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Learning Objective 1
• By the end of the session participants will have 

tools and tips to develop a program budget in 

ea g Objec e

p p p g g
preparation for competing and non-competing 
grant applications

• Discussions on budget development will include:
• fiscal resourcefulness and cost saving measures 

t t ti t d i ti f i ti tto meet patient needs in times of growing patient 
loads and flat funding

• allocating resources across funding streams to a oca g esou ces ac oss u d g s ea s o
meet program’s mission and goals



Learning Objective 2
During this session participants will:

learn how to organize their budget as a

ea g Objec e

learn how to organize their budget as a 
tool to track program expenditures across 
program categories and funding sourcesprogram categories and funding sources
receive tips for evaluating program 
expenditures monthly and to use this as a p y
tool for program planning and evaluation



Learning Objective 3
During this session participants will learn ways to 
utilize their budget:

ea g Objec e 3

g
as a tool to evaluate program effectiveness by 
analyzing program expenditures versus the proposed 
budgetbudget 
And as a tool for future budgeting, preparing grant 
applications, and program planning



Presentation Sections
Section 1: Preparing A Budget & Budget Justification

Budgeting Activity

ese a o Sec o s

Budgeting Activity

Section 2: Allocating Resources Across Funding 
StreamsStreams

Section 3: Using Your Budget for More Than Just 
Your Grant ApplicationYour Grant Application

Tracking Expenditures
Evaluating Your Program
Expenditure Report Activity



Preparing a Budget &
Budget JustificationBudget Justification



The Budget
A program budget is a presentation of the work 
plan in terms of dollars and cents

e udge

plan in terms of dollars and cents 

A program’s budget should:
• Detail the funds needed to implement the 

proposed program
I l d it th t i t d i th• Include every item that is presented in the 
text of the proposal 



Preparing a Budget 

Exactly what staff and other costs are required to do the 
job? (What is or will be in your work plan)

Things to Consider

job? (What is, or will be, in your work plan)

How many people, professional, clerical, full and part 
time must be hired to implement the program?

What level of skills, education, and experience does 
each of the project’s staff members have to have?

What is the usual salary that such a background can 
command?

Do you need to pay rent? For how much space? Why doDo you need to pay rent? For how much space? Why do 
you need that space? 1



Preparing a Budget 
Things to Consider cont

Is any local or out-of-town travel involved? For what, and 
how often?

Things to Consider, cont. 

how often?

What equipment and supplies must be purchased for the 
program?

Are there any costs involved in staff training?

Will there be any stipends for participants?

Do you need to hire consultants? If so, what will they do, 
and how much time will they spend on these activities?

How will the range of services be provided? On-site or 
fee for service? 1



How Much Money Do You Need?

I fl ti b d t d ki f t h

o uc o ey o ou eed
The Two Pitfalls to Avoid

Inflating your budget and asking for too much

Not asking for enough

SO…

How do you get it JUST RIGHT?How do you get it JUST RIGHT?

http://www.moggit.com/2009_06_01_archive.html



Do Your Research & Be Specific
The more research you do on the front end the:

li ti b d t ill b

o ou esea c & e Spec c

• more realistic your budget will be 
• The more prepared you are to move forward if 

you receive the grant awardyou receive the grant award
• The easier it will be to prepare for expenditures, 

and guide your programg y p g

Get estimates in advance for anticipated needs 
such as: personnel, consulting, equipment,such as: personnel, consulting, equipment, 
supplies, travel, services 



Do Your Research & Be Specific, cont.

Research current organizations that are similar in 
structure/clientele to your organization and have 
th t f f di l i fthe type of funding you are applying for: 

HRSA Ryan White Grantees: 
http://hab hrsa gov/programs/granteecontacts htm;http://hab.hrsa.gov/programs/granteecontacts.htm; 

State HIV Resources (Kaiser Family Foundation): 
http://www.statehealthfacts.org/p g

Meet with similar or collaborating organizations to 
get advice about programmatic needs for day to g p g y
day operations and typical expenses that might 
otherwise be overlooked
http://www asofinder com/http://www.asofinder.com/



Be “On Target” 

Present the real costs in operating your program

e O a ge

p g y p g

Make sure your budget relates specifically to your 
work plan for program implementationp p g p

Make sure the same title is used in both the line 
item budget, budget narrative, and project narrative e budge , budge a a e, a d p ojec a a e
(Medical Case Manager vs. Social Work; Infectious 
Disease Physician vs. HIV Doctor, etc.)



