Annual Contractor Budget Packet
Fiscal Year 2023

FINAL FY23 - 70L (v1.2-082022)

INSTRUCTIONS

General Guidance

The purpose of this sheet is to provide you with sufficient guidance to complete your Annual Contractor
Budget Packet. Our intent is to explain how to use the template primarily by example.

Overview

The Excel template has the following seven worksheets that need to be filled out by the contractor for every contract

General Information: Used to capture a number of basic facts about the programs and thier budget. Some ¢
the information entered in the General Information sheet drives what needs to be entered in the following
sheets. Therefore, the General Information worksheet should always be populated first.

Access to Services: Used to capture how the program is accessed.

Budget Detail: Used to capture detailed line items that collectively make up the total budget.

Non-JOHS Funding Sources Detail: Used to capture the overall cost budgeted to accomplish the targeted
program outcomes, including costs that will be covered by other funding sources (cash or in-kind).

Staffing: Used to capture the personnel budgeted for the contract, including roles as they relate to the
programs.

Indirect Cost: Used to capture the indirect cost rate being charged on the contract.

Budget Summary: Used to summarize the budget in rollup tables that are automatically calculated from the
budget detail entered in the corresponding tabs. The Contractor's authorized Signer will review and sign this
sheet prior to returning to JOHS. Additionally, the Budget Summary is used by JOHS Program and Fiscal staff
to approve and create the Purchase Order.

Cells where data is entered are formatted in color:

Enter information/data into light yellow cells

Tan cells will be populated by JOHS.

Light Blue cells will be populated by JOHS Finance

* Indicates required field or section to populate document used for Purchase Order (PO)

Some cells may have drop-downs or other validations that prevent entering incorrect data. Please do not enter
information into white or gray cells.

If you use your own internal tools for budgeting, you can copy and paste information into the Budget Packet

template. However, please be aware that there is a risk of corrupting the template if this is not done properly.
Important: Use Paste Values whenever transferring data from an external source into the
template to ensure that you copy your information into the template without problems. If
you don't use the Paste Values function, your information and/or the template can become

General Information Go to the General Info tab



Information in the General Information tab should always be entered prior to populating the other sheets.
Important: Much of the information in the General Information worksheet is also part of
other proposal documents. Therefore, please ensure that it is consistent across
documents when the package is submitted.

Contractors will complete the light yellow cells located at the beginning of the General Information tab.
Once you have answered the questions on the General Information tab, contractors should complete the
Access to Services, Budget Details, Staffing, Non-JOHS Funding Sources Detail, Indirect Cost, and
Budget Summary tabs described below.

Access to Services Go to the Access to Services tab

Provide a general description of the program/services delivery system, including what services are
available, where those are located, and how clients/participants access those services.

Indirect Cost Go to the Indirect Cost tab

The approved indirect rate. Please use this rate when completing the budget packet.

Budget Detail Go to the Budget Detail tab

The Budget Details worksheet represents a bottom-up build of the project’s budget.

The Budget Detail worksheet covers four different expense categories for each line and asks for a coherent
set of information across all categories:

- Personnel

- Direct Materials & Services

- Indirect

- Other

It is important to provide sufficient detail on expenditures to better understand the significant cost drivers
for each line. The information entered in this sheet should justify the overall cost as well as the proposed
cost per activity, service delivered, and/or product. Complete the following columns for each expense
category for each of the line items:

- Description and Justification: Provide a description and for the basis of each proposed cost in
the budget and how that cost was calculated. Examples to consider when justifying the basis of
your estimates can be ongoing activities, market rates, quotations received from vendors,
historical records. The proposed costs must be reasonable, allowable, allocable, and necessary
for the supported activity.

- Requested Amount: Enter the requested amount of JOHS funds.

- Non-JOHS Funded Costs: Enter the amount of costs in which the contractor voluntarily shares in

the costs of the program.
Go to the Staffing tab

Enter the number of full-time equivalents (FTE) that will fill the positions and their roles for each line. Note that
this may not equal the number of personnel serving in this position. For example, if you will hire 5 individuals to
serve as Program Delivery Technicians and each will work half time, please enter 2.50 as the number of FTEs.

