computer diskettes $20/box x 10.........................................................................$     200







Subtotal........................................$     600

Consultants

Archeologist (fixed rate contract).........................................................................$20,000

Remote Sensing specialist 2 days @ $250/day....................................................$     500







Subtotal........................................$20,500

Other

Duplication of survey data forms, 300 forms @ $1/copy.....................................$    300

Printing final report 25 copies @$10/copy...........................................................$    500






Subtotal........................................$    800



Subtotal National Park Service (CCSP) Share (45%)..................$24,400





Project Total..............................................$54,018

Other Federal (non-cost sharing) Contribution
USDA Forest Service Archeologist 100 hrs.@ $22.16/hr.....................................$ 2,216

USDA Forest Service archeologist (12% of salary)..............................................$    266

Other Federal partner contribution.........................................................................$ 2,482

_________________________________________


________________

Partner Project Manager





Date

CCSP PROPOSAL - Detailed Budget

(use additional pages as needed)

Project Name or Title: ____________________________________________________
_________________________________________

________________

Partner Project Manager




Date
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