Preparing a Line Item Budget
Should not exceed award amount

Sh ld Li t E h C t t li it

epa g a e e udge

Should List Each Costs as a separate line item

Personnel should be listed separately by name and 
position titleposition title

The Line Item Budget should be in table form with the 
program category costs across the top (ie Table 1)program category costs across the top (ie Table 1) 

Category percentages should be reflected to ensure 
compliance with legislative limits



Preparing a Line Item Budget
A E lAn Example



Preparing a Line Item Budget
A E lAn Example



Preparing a Budget Justification

Budget Justification
• Is the narrative that explains the amount requested for 
each line of the “Line Item” Budget

•Should describe how each item with will support the 
overall objectives of the programoverall objectives of the program

•Should describe each cost element and include a 
calculation that justifies the cost requested

•Sufficient detail should be given to assist in setting up 
the program and identifying how the different pieces fit 
together to create a complete programtogether to create a complete program

•Should compliment the work plan and identify how 
items in the work plan will be supported by the granty g



Preparing a Budget Justification
An ExampleAn Example



Preparing a Budget Justification
An ExampleAn Example

Specialty Care



Preparing for Personnel Costs 
What services are you going to provide?

Who do you need in order to provide these services?

Who will:
• Provide direct services?
• Answer the phone?
• Run the program?

Provide data entry of services for reporting?• Provide data entry of services for reporting?
• Complete and submit reports?
• Pay the bills?Pay the bills?
• Provide fiscal accountability?
• Lead continuous quality management efforts?



H h d d?

Personnel Costs - Direct Services
How much do you need?

1 Full Time Equivalent (FTE) = Ten 4-hour clinic 
sessions/week (assuming 260 working days/year x 16sessions/week (assuming 260 working days/year x 16 
patients/day = 4160 annual visits)

Number of Visits Per 
Patient Per Year (X)

Total Patients 1 FTE can 
Accommodate (4160/X)Patient Per Year (X) Accommodate (4160/X)

2 Visits Per Year 2080 patients

3 Vi it P Y 1386 ti t3 Visits Per Year 1386 patients

4 Visits Per Year 1040 patients

5 Visits Per Year 832 patients

6 Visits Per Year 693 patients



Personnel Costs 

Provider FTE Needed Per Patient Load (Excel Set-Up)

Direct Services
( p)

A B C D
1 Patients Per 

Year
Visits Per 
Patient

Annual/Visits
/Year

Provider FTE 
Needed

In above example – a program with 850 patients with an

Year Patient /Year Needed
2 850 2 4160 = A2/(C2/B2)

In above example a program with 850 patients with an 
anticipated 2 visits per patient would need 0.41 Service 
Provider FTE or Four 4-hour clinic sessions per week
1 FTE doesn’t have to be provided by one sole provider,1 FTE doesn t have to be provided by one sole provider, 
especially if you anticipate assigning other 
responsibilities such as CQM, Administrative duties, etc.. 
1 FTE can be spread over a team of providers.