Staffing Example

Annual Contractor Budget Packet
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STAFFING PLAN AND SALARY RANGES




ABC Housing Services, Inc.
07/01/2020 to 06/30,2021
Taylor Smith 03/26,2020

Instructions: Enter the number of ful-time equivalents (FTE) that wall Bl the posiions and their
roles far each fne. Nofe that this may not egual the number of personnel senang in s position.
Forexample, if you will fure 5 indhvduals fo senve as Frogram Delvery Technicians and each will
work haf fims, please anfer 250 3z the number of FTES.

FTE BY LINE
PERSONNEL

Role Annual Salary Touth Mobile |MNew Housing Employment
f¥es ar Ma? Range Housing Team |Services Services
Client
Pasition!Job Title Job Category Sve Low High Total [LINE 1 LINE 3

Program Delivery Tech Intake Mo YWes | % 23000 | $ 23.000 c.00 0.00 3.50 1.50

Houszing Specialist | Case Mgmt Mo Yes | # 35000 | % 45000 | 500 4.00 1.00 0.00

Supervisor Supewision  |Yes  No | % 48000 $ 56000 120 0.50 0.50 0.20

| # 26000 $ 30000 150 0.00 150 0.00

Non-JOHS Funding Yo 1T« =1F Go to the Non-JOHS Funding Sources Detail tab

The Non-JOHS Funding Sources Detail tab is designed to help understand the full cost of a program, and how
it will be shared among various funding partners (if any besides the JOHS) and funding streams.

List by source the type of funds, job category use and method of computation, the applicable lines/programs
for each source. Enter these under Cash Resources table and/or In-Kind Contributions table, as appropriate.

- Cash resources are defined as expenditures for which payments are made directly out of your
organization's bank account.

- In-kind contributions whose payments are not made out of the contractor's bank account, e.g.
personnel/volunteer time.

In many cases, we recognize that these may be estimates or may assume that other funders are located during
the contract period.

Budget Summary Go to the Budget Summary Tab

Review the information and amounts in the Budget Summary populated from the General Information and the
Budget Detail tabs. At the bottom of the Summary, select the items from the checklist the tabs that have been
completed and the additional documents that will be submitted with the Budget Packet.

As a final step, this page must be signed by the contractor and submitted with the completed Budget Packet
Excel document and any additional documents from the checklist to the JOHS Program Staff.

Go to the Budget Checklist
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*Prepared by: Taylor Smith

*Date Submitted: 3/26/2020

1) Enter Supplier Information

*Contractor- ABC Housing Services, Inc.
*Street Address:- 12345 NW Maple Street, Suite 123
*City. State ZIP: Fortland OR 97555

*Contact Name:- Kai Jones
=~ ontact Email- email@domain.com
*Contact Phone:- (503) 555-1212

Budget Detail Example

Note: The below examples are intended to assist contractors in preparing their budgets. The
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BUDGET DETAIL BY LINE

12345 - ABC Housing instroctions: Emter budget detais for each axpenditre by fine bokvw, Show computstions
and pronice oifssr imormaton et supports he amourt requesiod.

Semvices, Inc.
oFIoR2020 vo 0643042021

Taylor Smith Youth Mobile Housing Team
02E(2020 Counky GF Caze Management
Line Item Budget Detail Mi0 JOHS RR CGF ¥ 450,000
Hequested |Non-JOHS
PERSONMNEL Description and Justification Amount Funded Costs |[Line Total
1. Salaries & Wages Ilobile Housing Team Specialist 4 00FTE at | 167948 | § BT22| % 164,670
F17 B0fhour * 35 hrsiweek "52 week s,
Specialistz provide housing placement, =kills
training, case mgmk, crisis supports. The
agency cost includes a 150 FTE of the
Howsing Services Program Manger's FTE to
support this program.
2. Overtime | I % -
3. Fringe Fringe calculated at 32.6% of base salary E 51491 | % 2.200 [ f 53,691
[7.B0 FICA; 24.95 health and retirement]
4 Wolunteers % -
SUBTOTAL PERSONNEL $ 209439 | $ 8922 [ 218,36
Requested |MNon-JOHS
DIRECT HATERIALS & SERVICES (Mas)  Description and Justification Amount Funded Costs |Line Total
8. Professional Services Translation services b 3 EO0 3 [=10]1]
E. Frinting Feqistration forms, handouks, workshop E 360 3 360
information, etc. Estimated based on historic
data at £30/mo
T. Lkilities Fercentage allocation of utilities [gas, E 300 % a00
electric, and water bill), used by the program.
Estimated based on historic data at
8. Telephone Cell phwone and data plan for FTE that provide| $ 140 | % - | % 140
direct services and in the field for service
coordination. Allocation to FTE. Allocated at
$3RSpecialist " 4 Specialists.




