Budget Narrative Addendum – FY17 NTHMP GRANT REQUEST
Submitting agency/organization:  

Project Name:  
Overall Project Dates:  September 1, 2017 – August 31, 2019
Principle Investigator(s):  

Info
On the main Budget Narrative spreadsheet, Info tab, line-by-line entries:
Line #1

1. Title of the application
2. Official name of the primary applicant agency, state, university, or organization
3. Mailing address of the applicant
4. Contact name and phone number for questions about this spreadsheet
5. Email address(es) for those who completed the Primary Grantee Budget spreadsheet
6. Any additional email addresses for those to be copied for information purposes
7. Official names of all Principal Investigators for this grant application
8. (blank)

9. Expected start date of period of performance is 9/1/2017.  This should not be changed.

10. Expected end date of period of performance is 8/31/2019.  Change the date only if your agency requires.  If you will be requesting a one-year period of performance only, change the date on line 10, cell B10, to “8/31/2018”.

11. (blank)

12. Enter “YES” or “NO” if your agency has a Negotiated Indirect Cost Rate Agreement (NICRA).

Only IF your agency has a NICRA
13. Enter the allowable and applicable Indirect Cost Rate as a percentage to two decimal places.

14. Enter the name of the Federal agency issuing the NICRA to your agency.

15. Enter the type of Indirect Cost Rate (Final, fixed carryforward, provisional, or other).

16. Enter the dates that the Indirect Cost Rate is effective.  If the IDC may expire during the performance period of the grant, explain it here:  __________
17. (blank)

Look for the “Basis of Application” on the NICRA for information on which of these object classes to which indirect costs can be applied:  Personnel, Fringe Benefits, Travel, Equipment, Supplies, Contractual, and Other Direct Costs.

Interpretation:  if the basis of application says, for example, “Base:  total direct costs less capital expenditures and pass-through funds,” it means that indirect costs can be applied to Personnel, Fringe Benefits, Travel, Supplies, and Other Direct Costs. It also means that indirect costs cannot be applied to Equipment (defined as a capital expenditure) and Contracts or Subawards  (these are pass-through funds.)

18. In cells B18 through B24, enter “YES” or “NO” as to whether the NICRA allows Indirect Costs to be charged to the listed Object Class.

23.  Contract/pass through maximum:  if the basis of application says that indirect costs apply to “contracts or pass-throughs up to the first $25,000,” that means that $25,000 is the maximum limit on the amount of a contract or subaward subject to indirect costs.  If  there is a maximum limit on contract or pass-through amounts for Indirect Costs, enter the maximum dollar value in cell D23.  If there is not a dollar value limit on these amounts, enter “999,999.”  
Click “Save” and move on to other tabs

Personnel

In the Budget Narrative spreadsheet, Personnel and Fringe tab:

1.  Provide the name of the person (or “vacant”) for each position and short position title in Column A cells.

2. Provide the level of effort (# of hours) for each person in Column B cells.

3. Provide the annual salary for each person in Column C cells.  If the person is paid an hourly wage, enter 0 (zero) and then deliberately overwrite the hourly salary rate in cell(s) in Column E.  
4. Provide the hours in a standard work year in Column D cells.  Default is 2,080 which is equivalent to 40 hours/week.  (40 x 52 = 2,080).  When you do this, the spreadsheet will automatically calculate an hourly rate in Column E.
5. Enter the task number (single numeral such as “1”) in Column F cells for this person’s time against a single task.  If someone will be assigned hours against multiple tasks, list them separately on multiple lines.
6. Provide the fringe benefit rate (percentage to two decimal places) that applies to benefits for the person in Column F cells.

7. Below, provide a justification and description of each position (including vacant positions). Relate each position specifically to program objectives/tasks. Personnel cannot exceed 100% of their time on all active projects. Please ensure the cost of living increase is built into the budget and justified.  You may prorate a cost-of-living increase by hours.  For example:  3 months at $XX,XXX annual salary would be 480 hours, and 9 months at $YY,YYY annual salary (new adjusted salary) would be 1440 hours.  List them on separate lines.  Let the spreadsheet compute the math for you.
Justification and description of each position:
Fringe Benefits

Fringe benefits are usually applicable to direct salaries and wages. 
In the Budget spreadsheet, on the Personnel and Fringe tab:

1.  In Column H cells, provide the fringe benefit rate (to two decimal places) used for each person listed in Column A.  Obtain documentation that supports the rate.
If a fringe rate is greater than 35%, a description and breakdown of the benefits must be provided (detail on this page below) unless a negotiated indirect cost rate agreement (NICRA) has been provided and where the NICRA describes fringe benefits rates. 
If fringe benefits are not computed by using a percent of salaries, provide a breakdown of how the computation is done and manually adjust column H from a percentage to whole numbers, and adjust the cells in Column I to add rather than multiply against a rate. 
The applicant should not combine the fringe benefit costs with direct salaries and wages in the personnel category.
Explanation/notes as necessary:
Travel

In the Budget spreadsheet, on the “Travel” tab:
1. In Column A, list the name of each individual traveler.  If more than one person is going on the same trip, list each person separately.