Personnel – Things to Consider
S l S t F f S i
How often is the service needed? Occasional vs. 
Regular

Salary Support vs. Fee for Service

Regular
Do you have space to house the service on-site
Does your patient load have a need that warrants oes you pat e t oad a e a eed t at a a ts
offering this service on-site at regular intervals?
Would the “show rate” for this service improve if it were 
offered on-site as part of a one-stop-shop?p p p
Would someone be interested in working for you at the 
needed rate (4 hours/week, 10 hours/week, 20 
hours/week etc.)
Is there a collaborating/partnering agency that could 
share salary support for an interested person



Salary support vs. Fee for Service

Provider FTE Needed Per Patient Load – Nutrition 
S i

Example

Services

Program Goal – 1 visit per year for all patients

Patient Load – 240 patients

A B C D
1 Patients Per 

Year
Visits Per 
Patient

Annual/Visits
/Year

Provider FTE 
Needed

2 240 1 4160 .06

This program would need 0.06 FTE or 2.4 hours per 
week



Salary Support vs. Fee for Service

Registered Dietician Base Salary = $50,000

Sa a y Suppo s ee o Se ce
An Example

With Fringe (Full-time) ~$63,000 (0.06 FTE = $3780)
Without Fringe (Part-time; taxes only) ~$54,475 (0.06 FTE = 
$3,269)

Fee for Service – Medical Nutrition Therapy with a 
Registered Dietician 

15 Minute 15 Minute15 Minute 
Initial Appt.

15 Minute 
Reassessment Appt.

Full Charge $85.00 $75.00
M di R i b t $28 94 $25 30Medicare Reimbursement $28.94 $25.30
Salary Support (Full-time) $15.00 $15.00
Salary Support (Part-time) $13.00 $13.00y pp ( )



Personnel Costs - Direct Services
240 Visits Per Year 

Fee for Service vs. Salary Support
15 Minute 
Initial 
Appt.

Total 
Cost 
240 Visits

15 Minute 
Initial 
Appt.

Total 
Cost 
240 Visits

Full Charge $85.00 $20,400 $85.00 $18,000
Medicare 
Reimbursement

$28.94 $6,945 $28.94 $6,072
Reimbursement
Salary Support 
(Full-time)

$15.00 $3,600 $15.00 $3,600

S S $13 00 $3 120 $13 00 $3 120Salary Support 
(Part-time)

$13.00 $3,120 $13.00 $3,120



Preparing a Line Item Budget
PersonnelPersonnel 

Full Time Part Time
Full Salary Hourly RateFull Salary Hourly Rate

Percent Effort on Project Hours Dedicated to Project



Budgeting for Personnel
Line Item Budget

Excel Set-Up for Budget Calculations
Line Item Budget



Budgeting for Personnel
Budget JustificationBudget Justification

Provide sufficient detail to support requested effort and 
funding and to guide program in set-up and evaluationfunding and to guide program in set up and evaluation

Present Categories Separately (EIS, Core Medical, 
Admin etc ) – describing the job duties of eachAdmin., etc.) describing the job duties of each 
position per category

Present Personnel in the same order as the budgetPresent Personnel in the same order as the budget 
line item so a reviewer can easily compare directly

Connect effort in justification to duties as assigned inConnect effort in justification to duties as assigned in 
the project work plan 



Budgeting for Personnel
Budget JustificationBudget Justification

Provide sufficient detail to support requested effort and 
funding and to guide program in set-up and evaluationg g p g p



Budgeting for Personnel
Budget Justification & Work PlanBudget Justification & Work Plan

Connect the Budget Justification with Work Plan



Budgeting for Fringe
Fringe Includes items such as:

Health Insurance

udge g o ge

Health Insurance
Taxes
Unemployment InsuranceUnemployment Insurance
Life Insurance
Retirement Plan
Tuition Reimbursement

The Amount of Fringe Requested should be directly 
ti l t th t f l tproportional to the percentage of personnel costs 

allocated for the project                                          
(0.50 FTE – 50% Fringe; 0.02 FTE – 2% Fringe)( g g )



Budgeting for Fringe, cont.udge g o ge, co
Amount View



Budgeting for Fringe, cont.udge g o ge, co
Formula View



Budget Justification
for Fringefor Fringe

Provide More Specific Details that determine the 
Fringe rate percentageFringe rate percentage. 

Identify specific costs if applicable 



Budgeting for Travel
Be Specific: 

Who will be traveling? 

udge g o a e

Why will they be traveling? 
How Does the travel benefit the project?