9. Equipment Rental Copier ba print program materials, Fized cost, | 1o % 10
prorated amount bazed on rental rate and
allocated For $.50FTE

10. F acilities [Building Space] Fized Cost, site location to provide services | & JB00 | & 2200 | % 5200
and carry ouk prowgram activities. Cost
prorated at space occupied by program 4.50

1. Fepairs “Wariable Ciost, building maintenenace and E 24800 | % 1700 | f 4500
repairs bazed on historica data and prorated
for 450 FTE

12. Postage PAailings=, information, notifications o clients. | $ 240 k4 240

Esztimated at a cost of $20/manth, based an
historical data,

13. Supplies Supplie= for Specialist to utilize with clients E 2000 | a0 | % 2,080
during case management [paper, pens,
folders, etc.] Estimated based on histaric
data at $5000specialist ° 4 specialists

14, Education & Training Staff development costs used to pay t a04 | & 200 | % 04
reqgistration or attendance bees For staff ko
attend workshops or trainings aimed to build
capacity for the program. Required trainings
o prowide AE, trauma informed care, ete,
Estimated bazed on historic data at $42ima
15. Mileage Local milage program ko attend quarterly t 230 % 230
leadership meetings and meet clients in the
field. Estimated based on historic data.
Ililage at £ 575/mile; Program Manager: 4
tripes (0 10 miles; Program Specialist: 36 trips

16, Inzurance Fized Cost, prarated amount per FTE b &00 i3 A00
17, Dues & Subseriptions % -
SUBTOTAL DIRECT MES $ 1484 | % 4,150 | $ 15634
Hequested |Non-JOHS
INDIRECT Description and Justification Amount Funded Costs |LineTotal
19, Indirect Federally recognized rate of 13,72 £
SUBTOTAL INDIRECT % - | % - % -
Hequested |Non-JOHS
OTHER Deseription and Justification Amount Funded Costs |Line Total
20. Client Bz sistance Rent &zt $175,000, Urilives $25,000, Bus F 200500 + 200,500
tickets 500
21. Capital Ezpenditures List equipment and purpose [usually items 3
over 33,000 per unit].
22. 5ub Awards = £25k List arganization[=] and activites to be %
preformed on behalf of the contractors
SUBTOTAL OTHER 4 200500 | - $ 200,500
LINE TOTAL $ 121423 | % 13,072 | $ 434,495

Budget Summary Example

Annual Contractor Budget Packet JOHS STAFF- Fiscal Year 2021
FINAL FY21- 40L [+1.052020) Once the
ABC Housing Services, Inc. information and BUDGET SUMMARY
07/01/2020 to 06/30/2021 documents have
JOHS PROGRAM APPROVAL FOR PO CREATION been reviswed for
the contracior, print
Al reguired information and documents have been received and reviewed. this page, sign and PRINT DATE CONTRACTOR ID
Program Signature: Date Approved: date in the space 4/8/2020 12345
provided, and
| submittoFinance [JIOTIW O
Avery Johnson Team for PO $ 5.421.423
creation.
LINE FUNDING TOTAL TOTAL NON-
3 LINE DESCRIPTION SOURCE SPEND CATEGORY COST OBJECT REQUESTED JOHS FUNDED TOTAL COST
1 Youth Mobile Housing Team ounty GF Case Management M10 JOHS RR CGF $ 4214235 13072 s 434,495
2 MNew Housing Services $ 5.000.000 | & 3000000 S 8.000.,000
3 Employment Services $ - s - 8
3 LINES TOTALS Is 5421.423]s 3.013.072 § 8.434. 495
*Required Budget Packet Checklist
Budget Tabs
[ General Information
O fecess
[0 EBudget Detsil
[ Staffing

