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ATTACHMENT 9b
Ryan White Part A/MAI Program 

Instructions for 
Preparing a Budget Justification

A budget justification (narrative) must be submitted along with each categorical (line item) budget explaining the association of each expenditure to a Part A or Minority AIDS Initiative (MAI) service program in relation to the proposing organization’s total expenditures.  Narrative budget justifications must be specific, concise, and reflective of the proposed budget period.  NOTE:  A separate line item budget form is required for service categories that have both Part A and MAI funding.  The following guidelines must be followed when preparing a budget justification:

· IMPORTANT: Please be advised, due to Federal requirements all costs (direct and indirect) must be presented on the budget form provided using the standard line item categories of personnel, fringe benefits, supplies, equipment and other.  In addition, the budget narrative must include a justification for each proposed line item.  A total dollar amount for administrative/indirect charges without a detailed breakdown of individual expenses will not be accepted.  In general, the percentage to be charged to Part A or MAI for any individual administrative/indirect cost may not exceed the percentage of clients, in relation to your organization’s total HIV/AIDS client population, who are expected to receive the specific service for which the proposed Part A or MAI budget is being presented. 

For example, ABC Organization plans to provide services to a total of 500 clients who are HIV+ or have AIDS, regardless of the funding source.  Approximately 100 (20%) of these clients will be enrolled in the Part A medical case management program.  Therefore, the percentage of individual administrative/indirect costs to be charged to Part A (i.e., last column at the end of the row for each line item) under the Part A medical case management budget should not exceed 20%, unless otherwise properly justified.  However, the total amount of all indirect costs (i.e., total combined amounts in the Part A Administrative Cost column) may not exceed 10% of the Total Amount Requested.  Administrative/Indirect expenses that do not conform to this standard policy will be reviewed in relation to their corresponding justification and adjusted, if necessary, during the contract review/negotiation process.
Budget Period

· The budget period must be consistent with the requested budget amount(s) indicated in the proposing organization’s corresponding line item budget form.  For the purposes of this Request for Proposals (RFP) process, all proposed budgets must reflect a 12-month contract period (March 1, 2013 through February 28, 2014).  Agencies should not submit a proposed budget with the expectation that other Part A or MAI funds will become available through reallocation processes (sweeps) during the year to sustain budgeted costs through the end of the contract period.  If the proposing organization is awarded a contract and its expenses are not covered with the total Part A and MAI contract awards, and there are no other state, federal, and/or local resources available to support these costs, then the provider may need to eliminate and/or reduce expenses to ensure that the program is operating in accordance with its current funding level and not in a deficit.

Direct costs

· Direct costs are those that can be associated with the provision of services directly to the client.  Direct service personnel are those who actually provide service to eligible clients.  Personnel who complete paperwork for billing and record keeping purposes (with the exception of medical case managers) are not considered direct costs.  Similarly, administrative personnel are not considered direct costs.  With sufficient documentation and County approval, some supervisory staff may be considered a direct cost, especially if they have a direct client caseload.  
· Other allowable direct costs are those items or services that are utilized by direct service personnel or by the clients directly.  
· In the opening paragraph of the Budget Justification, each budget justification should include, as an introductory statement, the proposing organization’s planned total client population (or more specifically the organization’s HIV client population) and the percentage of clients who would receive a particular Part A (or MAI)-funded service.  For example, the proposing organization anticipates serving a total of 1,000 clients who are HIV+ or have AIDS in all of its programs; of which 250 (25%) of these HIV+ clients are expected to receive Part A medical case management services during the 12-month budget period.  This description may be necessary to help justify the percentages to be charged to the Ryan White Program in a particular service category.  At a minimum, the number of clients proposed to be served in the Ryan White Program-funded service category must be identified in the opening paragraph of the budget justification.  
· Proposed expenditures for Direct Service Personnel must be explained by including a brief description of the role of the position that would be providing Part A (or MAI)-funded services to program clients and the percentage of their proposed salary to be charged to the Part A (or MAI) budget.  Proposing organizations must justify the percentage to be charged to Part A (or MAI) by indicating the amount of time individual staff members would contribute to the Part A (or MAI) Program.  Please indicate if the position is planned as full-time or part-time.  For hourly, part-time, or per diem employees, the rate of pay (e.g., pay rate per hour or per day) must be indicated, as well as the planned number of hours of work per day/week/month.  The methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to Part A (or MAI) must be clearly explained.

· A breakdown of fringe benefits components (including the overall fringe benefits percentage) must be included as part of the justification for each direct service position listed on the proposed budget. 