Include realistic estimatesInclude realistic estimates
Per Diem Rates can be found at:

http://www gsa gov/Portal/gsa/ep/contentView do?contenthttp://www.gsa.gov/Portal/gsa/ep/contentView.do?content
Type=GSA_BASIC&contentId=17943

Mileage Reimbursement Rates
http://www.gsa.gov/Portal/gsa/ep/contentView.do?P=MTT
&contentId=9646&contentType=GSA_BASIC



Budgeting for Travel
Travel Expenses can be local and long distance

udge g o a e

Local Travel should include mileage rate, number of 
miles, reason for travel, and staff members/consumers 
completing travel

Training Travel is considered a CQM expenses

Clinical staff travel to provide care is included in EISClinical staff travel to provide care is included in EIS

Patient Transportation is a Support Service



Budgeting for Travel
Li It B d t E lLine Item Budget - Example



Budgeting for Travel 
B d t J tifi ti E l

(Example) Travel for 3 clinical staff members (HIV 
Ph i i I t i t HIV Ph i t) t th l

Budget Justification - Example

Physician, Internist, HIV Pharmacist) to the annual 
Ryan White Grantee Meeting and Clinical Update, cost 
(per diem rates) follow:(p )

HRSA Grantee Meeting
Air Fare $600Air Fare $600
Ground Transportation $60
Lodging @ $150/night $600 (4 nights)g g @ g ( g )
Per Diem @ $64/day $320 (5 days)
TOTAL $1,580 x 3 persons = $4740



Budgeting for Travel
Budget Justification cont

Mileage for Employee (HIV Physician, Patient Services 
Coordinator) Round Trip Travel to Care Sites ($0.50/mile)

Budget Justification, cont.

) ( )

Round Trip 
Mileage

Cost Per 
Trip

Number 
of Trips 

Total 
Request

Ashland 240 $120.00 6 $720.00
Berea 79 $39.50 6 $237.00
Georgetown 35 $17.50 12 $210.00Georgetown 35 $17.50 12 $210.00
Frankfort 61 $30.50 12 $366.00
Morehead 132 $66.00 6 $396.00
Ri h d 50 5 $25 25 6 $151 50Richmond 50.5 $25.25 6 $151.50
Winchester 45 $22.50 6 $135.00

TOTAL $2,215.50



Budgeting for Travel
B d t J tifi ti t

Transportation Vouchers for Clients for medical 
i t t i l d

Budget Justification, cont.

appointments  includes:

Transportation 
Vo cher

Amount/ Voucher Number of 
Trips/Month

Annual 
costVoucher Trips/Month cost

Bus tokens $1.00 10 $120.00
Gas Cards $5.00 16 $960.00

Wheels (American 
Red Cross)

$1.60 5 $96.00

Cab vouchers $50 00 4 $2 400 00Cab vouchers $50.00 4 $2,400.00
TOTAL $3,576.00



Budgeting for Equipment & 
S li

Equipment:  List equipment costs and provide 
justification for the need of the equipment to carry

Supplies
justification for the need of the equipment to carry 
out the program’s goals

Extensive justification and a detailed status ofExtensive justification and a detailed status of 
current equipment must be provided when 
requesting funds for the purchase of computers 
and furniture items that meet the definition of 
equipment (a unit cost of $5,000 and a useful life 
of one or more years)of one or more years)



Budgeting for Equipment & 
S li

Supplies: List the items that the project will use.

Supplies
Supplies:  List the items that the project will use.  
In this category:
Office supplies: paper, pencils, toner, computersOffice supplies: paper, pencils, toner, computers 
($<5,000) 
Medical supplies: syringes, blood tubes, plasticMedical supplies: syringes, blood tubes, plastic 
gloves, etc., 
Educational supplies may be pamphlets andEducational supplies may be pamphlets and 
educational videotapes.  



Budgeting for Equipment & Supplies 
Li It B d tLine Item Budget



Budgeting for Equipment & Supplies 
B d t J tifi ti

Give sufficient detail to justify the costs.  Get quotes to 
th b d t i “ t t ”

Budget Justification

ensure the budget is “on target.” 