D Mon-JOHS Funding Sources Detal
O indirect Cost



*Authonized Signature

12345 - ABC Housing Sermvices. Inc.

| cerify that | am an authorized representative of the above organization. | understand that any line tem change requires Joint Office of Homeless Services (JOHS)
Program approval. JOHS may require a revised budget to be submitted f any line tem changes more than 10%. | understand that all actual costs reported are subject to
audit and that all expenditures must be program related and allowable according to the applicable cost princi I ulations.

Authorized Signature: Date:

Print Name:
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GENERAL CONTRACTOR INFORMATION

07/01/2022 to 06/30/2023

*Prepared by:‘ ‘ Revision Version:

*Program Approval by:
*Date Submitted:‘ ‘ *Approval Date:

1) Enter Supplier Information

*Contractor: *Contractor ID:
*Street Address: Purchase Order (PO) Number:
*City, State ZIP: PO/Requested Amount:| $
*Contact Name: Contract Number:
*Contact Email: *Service Period Start:|7/1/2022
*Contact Phone: *Service Period End: | 6/30/2023
*2) Contract Funding Table:
Contract/Program Description Funding Source(s) Funding Amount* _ Validity Dates Payment Method
Total $ -
*3) Specify Lines to Budget: Select Number of Lines:
Line Number Line Description Funding Source Budget Amount Spend Category  Cost Object Culturally Specific Contract/Program Description
Services
Line 1 --Select-- --Select--
Line 2 --Select-- --Select--
Line 3 --Select-- --Select--
Line 4 --Select-- --Select--
Line 5 --Select-- --Select--




Annual Contractor Budget Pa
Fiscal Year 2023

FINAL FY23 - 70L (v1.2-082022)

PROGRAM ACCESS

07/01/2022 to 06/30/2023

Please describe how clients/g

Contract Description









cket

»articipants access each of the lines/programs below

Access Description
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INDIRECT COST

07/01/2022 to 06/30/2023

Page 10f1
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BUDGET DETAIL BY LINE

07/01/2022 to 06/30/2023 -]

Line Item Budget Detail

Requested Non-JOHS
PERSONNEL Description and Justification Amount Funded Costs
1. Salaries & Wages
2. Overtime

3. Fringe

4. Volunteers

SUBTOTAL PERSONNEL $ - 1% -
Requested Non-JOHS

DIRECT MATERIALS & SERVICES (M&S) Description and Justification Amount Funded Costs

5. Professional Services
6. Printing

7. Utilities

8. Telephone

9. Equipment Rental

10. Facilities (Building Space)
11. Repairs

12. Postage

13. Supplies

14. Education & Training
15. Mileage

16. Insurance

17. Dues & Subscriptions
18. Sub Awards < $25k

SUBTOTAL DIRECT M&S $ - | $ -
SUBTOTAL DIRECT COSTS $ - 1% -
Requested Non-JOHS
INDIRECT Description and Justification Amount Funded Costs
19. Indirect
SUBTOTAL INDIRECT $ - |9 -
Requested Non-JOHS
OTHER Description and Justification Amount Funded Costs

20. Client Assistance
21. Capital Expenditures
22. Sub Awards > $25k
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BUDGET DETAIL BY LINE

07/01/2022 to 06/30/2023 -]

