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  Housekeeping 

1. Keep your phone on mute when not speaking. 
2. Use the Go-to-Webinar questions box anytime 

to submit a question or comment. 
3. During Q&A Opportunities – Use the question 

box or raise you hand. 
4. When talking to the group remember to: 

• State your name and agency before speaking. 
• Ask questions that will benefit the group. 

5. Keep an open-mind. 
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          Meeting Agenda 

• Welcome & Housekeeping 
• Anatomy of the Budget Workbook 
• Tips for a successful budget  
• Resources 
• Timeline 
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Anatomy of the Budget Workbook 

• Staffing 
• Contracts Worksheet 
• Non-Capital Equipment 
• Materials/Goods & Services 
• Travel 
• Building/ Space Cost Allocation Worksheet 
• Local Share Worksheet 
• Budget Summary 
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Staffing: Salary & Benefits  

• Names, position title, & duties 
• SNAP-Ed FTE 
• Salary 
• Benefits  

• Provide calculations used to derive benefit costs. 

• Annual Job Salary 
• Total: SNAP-Ed + non SNAP-Ed work 
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Presenter
Presentation Notes
Do not list staff who are included in the agency’s indirect cost plan.Remember staff listed as 1.0FTE for SNAP-ed my NOT work on any other projects. Every staff that touches the SNAP-Ed work should be included here, even if SNAP-Ed is not paying for their work.  For example, some agencies have a dietitian oversee their materials before they head out the door… that dietitian is paid by another program and offers minimal time to SNAP-Ed, that agency has decided it is ok to cover the costs of the oversight. Benefits may be estimated with a calculation for the purpose of the budget, but keep in mind that when billing begins, actual benefits paid is the amount that we will be looking for. 



Questions? 

• Raise your hand or enter a question into the 
chat box.  

• Remember to un-mute yourself when it is 
your turn to talk.  
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Contracts Worksheet 

• Use if you will be sub-contracting work out.   
• If unsure, send a question via the question box 

or to snap.ed@doh.wa.gov   
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Presenter
Presentation Notes
We have been advised to get away from contracts from upper management at DOH. Budget template was desiged for the state offices and we contract out to you. 

mailto:snap.ed@doh.wa.gov


 
Non-Capital Equipment 

• Any items not consumed, tossed out, or given 
out. 

• Examples could be… 
– Bowls, serving spoons, cutting boards 
– Printer, computer, camera 
– Chair, desk 
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Presenter
Presentation Notes
We have a supply of non-capital equipment here at DOH,  please be specific when listing out what you are requesting.  We will attempt to match up requests with the supplies we have here first before awarding funds to purchase.  With that in mind, for the returning applicants/current contractors, if you are requesting the exact same set of items for your non-capital equipment for FY14 as you did for FY13, please include the reason why you need another set of items.  



 
Materials/Goods & Services (Examples) 

• Office Supplies:  
• Pens, paper, file folders, printer ink 
• Administration of SNAP-Ed and Program needs 

• Telephone costs 
• Show how much/month  

• Educational Materials 
• Books, curriculum, games, handouts, posters 

• Information Services 
• Internet charges 

• Demo Supplies, Food for Demo. Educational Extenders(see extra 
spreadsheets) 

• Other  
• Translation services, insurance  
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Presenter
Presentation Notes
How are telephone and IS costs figured?  Per FTE?Educational materials: ; consult the approved curriculum list. USDA encourages the use of free and low cost resources first. Other: insurances, be sure to prorate. 