Budgeting for Contracts

Provide a clear explanation as to the purpose 
of each contract, how the costs were 
estimated, and the specific contract 
deliverables.
Categorize all contract costs according to type, 
e.g., medical referral, lab referral, translation 

i lservices, management consultant. 
Clearly explain the purpose of the contract, 
itemize each subcontract and demonstrate 
how the amounts were developed. 



Budgeting for Contracts
Li It B d tLine Item Budget



Budgeting for Contracts
B d t J tifi ti

Provide sufficient detail and calculations to 
justify cost requested

Budget Justification

justify cost requested



Budgeting for Other Expenses
Other: Includes costs that do not fit into any other 
category into this category
Provide a detailed explanation of each cost in this 
category to allow reviewers to determine if expenses is 
“allowable”allowable  
Costs Include:
• grantee rent, utilities and insurance fall under this 

category if  not included in an approved indirect cost
• pharmaceuticals, insurance,

ti i d ti / f f• continuing education/conference fees 
• audit related costs 



Budgeting for Other Expenses
Li It B d tLine Item Budget



Budgeting for Other Expenses
B d t J tifi tiBudget Justification



Budgeting for Indirects
Indirect Costs (or Facilities and Administration) : 
Indirect costs are those costs incurred for common or 
j i t bj ti hi h t b dil id tifi d b tjoint objectives which cannot be readily identified but 
are necessary to the operations of the organization, 
e.g., the cost of operating and maintaining facilities, 
depreciation, and

If an organization applying for an assistance award g pp y g
does not have an indirect cost rate, the applicant can 
obtain one through HHS’s Division of Cost Allocation



Budgeting for Indirects
A grantee can include indirect costs in the 
application if you have an approved Federal 
indirect cost rate for costs other than research or 
instruction

The maximum indirect cost rate allowable may be 
capped depending on the program guidelines 
(such as the Part C 10% legislative limitation on(such as the Part C 10% legislative limitation on 
administrative costs) 

If ti i di t t i l d f thIf requesting indirect costs, include a copy of the 
latest negotiated cost agreement



Budgeting Activity



Allocating Funds Across Funding 
StStreams



Supporting the Same Population 
ith M lti l F di Stwith Multiple Funding Streams

Ryan White

Ryan White 
Part B

Ryan White 
Part C
Early 

Intervention 
S i

AIDS 
Education

Training Center Part B 
Social Services

Services
g

(AETC)

Ryan White 
Part D 

Women, Infant, Children

Special Projects of
National Significance



Supporting the Same Population 
ith M lti l F di St

Review your entire program looking at all funding

with Multiple Funding Streams
Review your entire program looking at all funding 
streams to obtain an accurate picture of the 
program’s finances

Assign Each Grant Account into a Separate 
Account Number to ensure funds are sufficiently 
separated

Prepare a Flow Chart or Table the identifies what p
each grant is allowed to pay for to ensure the 
funds are utilized correctly



Supporting the Same Population with 
Multiple Funding StreamsMultiple Funding Streams

Line Item Ryan 
White 
P t B

Ryan 
White 
P t C

Ryan 
White 
P t D

TOTAL Budget/ 
Patient 
(900)Part B Part C Part D (900)

HIV Specialty 
Care

$0.00 $125,000 $25,000 $150,000 $167

Primary Care $0.00 $62,000 $11,000 $73,000 $81
Outpatient/
Specialty Care

$70,000 $45,000 $9,000 $124,000 $138

Laboratory/
Radiology

$0.00 $57,000 $11,000 $68,000 $76

Pharmaceuticals $36,000 $8,000 $8,000 $64,000 $71
Transportation $7,000 $0.00 $5,000 $12,000 $13
Insurance 
Program

$130,000 $0.00 $0.00 $130,000 $144



Supporting the Same Population with 
Multiple Funding StreamsMultiple Funding Streams