Line Item Budget Detail
Requested
PERSONNEL Line Total Description and Justification Amount
1. Salaries & Wages $ =
2. Overtime $ -
3. Fringe $ -
4. Volunteers $ -
SUBTOTAL PERSONNEL | $ - $ -
Requested
DIRECT MATERIALS & SERVICES (M&S) Line Total Description and Justification Amount
5. Professional Services $ -
6. Printing $ -
7. Utilities $ =
8. Telephone $ -
9. Equipment Rental $ -
10. Facilities (Building Space) $ -
11. Repairs $ -
12. Postage $ -
13. Supplies $ -
14. Education & Training $ -
15. Mileage $ -
16. Insurance $ -
17. Dues & Subscriptions $ -
18. Sub Awards < $25k $ -
SUBTOTAL DIRECT M&S | $ - $ -
SUBTOTAL DIRECT COSTS | $ - $ -
Requested
INDIRECT LineTotal Description and Justification Amount
19. Indirect $ -
SUBTOTAL INDIRECT | $ - $ -
Requested
OTHER Line Total Description and Justification Amount
20. Client Assistance $ -
21. Capital Expenditures $ -
22. Sub Awards > $25k $ -
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BUDGET DETAIL BY LINE
07/01/2022 to 06/30/2023

Line Item Budget Detail

Page 3 of 6

Non-JOHS
PERSONNEL Funded Costs |Line Total Description and Justification
1. Salaries & Wages $
2. Overtime $
3. Fringe $
4. Volunteers $
SUBTOTAL PERSONNEL | $ $
Non-JOHS
DIRECT MATERIALS & SERVICES (M&S) Funded Costs Line Total Description and Justification
5. Professional Services $
6. Printing $
7. Utilities $
8. Telephone $
9. Equipment Rental $
10. Facilities (Building Space) $
11. Repairs $
12. Postage $
13. Supplies $
14. Education & Training $
15. Mileage $
16. Insurance $
17. Dues & Subscriptions $
18. Sub Awards < $25k $
SUBTOTAL DIRECT M&S | $ $
SUBTOTAL DIRECT COSTS | $ $
Non-JOHS
INDIRECT Funded Costs |LineTotal Description and Justification
19. Indirect $
SUBTOTAL INDIRECT | $ $
Non-JOHS
OTHER Funded Costs |Line Total Description and Justification
20. Client Assistance $
21. Capital Expenditures $

22. Sub Awards > $25k

$
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BUDGET DETAIL BY LINE
07/01/2022 to 06/30/2023

Line Item Budget Detail

Requested Non-JOHS
PERSONNEL Amount Funded Costs Line Total
1. Salaries & Wages $
2. Overtime $
3. Fringe $
4. Volunteers $
SUBTOTAL PERSONNEL | $ - | $
Requested Non-JOHS
DIRECT MATERIALS & SERVICES (M&S) Amount Funded Costs  |Line Total
5. Professional Services $
6. Printing $
7. Utilities $
8. Telephone $
9. Equipment Rental $
10. Facilities (Building Space) $
11. Repairs $
12. Postage $
13. Supplies $
14. Education & Training $
15. Mileage $
16. Insurance $
17. Dues & Subscriptions $
18. Sub Awards < $25k $
SUBTOTAL DIRECT M&S | $ - s $
SUBTOTAL DIRECT COSTS | $ - | $
Requested Non-JOHS
INDIRECT Amount Funded Costs LineTotal
19. Indirect $
SUBTOTAL INDIRECT | $ - | $
Requested Non-JOHS
OTHER Amount Funded Costs Line Total
20. Client Assistance $
21. Capital Expenditures $
22. Sub Awards > $25k $

Page 4 of 6
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BUDGET DETAIL BY LINE

07/01/2022 to 06/30/2023 -]

Line Item Budget Detail

Requested Non-JOHS
PERSONNEL Description and Justification Amount Funded Costs
1. Salaries & Wages
2. Overtime

3. Fringe

4. Volunteers

SUBTOTAL PERSONNEL $ o $ -
Requested Non-JOHS

DIRECT MATERIALS & SERVICES (M&S) Description and Justification Amount Funded Costs

5. Professional Services
6. Printing

7. Utilities

8. Telephone

9. Equipment Rental

10. Facilities (Building Space)
11. Repairs

12. Postage

13. Supplies

14. Education & Training
15. Mileage

16. Insurance

17. Dues & Subscriptions
18. Sub Awards < $25k

SUBTOTAL DIRECT M&S $ o $ -
SUBTOTAL DIRECT COSTS $ - $ -
Requested Non-JOHS
INDIRECT Description and Justification Amount Funded Costs
19. Indirect
SUBTOTAL INDIRECT $ o $ -
Requested Non-JOHS
OTHER Description and Justification Amount Funded Costs