· Travel (local only) is only allowable for direct service staff and the reasons for travel must be explained, justified, and relative to the service category.  The number of miles and cost per mile must also be indicated.  The maximum charge per mile as per Miami-Dade County regulations is currently $0.51 per mile.  Therefore, at this time, proposing organizations may indicate a travel rate up to but not exceeding $0.51 per mile in their proposal.  The methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to Part A (or MAI) must be clearly explained.  The mileage rate is subject to change when adopted by the County, and a related notice is issued by the County’s Office of Management and Budget.
· Supplies are allowable only for the direct provision of services under the proposed program.  These costs must be described in detail and the amounts, percentages, and need for each item must be justified.  If necessary, these supplies may be listed as separate line items in the rows labeled “Other Direct Costs.”  If separately listing the supply item, please clearly and briefly list the name or type of supply (e.g., Other Direct Costs: Telephones).  The methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to Part A (or MAI) must be clearly explained.

· Equipment is allowable if it is utilized in the direct provision of services under the proposed program.  The type of equipment must be listed and its proposed use for the Part A (or MAI) Program must be described and justified.  The methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to Part A (or MAI) must be clearly explained.  An inventory of equipment purchases that are >$1,000 per individual item must be maintained by the service provider and reported annually to the Miami-Dade County Office of Management and Budget-Grants Coordination/Ryan White Program.

· Contractual services such as contracted medical providers, therapists/counselors, etc., must include a description of the proposed service they would provide in context of the corresponding service category.  Contractual line items must include details of the payment structure: a description of hourly rates and number of hours, per visit charges, procedure costs, monthly fee, etc.  Prior to contract execution, all contractual line items require a subcontract agreement which must be submitted to Miami-Dade County Office of Management and Budget-Grants Coordination/Ryan White Program for review and consent prior to implementation.
· Generic line items, such as “Miscellaneous”, will not be accepted.  Each line item must be clearly identified and adequately justified.  If a line item is composed of several related costs, each cost must be itemized separately as part of the justification for that overall line item. 
· Other costs may be considered as direct if they are justified properly and approved by Miami-Dade County Office of Management and Budget - Grants Coordination/Ryan White Program prior to contract execution.  The line item’s relation to the direct provision of Part A (or MAI) services must be described as well as the methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to the Part A (or MAI) Program.
Indirect/Administrative Costs
· Expenses included in the “Indirect/Administrative Cost” category must be individually listed in the budget justification.  Do not lump personnel costs by department.  Please indicate the amount of indirect/overhead/administrative costs covered by the Part A (or MAI) Program for each applicable line item (i.e., personnel, travel, supplies, equipment, etc.).  
· Proposed expenditures for Administrative Personnel must be explained by including a brief description of the role of the position that would be providing Part A (or MAI)-funded services to the program and the percentage of their proposed salary to be charged to the Part A (or MAI) budget.  Proposing organizations must justify the percentage to be charged to Part A (or MAI) by indicating the amount of time individual staff members would contribute to the Part A (or MAI) Program.  Please indicate if the position is planned as full-time or part-time.  For hourly, part-time, or per diem employees, the rate of pay (e.g., pay rate per hour or per day) must be indicated, as well as the planned number of hours of work per day/week/month.  The methodology utilized by the proposing organization to arrive at the amount and percentages to be charged to Part A (or MAI) must be clearly explained.

· A breakdown of fringe benefits components (including the overall fringe benefits percentage) must be included as part of the justification for each administrative position listed on the proposed budget. 

· Providers will be allowed to request any amount up to 10% of the Total Amount Requested for each service category to cover administrative and/or indirect costs.  The same proposed administrative percentage, up to 10%, would be carried over into contracts.
· Indirect/Administrative costs must be specified under the “Part A (or MAI) Indirect/Administrative Costs” column utilizing the aforementioned object class categories.  

· Important NOTES: 
1)
Due to Federal requirements, a detailed breakdown of all indirect costs must be included on the proposed budget form (except for agencies 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 this submission).  However, the 10% indirect/administrative cap imposed by the Ryan White Program applies to those organizations that have a Federally-approved indirect cost rate as well.

2)
Effective March 1, 2012, rent, utilities, facility costs, building occupancy costs, and other related costs may not be charged to the Ryan White Program as a direct cost under ANY service category.  In accordance with guidance from the Health Resources and Services Administration (HRSA), our funding source, these line items must be considered as administrative or indirect costs, and are subject to the 10% administrative/indirect cap per service category.  However, it is important to note that the determination of “Room Occupancy” as a direct cost for residential substance abuse counseling/treatment providers only has been approved by HRSA for the space in which the clients sleep (including related utilities) only.  

3) Effective March 1, 2012, costs of management oversight of Ryan White Part A or MAI Programs must be classified as administrative/indirect costs, and are subject to the 10% administrative cap.  These costs include program coordination; clerical, financial, and other management staff not directly related to direct client/patient care; program evaluation; liability insurance; audits; computer hardware/software not directly related to client/patient care.
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