Office 
Supplies 

Demo 
Supplies 

Educational 
Material  Food  Educational 

Extenders Local Travel  

 
New Worksheets 
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Presenter
Presentation Notes
All 6 of these worksheets will help you fill out the Materials/Goods and Services AND Travel worksheets.  The purpose it to help generate the level of detail within the budgets that DOH and USDA are looking for.  Office Supplies: list office supplies that you requesting that effect the TA,  if you will be requesting office supplies for the administration of the program, be sure to select Admin under Audience. Demo Supplies: list here items such as paper products, broken out by projectEducational Materials: The primary curriculum should be listed here if you will be purchasing one, additionally items such as handouts, games, posters listed out per project or target audienceFood: samples listed per site Educational Extenders : list out per target audience, bear in mind the max amount is $4 per person per incentive; details on page 99Local Travel: Figured per instructor/staff member



Travel 

Quarterly Report Form 
Training 
 
Fiscal Training 
 
Regional Training 

Place 
Holders: 

please enter 
$0 

Use the detail 
travel worksheet 
to figure local 
mileage;  
how many classes 
per location x how 
many miles round 
trip 

Local 
Mileage, use 

$0.565 
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Presenter
Presentation Notes
We are not anticipating any regional trainings in person in FY14, we plan to conduct webinars and phone conferences in lieu of the in person trainings. Use the new Local Travel worksheet to help figure out the Local mileage. 



Questions? 

• Raise your hand or enter a question into the 
chat box.  

• Remember to un-mute yourself when it is 
your turn to talk.  
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Building/Space Cost Allocation  

Option 1 •Based on actual costs.  

Option 2 •Based on estimated costs.  

See Building/Space Cost Allocation worksheet for calculations.  
Contact the SNAP-Ed mailbox if your agency uses another formula.   
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Presenter
Presentation Notes
Keep in mind that you can only charge for the space used by SNAP-Ed. If educators/staff members have an office/cubicle in your agency building, but they are not full time SNAP-Ed then we will expect to see their space prorated accordingly. If you plan to charge for building space, you will be expected to complete option 1 or 2 and then provide back up documentation/justification. 



 
Local Share Worksheet 

• Not required, but encouraged 
• Only include eligible costs 
• Helps USDA see the REAL cost of your SNAP-

Ed program.   
• Keep back-up documentation on file, in the 

event of an audit.   
 

15 

Presenter
Presentation Notes
You are part of a non-profit org, IT services are covered by your organization as a whole and are not charged to each program.  This could be considered a Local Share cost.  You would need to be able to show how much IT services cost per FTE with some sort of documentation. 



 
Budget Summary 

• All totals will carry forward   
• Enter the Indirect Rate onto line 11 

• Automatically applies to Total Direct Costs, line 10 
• If your indirect rate doesn’t apply to all budget 

line items, please contact the SNAP-Ed E-mailbox 
for an adjusted budget summary sheet. 
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Indirect Cost 

• Indicate the percentage rate 
• Use the rate approved by your cognizant 

authority 
• The rate must be valid for the time period of 

the SNAP-Ed contract 
• Required: submit a copy of your agency’s 

Indirect Cost Plan 
• Max Indirect Rate is 26% 

17 

Presenter
Presentation Notes
Submit the Indirect rate plan to DOH along with the application and budget materials. 
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Resources 

•Allowable vs Unallowable 
costs (pg 54-57) 
•Financial & Cost Policy 
Supplement (pg 93-100) 
•Reasonable and 
Necessary (pg47-48) 
 

SNAP-Ed 
Guidance 

•DOH prepared 
document on how to 
complete budget 
workbook 

 

Budget 
Guidance 
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Timeline 

• Letter of Intent Due - February 25th  
• Applications Due - April 22nd  
• Application Content Review- April 23rd  
• Preliminary Funding Awards - Week of May 6th   
• Finalize Application details for USDA – May 

and June 
• Submit Applications to DSHS & USDA – June 

25th 
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• Please raise your hand & we will un-mute your line.  

Final Q&A  

• You are free to depart our call at any time. If you have additional 
questions or comments, please send them to: 
snap.ed@doh.wa.gov 

• You will receive one final e-survey, please complete it to aid us in 
future webinars.   

Thank you for joining our call today.  

• Letter of Intent is due February 25 
• Application is due April 22 
• Check the SNAP-Ed website for updated FAQs  
• Other updates will be sent out via email from the SNAP-Ed 

mailbox 

Final Reminders 
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