20. Client Assistance
21. Capital Expenditures
22. Sub Awards > $25k
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BUDGET DETAIL BY LINE
07/01/2022 to 06/30/2023

Line Item Budget Detail

Page 6 of 6

Requested
PERSONNEL LineTotal Description and Justification Amount
1. Salaries & Wages $
2. Overtime $
3. Fringe $
4. Volunteers $
SUBTOTAL PERSONNEL | $ $ -
Requested
DIRECT MATERIALS & SERVICES (M&S) Line Total Description and Justification Amount
5. Professional Services $
6. Printing $
7. Utilities $
8. Telephone $
9. Equipment Rental $
10. Facilities (Building Space) $
11. Repairs $
12. Postage $
13. Supplies $
14. Education & Training $
15. Mileage $
16. Insurance $
17. Dues & Subscriptions $
18. Sub Awards < $25k $
SUBTOTAL DIRECT M&S | $ $ -
SUBTOTAL DIRECT COSTS | $ $ -
Requested
INDIRECT LineTotal Description and Justification Amount
19. Indirect $
SUBTOTAL INDIRECT | $ $ -
Requested
OTHER Line Total Description and Justification Amount
20. Client Assistance $
21. Capital Expenditures $
22. Sub Awards > $25k $
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STAFFING PLAN AND SALARY RANGES

07/01/2022 to 06/30/2023

PERSONNEL

Annual Salary Range

upvr. ien
Position/Job Title Job Category Mgmt Svc Low High Total

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

| Total FTE| [ 0| 0| 0.00|
Management/Superwsor

Ratio 0.00 : 0.00
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STAFFING PLAN AND SALARY RANGES

07/01/2022 to 06/30/2023

Page 2 of 3

Position/Job Title Job Category LINE 1

LINE 2

LINE 3

LINE 4

| Total FTE| |

0.00]

0.00|

0.00]

0.00|

Management/Supervisor
Ratio 0.00 : 0.00
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STAFFING PLAN AND SALARY RANGES

07/01/2022 to 06/30/2023

Position/Job Title Job Category

| Total FTE| | 0.00|
Management/supeerSOl’

Ratio 0.00 : 0.00

Page 3 of 3
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NON-JOHS FUNDING SOURCES DETAIL

07/01/2022 to 06/30/2023

A

Page 10f 1

|Source Job Category Use/Method of Computation Identify Applicable Lines TOTAL

$

$

$

$

$

$

$

$

$

$

$

Subtotal Cash Resources| $

|Source Job Category Use/Method of Computation Identify Applicable Lines TOTAL

$

$

$

$

$

$

$

$

$

$

$

Subtotal Inkind Resources| $
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BUDGET SUMMARY

07/01/2022 to 06/30/2023

All required information and documents have been received and reviewed. PRINT DATE CONTRACTOR ID
Program Signature: Date Approved: 9/30/2022

TOTAL AMOUNT
$ -

TOTAL TOTAL NON-JOHS

LINE DESCRIPTION FUNDING SOURCE SPEND CATEGORY  COST OBJECT REQUESTED FUNDED TOTAL COST
$
$ - $ -3 -
$ - $ -8 -
$ - $ -3 -
$ - $ -8 -
LINES TOTALS $ - $ - $ -

*Required Budget Packet Checklist

Budget Tabs

General Information
Access to Services
Budget Detail

Staffing
Non-JOHS Funding Sources Detail

Indirect Cost

oooooao

*Authorized Signature

| certify that | am an authorized representative of the above organization. | understand that any line item change requires Joint Office of Homeless Services (JOHS)
Program approval. JOHS may require a revised budget to be submitted if any line item changes more than 10%. | understand that all actual costs reported are
subject to audit and that all expenditures must be program related and allowable according to the applicable cost principles and funding regulations.

Authorized Signature: Date: \:|

Print Name:
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