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FFY14 Budget Workbook Guidance
General Instructions
· Do not delete sheets from the budget workbook.  If a worksheet does not pertain to your work plan, mark N/A.  
· Use the budget workbook provided to prepare your budget. 
· Submit a copy of your agency’s current year Indirect Cost Plan indicating the approved rate.  
· Remember – this is a reimbursement program, not a grant.  You need to spend first in order then bill actual costs. 
1. Budget Summary
Complete and submit a worksheet for each budget line item. 
All totals from individual worksheets automatically transfer to the appropriate line on the budget summary page. 
Indirect Rate
· Indicate the percentage rate; max indirect rate is 26%
· Use the rate approved by your cognizant authority
· Apply the rate to only the line items permitted in the approved indirect plan
· The rate must be valid for the time period of the SNAP-Ed contract
· The rate must apply to your division/department/unit within your agency
· If you do not have an indirect cost rate agreement approved by a cognizant authority, but wish to learn more, contact the DOH SNAP-Ed team via the e-mailbox snap.ed@doh.wa.gov 
· Submit written documentation of your agency’s approved indirect cost rate or cost allocation plan with the application
2.  Staffing
Salary Section:
SNAP-Ed position title
· List your agency paid staff positions that will contribute time or work directly on the SNAP-Ed project.  This includes educators, administrators, evaluators, fiscal, and maintenance staff.
· Include a brief description of duties conducted for the SNAP-Ed project for all of the positions listed on the staffing table.  If a WIC certifier is conducting SNAP-Ed work, you must be clear as to the SNAP-Ed duties (versus WIC requirements).  (Please do not list dual staff as WIC, make sure they listed as their SNAP-Ed role.) 
· Do not list contractors here; include this information on the Contracts Worksheet
· Do not list staff who are included in your agency indirect cost plan. 
· Specify the name of each individual for each position. 
 FTE
· List the SNAP-Ed FTE for each staff. 
· Remember, staff listed as 1.0 FTE for SNAP-Ed may NOT work on any projects outside of those listed and approved in the SNAP-Ed plan.  
Administrative versus Direct Services
· For each staff, indicate how much of their time will be spent on direct service versus administrative duties using percent of time. 
· Calculate this by dividing the estimated time spent in a category (admin or direct services) by the total hours worked in the program.  
· The sum of administrative % and direct % must be 100%; if it is not, please adjust it. 
      SNAP-Ed Salary
· For each employee list the total SNAP-Ed salary for the year. 
· Use the FTE as a multiplier for calculating total salary cost for someone who works less than 100%
· If you are expecting pay increases or variations, then factor that into your budget. 
      Benefits 
· Provide calculations used to derive benefit costs.  
     Annual Job Salary
· Include the total annual salary paid to each employee listed for both SNAP-Ed and non-SNAP-Ed work.  
3. Contracts Worksheet
· Use this sheet for work performed by an outside agency or individual (not your employee).  If claiming more than staff time for one person for a business/agency, prepare and include an additional budget workbook inclusive of all contract costs. 
· List the name or business with whom you will contract.
· Briefly describe the products or services provided for SNAP-Ed
· Indicate the total cost of the contract. 
4.  Materials/Goods & Services Worksheet
· Include all supplies, good, and services needed for SNAP-Ed related activities. 
· Consult the USDA Guidance for a list of allowable cost. Note: cell phones and blackberries are un-allowable costs. 
· Provide an explanation of what is included in each category; use the detail worksheets to aid with explanation.  
· Be sure to list a cost for each item along with the calculations to support how amounts were determined. 
· Costs for equipment, materials, and supplies shared by SNAP-Ed with other programs need to be prorated. 
· The cost of curriculum listed here must match the amount you indicated on each Individual Project Summary sheets in the application.
5.  Non-Capital Equipment Worksheet
· List equipment costing less than $5000 and not depreciated over time. 
· Provide an explanation of why the equipment is necessary for nutrition education activities. 
· Costs for equipment, materials, and supplies shared by SNAP-Ed with other programs must be prorated. 
6.  Travel Worksheet
· Use the detailed local travel worksheet to help complete the local travel box.  
· Anyone who will be requesting travel reimbursement, including mileage, MUST appear on the staffing worksheet. 
7.  Building/Space Cost Allocation Worksheet
· This worksheet is for calculating the cost of space (both office and meeting) needed to conduct nutrition education activities as listed in your program plan. 
· Provide the calculations used to support the figure in your budget. 
· Two options for your use:  Use option 1 for actual cost or option 2 if you do not know actual costs.  If your agency uses a different formula, be sure to include documentation.
· Provide backup documentation for all building/space costs. 

Tips for successful budget writing:
· Show your math & make sure it is correct
· Use the most current USDA SNAP-Ed Guidance for lists of allowable and unallowable costs.  
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For people with disabilities, this document is available on request in other formats. To submit a request, please call 1-800-525-0127 (TDD/TTY call 711).	
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