Prepare a 
hierarchy for Ryan White Part 

D – women, 
infant, children 63 

t i

hierarchy for 
patient billing 
and program 

Ryan White Part B all

county service 
area 

(20% of patients)

coverage

Ryan White Part B – all 
patients in 32 county 

service area 
(80% of patients)

Ryan White Part C – all patients in 63 
county service area 
(100% of patients)



Supporting the Same Population 
ith M lti l F di St

Prepare a patient spreadsheet that tracks each 

with Multiple Funding Streams

patients position on the hierarchy



Using Your Budget For More Than 
J t Y G t A li tiJust Your Grant Application



Prepare a worksheet that compares monthly actually
Budget Vs. Actual

Prepare a worksheet that compares monthly actually 
expenditures to proposed budget
Break Down General Ledger Codes into Specific budget 
areas to ensure you are on target

Example – After 6 months you have spent $12,000 of the 
$24,000 of patient care expenses (50%)$ , p p ( )
• If $6,000 of the $12,000 was spent on mental health and 

your total budget for the year for mental health was 
$4 000 then you need to consider why these funds were$4,000 then you need to consider why these funds were 
used so quickly and ways to control costs

Similarly if you earmarked $4,000 for Nutrition Supplements 
d l t $500 t d t t t if if th iand only spent $500 to date you want to verify if the service 

is indeed being provided or is for some reason not needed 
at the anticipated rate 



Budget Vs. Actual
Account for items that are needed/purchased, but 
were not proposed in the initial budget

Track expenditures comparing:
actual expenditures versus the proposed budget 
A breakdown of funds proposed for monthly 
expenditures (total budget/12) versus average 
monthly expenditures (expenditures tomonthly expenditures (expenditures to 
date/completed project months to date)
Monthly comparison will tip you off early in the 
budget year if expenditures aren’t going as 
planned



Budget Vs. Actual
Section 1 Section 2

udge s c ua



Actually Monthly Expenditures Versus Proposed Budget
Budget Vs. Actual – Section 1

Actually Monthly Expenditures Versus Proposed Budget



Budget Vs. Actual – Section 2
Comparison of Budget Versus Actual Expenditures

udge s c ua Sec o



For items added to the budget that were not initially a
Budget Vs. Actual – Unplanned Needs
For items added to the budget that were not initially a 

part of the budget :
Add to the Budget vs. Actual Worksheetg
Highlight in Red, or mark in some way to show that this 
was a previously unbudgeted expenses
Keep the Budgeted amount 0 or reflect a budgetKeep the Budgeted amount 0, or reflect a budget 
revision
Evaluate the use of this line item, and the potential 
need to add this as a line item in future budgets



Allocation vs. Expenditure Report
Allocation Report – Due 60 days after the start of 
the grant period (Identifies how funds were 
budgeted across service areas)budgeted across service areas)

Expenditure Report – Due 90 days after the end of 
the grant period (Identifies how funds were actuallythe grant period (Identifies how funds were actually 
spent across service areas)

Allocation and Expenditure Report compare almost 
exactly with data requested in question 33 from the 
RDR. 

C b d t l t dCan be compared to evaluate proposed 
expenditures versus actual expenditures, as well as 
to data of actual services provided. 



Allocation Report



Expenditure Report



HRSA Expenditure Report RDR Q33
Allocation/Expenditure Report vs. RDR
HRSA Expenditure Report RDR – Q33



Incorporating Data into Your Fiscal 
Evaluation

A comparison of the Allocation report versus the 
Expenditure report will allow for analysis of

Evaluation

Expenditure report will allow for analysis of 
proposed versus actual expenditures.

A comparison of the expenditure report versus RDRA comparison of the expenditure report versus RDR 
information for the budget timeframe (ie. April 2009 
– March 2010) will provide information about 

dit f ti t i / i itexpenditures for patient services/visits 
Will reveal expenditures per patient or per visit
Will provide data for analysis of cost effectiveness ofWill provide data for analysis of cost effectiveness of 
services provided



Incorporating Data into Your Evaluation



Expenditure Report Activity


