INSTRUCTIONS FOR BUDGET PREPARATION
Separate budget pages (Budget Justification and Budget Justification/Personnel) must be completed for each program (e.g., separate for SBDC, another for ITC, and another for PTAC.  The proposed budget should be completed using the Excel spreadsheet which is provided on CenterConnect.  The initial preparation of your budget should begin with the completion of the Budget Justification/Personnel and conclude with the Budget Justification pages.  All information should be clear and concise and checked for accuracy and completeness.  A maximum of 5% flexibility of your grant budget (DCEO funds) is allowable (between budget categories) without doing a budget modification during the course of the agreement.  It is therefore important that budget amounts be estimated as closely as possible to actual costs to minimize the necessity for modifications to the agreement.
I.
Budget Detail
A.
Personnel


Complete the Budget Justification/Personnel sheet.  Do not enter costs directly on the Budget Detail form.  Key personnel include Center directors, special program directors, counselors, trainers and other professionals.  List name and position title and complete all information in Columns 1 through 6.  Show position titles for personnel to be hired.  The number of months should be 12 for all full time positions and be sure to include an annual salary amount for the Annual Salary Rate.  The number of months multiplied by the annual salary rate and the percentage of time should equal the total amount required.

B.
Staff Fringe Benefits


Please complete the Fringe Benefits table at the bottom of the Budget Justification/Personnel sheet.  Do not enter directly on Budget Detail form.  Please list fringe benefits.  Fringes may include employer share of social security (FICA), retirement, group insurance, unemployment insurance and worker's compensation.  For each fringe line indicate the applicable wage base to which fringe benefits apply, the percentage rate, the DCEO share and match share.
C.
Travel


Please list travel expenses for all personnel employed by the program, divided into in-state and out-of-state travel.  Provide purpose of travel, destination, mode of transportation, mileage, per diem rates, number of trips and number of travelers.  List DCEO share and match share.  Travel for consultants should not be included in this section.  Each out-of-state and out-of-country travel request must be identified separately.  Specific procedures for approval of out-of-state and out-of-country travel will be provided upon execution of a cooperative agreement.

Travel should include, at a minimum, expenses to be incurred attending all designated meetings of the Illinois Entrepreneurship Network, which are required training for all directors.

D.
Equipment Purchase
Identify all non-expendable personal property to be purchased for the program.  For the purpose of this RFP, non-expendable personal property is defined as all tangible personal property of a non-consumable nature having a useful life of more than one year and an acquisition cost of $1,000 or more per unit.  Each item of non-expendable personal property costing over $1,000 must be identified and explained in the budget detail.  (Items costing less than $1,000 should be listed under supplies.)  Approval will also be required prior to equipment purchase.

Personal property is defined as property of any kind except real property.  It may be tangible-having physical existence, or intangible-having no physical existence, e.g.; patents, inventions, and copyrights.

Equipment purchased with grant funds becomes the property of the Department of Commerce and Economic Opportunity and must be tagged as such at the host institution.  In the event that the Center closes, the property is reclaimed by DCEO; in the event that the equipment becomes obsolete, the host institution must receive permission from DCEO to dispose of the equipment.  NOTE:   PTACs are not allowed to purchase equipment with grant funds.

E.
Supplies
List all tangible personal property except that which is in Line “D” Equipment.  Separate the types of supply items such as general office, operational and computer supplies.  Include line items detailing office supplies and training/instructional supplies.  Requests in excess of $500 must be identified and fully justified in the narrative.

Consumable items are supplies, i.e., copy paper, pens, pencils, paperclips, etc.  Supplies would also include items used for training sessions.
F.
Contractual Services

Describe and list all contractual purchases (except consultant services, which are to be detailed in Line "G" Consultant Services) directly benefiting the program.  Include specific line items detailing the expenses of facility costs, equipment rental and, data processing costs.  The type of services, square footage for space or number of hours and hourly rate for contract services should be described. Any other significant subcontracting (especially those over $2500) must be further identified and justified in the narrative.


Proposed satellite office(s) should be identified as a contractual service.  Include a separate detail budget and summary for each satellite facility.

G.
Consultant Services
Describe services being provided and include name of consultant when available.  Please include the number of hours and rate of pay.  Identify expenditures for the purchase of professional and technical services related to the management or operation of the program.  (Note:  PTACs are not allowed to pay for professional and technical consultant services).

H.
Other Direct Costs
List all direct costs not included in Lines "A" through "G."  This category may include, but is not limited to:  computer software, copying services, periodicals, Facility costs, i.e., rent and utilities, telecommunications charges, postage, office equipment rental (copiers and other office machinery), subscriptions, dues, printing costs, building maintenance costs, marketing and advertising costs which are not on contract, and conference or membership fees.  Any costs relating to facility costs must have a square footage and cost per square foot included in the description. 
I.
Total Direct Costs
Spreadsheet will sum all direct costs listed on lines "A" through "H."

J.
Program Income
Estimate all direct charges or fees to be collected from participants of the program.  Fees for counseling services are prohibited.  Fees for training are limited by SBA regulations.  

II.
Expenditures and Match of Major Subcontractors
If the program proposes to subcontract significant program activities to other agencies or organizations, a Budget Summary, and Itemization of Match must be completed by those major subcontractors.

If the program proposes to use the cash match contribution of other organizations to meet the requirements of the IEN/SBDC programs, such organizations must be identified and the Cost Share Detail must be provided.

III.
Cash Match
Cash match must be identified and included in the budget portion of the proposal.  Please include an explanation of program involvement and percentage of time committed to the program for each staff person listed under personnel cash match.  Time and Effort sheets shall be completed monthly for each staff member paid with DCEO or cash match funds.  A minimum of 75% cash match is required for this grant.
NOTE:  ALL BUDGET FIGURES MUST BE ROUNDED TO THE NEAREST DOLLAR.
