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ATTACHMENT 9a

Instructions for Completing

Line Item Budget Form

1.
In the box titled “Proposing Organization,” please indicate the full legal name of the proposing organization.

2.
In the box titled “Service Category,” please indicate the name of the service category that the proposing organization will provide if awarded funding under the Ryan White Program.  NOTE:  A separate line item budget form is required if both Part A and Minority AIDS Initiative (MAI) funding is being requested for an applicable service category.
3.
In the box titled “Budget Period,” please indicate the time period as March 1, 2013 through February 28, 2014, the time during which the proposing organization will provide services and allocate funds if awarded a contract under RFP No. 0313 to provide the service identified in Item #2 above.
4.
In the spaces provided under the column labeled “Object Class Categories,” FIRST, list all direct service personnel and fringe benefits for each proposed position.  NEXT, list all proposed indirect/administrative personnel and their fringe benefits.  For all staff listed, indicate their position title, first initial and last name (at a minimum), as well as the percent at which the fringe benefits are calculated.  THEN, in the following order, list travel for direct service personnel, direct service supplies, direct service equipment, contractual direct services, any other direct costs (please see below for more information regarding allowable direct costs), and any other indirect/administrative costs to be allocated to this service category.  

5. In the column labeled “Part A (or MAI) Service Costs,” please indicate, for this service category only, the amount for each line item to be funded by Part A (or MAI) as a direct cost if the proposing organization is awarded funding.  Throughout the budget form, please round to the nearest whole number; do not use decimals.
6. In the column labeled “Part A (or MAI) Indirect/Admin. Costs,” please indicate the amount of indirect/overhead/administrative costs to be covered by Part A (or MAI) for each applicable line item (i.e., personnel, travel, supplies, equipment, or other indirect line item, etc.), for this service category only.  The total amount of these costs under the column labeled “Part A (or MAI) Indirect/Admin. Costs” cannot exceed 10% of the Total Amount Requested for each service category.  For example, if the total amount of funds being requested is $100,000, then the total for the “Part A Indirect/Admin. Costs” column may not exceed $10,000 (10% of the $100,000 award).  Due to Federal requirements, a detailed breakdown of individual indirect/administrative expenses is required; except for proposing organizations with a Federally approved indirect cost rate, in which case a copy of the “Federal Indirect Cost Rate Agreement” must be included as part of the proposing organization’s submission.  However, please note that the 10% indirect/administrative cap also applies to those proposing organizations that have a Federally-approved indirect cost rate.
7. In the columns to the right under the “Other Funding” heading, indicate all other funding sources which are expected to support the proposed budgeted line items (i.e., Other Ryan White Part A / MAI, Part B, Part C, etc.; HOPWA; local government funding; state funding; other federal funding; fees; contributions; general operating/private funds; etc.), where appropriate.  Where the time periods overlap for any line item that appears on this budget and simultaneously on any other Part A or MAI budget in this RFP, the proposing organization must include this contribution as “Other Part A / MAI” funds.  For all other funding, be sure to calculate (prorate) the proposed contribution from other sources based on the time period indicated on this budget in Item #3 above.

8. In the last two columns, for this service category only, indicate the total cost to be incurred by your organization for each line item for the budget period indicated.  Then, calculate and insert the percentage of each line item to be charged to Ryan White Part A (or MAI).  For example, for each direct service line item, the percent to be charged to Part A (or MAI) for a particular service category equals the amount listed as a “Part A (or MAI) Service Cost” divided by the amount identified as the “Total Cost for Budget Period”.  Similarly, for indirect line items, the percent to be charged to Part A (or MAI) for a particular service category equals the amount listed as a “Part A (or MAI) Indirect/Admin. Costs” divided by the amount identified as the “Total Cost for Budget Period.”  If a line item has both a Part A (or MAI) direct and indirect allocation, add these amounts together then divide them by the total cost to your organization to get the total percent to be charged to Part A (or MAI) for each service category budget.
9.
Indicate the Total for each column in the appropriate space provided.

10.
Indicate the Total Amount Requested from Part A (or MAI) for each service category in the space provided ([i.e., the sum of “Part A (or MAI) Service Costs” and “Part A (or MAI) Indirect/Admin. Costs” columns for each service category].


NOTE:  For a listing of allowable costs please see

the related budget justification instructions (ATTACHMENT 9b).

