How to complete the Budget Workbook for Illinois’ Preschool Development Grant (PDG) Proposal

The Budget Template Worksheet that you completed and turned in to OECD should be very helpful in developing your final budget request for this grant. 
Please complete multiple “Program” tabs as applicable:
· Include all new classrooms that will be funded ONLY by the new PDG (plus any local in-kind funds) on the “New Classrooms” tab
· Include all classrooms that are combining the new PDG funds with existing PFA funds on the “Combined with PFA” tab
· Include all classrooms that are combining the new PDG funds with existing Head Start funds on the Combined with HS” tab
· Include all classrooms that will be combining new PDG funds with Child Care Assistance Funds (and/or private pay) on the “Combine with CCAP” tab
Important: If you are planning to have both 3 and 4 year olds in your classrooms, you will need to include in your budget only the costs that can be allocated to the 4 year olds. Similarly, if you will serve children of mixed incomes in your classrooms, you will need to include in your budget only those costs that can be allocated to the Eligible Children—those with family income below 200% of the Federal Poverty Level.

Program Worksheets
For these program worksheets, you should enter costs for a full program year.
1.  General Instructions

· At the top of each worksheet, enter the number of classrooms and the number of Eligible Children that will be served by the funds on this specific worksheet
· For each section, enter total expenses that can be allocated to these preschool classrooms (specifically, to the services for eligible four year old children) in the “total budget” column. 
· Do NOT enter anything in the “Federal Funds” column, or in any other cells shaded in blue. These cells will calculate automatically.
· Enter expenses that will be provided in-kind for these classrooms in the “Local Support (in-kind)” column. This includes any costs (including rent/depreciation, utilities, and cleaning costs) that are newly devoted to preschool services this year (or upon starting these preschool services). 
· For programs that will be combining new PDG funds with existing PFA, HS or CCAP funds: Enter the amount of expenses that are already covered by the existing funds (or that is anticipated to be covered by CCAP funds) in the “Already covered by PFA/HS/CCAP” column.
· Do NOT delete any lines from the worksheets. If the line does not apply, just enter 0 or leave blank.
· If you need to add additional lines in a section, that is okay, but please highlight these lines in green so that we will know that we need to check all the other auto-tabulating cells in the workbook to make sure the new lines haven’t messed them up!


2. Personnel
Include here the salaries/wages/stipends that you will be paying to those whose salaries will be allocated in whole or in part to the PDG program. Enter the total amount for all staff with that position (e.g., all teachers).
In the narrative column, provide brief details such as number of FTE and cost per FTE for that position.
3. Fringe Benefits
Enter total amount for all staff for each line. In narrative column, provide brief description such as “Health insurance $7,500 per FTE” or “FICA 6.2%, Medicare 1.45%, TRS 8%.”
Please check the total fringe amount—make sure the fringe benefits percentage you are coming up with makes sense for your organization.
4. Travel
Please include anticipated costs for two staff to travel to two full day meetings. Assume that one meeting will be in the Chicago suburbs and one will be in Bloomington. Include overnight accommodations and per diem only if it would not be feasible to travel to the meeting in the morning for a 9:30 am start (assume meetings will end by 3:00 pm).
Include anticipated costs, if any, for staff to conduct home visits, meet with local collaborators, etc.
5.  Supplies
Enter anticipated costs. You do not have to follow the guidelines included in the worksheet for supply costs, but if you do not, please indicate how you arrived at your costs in the Narrative column.
For food, please note that it is expected that most food costs should be covered through USDA reimbursement. Include here only costs that are expected to exceed that reimbursement.
6.  Contractual
Programs are not required to contract for nurse or mental health consultation services. However, many programs have found that these services are very helpful in meeting the requirement that the program provide families with assistance in obtaining needed health, dental, and mental health services.
Likewise, Curriculum Coaches (or similar coaching services for teachers) are not required, but have been found to be especially helpful in ensuring excellence of instruction. OECD has estimated that programs may need on average 25 hours of coaching per teacher per year. This assumes that some teachers may not need coaching, and others may need more intensive coaching. If you include coaching in your line items, please indicate how many hours per year you are estimating, and at what hourly rate.
For transportation, please indicate how you have arrived at your cost estimate, and include the number of children that you estimate will need transportation in order to participate in the program and have excellent attendance. 
7.  Other
Include the costs of subscriptions or materials for assessment, and indicate how the cost estimate was developed (e.g., $x per child or $x per classroom). We are assuming that programs will use an online assessment system such as Teaching Strategies GOLD (which in our experience may cost around $25/child), but programs are not required to do so at this time. Programs must use a research-based, reliable, and valid comprehensive assessment tool, completed at least three times per year, and must have a system for looking at assessment results across all students in a classroom and all students in the program. This assessment information must be considered in the program’s continuous improvement process. 
Costs such as liability insurance, rent/depreciation, utilities, and cleaning may be included. It is anticipated that in most cases, these will be in-kind contributions to the overall budget. Please indicate for each how the cost estimate was arrived at.
8.  Administration
At this time, we need only an estimate of administration costs. Programs should limit these costs to no more than 5% of the direct program costs. If programs currently have a Preschool for All grant with ISBE with an approved higher percentage for indirect costs, the program may use that higher percentage.

Subgrantee Totals FY16 Worksheet
This worksheet will automatically calculate totals from the four program worksheets. Please do not modify this page. If something looks wrong in the way it is calculating, note this in Column I.

FY15 Budget Worksheet
Please complete this worksheet to reflect anticipated costs January 1-June 30, 2015. For programs that are starting services mid-year, include all program costs for these months.
All programs should include here on the FY 15 Budget Worksheet the initial costs for furniture, learning materials, etc. to set up classrooms. Do not worry about when you will actually need to purchase these—for the purposes of this budget workbook, we need the costs to be included on this worksheet.  Include your justification for the costs. (OECD estimates the cost of outfitting an entirely new PFA classroom at $19,000—if you are using this figure, you need only note that.)
Costs for minor remodeling of classrooms should be included here as well. These must be costs that are reasonable and necessary to make the classroom safe and appropriate for four-year-old children. Basic maintenance and repairs are not allowable costs.
Many programs may benefit from consultation and support as they complete their planning for these new programs. This consultation may focus in particular on implementing continuous services for children and families through collaboration with other programs in the community. In addition, programs may wish to bring staff on early or hire consultants to assist with recruitment and enrollment for the new classrooms. All of these expenses should be included in the FY15 Budget Worksheet, with notes justifying the expenses.
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2015 Budget Worksheet
Please do not modify this worksheet. It will calculate automatically.