2. Enter the task number (single numeral such as “1”) in Column B cells with which this trip is aligned.

3. Briefly describe the trip purpose in Column C cells.  If more explanation is required, include it below on this page.

4. List the estimated dates of travel in Column D cells (as text range, such as 1/31 – 2/3/2017)

5. List the origin (location) of this travel in Column E cells.

6. List the destination (location) of this travel in Column F cells.
7. List the estimated airfare, including booking fees, in Column G cells. If a trip is by driving a POV, compute the total mileage cost estimate and enter that amount in place of “airfare.”  Provide the number of miles and cost per mile as allowed by your agency in the detail section below.
8. List the estimated total lodging expenses, including taxes and fees, in Column H cells.  Indicate number of days and the amount for each day’s per diem and the number of nights and the amount for each night’s lodging in the detail section below.
9. List the estimated total per diem (meals & incidentals) in column I cells.

10. List estimated costs for ground transportation (bus, taxi, shuttle, car rental) in column J cells.
11. List any other allowable miscellaneous costs in Column K cells.  You may include airline baggage fees, mileage to and from your local airport, local airport parking, ATM fees, hotel internet fees, and other allowable out-of-pocket expenses.

Note:  Foreign travel is not authorized. Travel between American Samoa and Samoa is allowed; travel to the U.S. mainland via airports in non-U.S. countries is also allowed if such travel provides the lowest cost.
Additional detail (if applicable):

Equipment

Note:  Equipment is defined as an article of tangible property that has a useful life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-Federal entity for financial statement purposes, or $5,000. 
In the Budget spreadsheet, on the “Equipment” tab:
1. Briefly describe the equipment item in Column B cells.

2. Enter the task number (single numeral such as “1”) assigned to this equipment purchase in Column C cells.

3. List the per item estimated cost in Column D cells.

4. List the number of items to be purchased in Column E cells.

Below, provide justification for the use of each item and relate them to specific program objectives. 
Provide a lease versus purchase analysis. This must accompany every equipment request over $5,000 even if a lease vs purchase analysis cannot be completed, a statement is required to that effect.
Supplies

In the Budget spreadsheet, on the “Supplies” tab:
1. Briefly describe supplies. Ex: “office supplies” in Column A cells.  Note that printing is “Other Direct Costs,” not Supplies.
2. Enter the task number (single numeral such as “1”) assigned to this supplies purchase in Column B cells.

3. Enter the estimated unit cost of the supplies in Column C cells.  If you require general office supplies, you can include up to $500 for general office supplies.  If your need for office supplies exceeds $500, you must break down these costs on the spreadsheet.

4. Enter the estimated number of supply items in Column D cells.  Again, if requesting funds for general office supplies, you may enter (for example) $500 in Column C and 1 in Column D.  But if you are intending to buy individual items such as booklets, for example, let the spreadsheet do the math – enter the estimated per-item cost in Column C and the number of printed items in Column D.

Provide justification of the supply items and relate them to specific program objectives. It is recommended that when training materials are kept on hand as a supply item, that it be included in the “supplies” category. 
Below, explain the type of supplies to be purchased or nature of the expense. Indicate the basis for estimate of supplies, i.e., historical use on similar projects.
An explanation is necessary for supplies costing more than $5,000, or five percent of the award, whichever is greater. 

Contractual

Important:  a contract is usually with a vendor that provides products or services.  A subaward is with a partner that helps you complete tsunami-related tasks and works in a cooperative nature as a partner.  See this document for more information:  http://nws.weather.gov/nthmp/grants/SubrecipientContractorDeterminations.pdf
For Contracts
Provide separate budgets for each contract, regardless of the dollar value and indicate the basis for the cost estimates in the narrative. Describe products or services to be obtained and indicate the applicability or necessity of each to the project. 
In the Budget spreadsheet, Contracts tab,

1. Enter the name of the contractor in Column A.  
2. Enter the task number (single numeral such as “1”) assigned to this contract in Column C cells.

3. List the per-contract estimated cost in Column C cells.

Provide additional explanation for each contract below:
Other Direct Costs
This category contains items not included in the previous categories. While subawards are also “other direct costs,” please detail subawards in the next section.

Other direct costs: 
In the Budget spreadsheet, OtherDirect tab,

1. Provide a short description of other direct cost items in Column A.  

2. Enter the task number (single numeral such as “1”) assigned to this other direct cost purchase in Column B cells.

3. List the per-item cost in Column C cells.

4. List the number of items in Column D cells.

State the necessity of other costs for successful completion of the project and exclude unallowable costs (i.e., alcohol, fundraising, and meals). 
Give justification for all the items in the “other” category (e.g., separate justification for printing, telephone, postage, rent, etc.). 
All costs associated with training activities should be placed in the “other” category except costs for consultant and/or contractual. List all expenses anticipated for the training activity in the format above. Include rental space for training (if required), training materials, speaker fees, substitute teacher fees, and any other applicable expenses related to the training.

Provide additional explanation for other direct costs below:
Indirect Costs

Everything on this page is automatically calculated from other pages on the spreadsheet.  Do NOT overwrite any cells on this tab.
Provide the most recent indirect cost rate agreement (NICRA). The applicable indirect cost rate(s) negotiated by the organization with the cognizant negotiating agency must be used in computing indirect costs (F&A) for a proposal (2 CFR §200.414). The amount for indirect costs should be calculated by applying the current negotiated indirect cost rate(s) to the approved base(s). Subaward indirect charges should not be included here; show subaward indirect charges on the subaward spreadsheet(s). 

Subawards: Provide separate budgets for each subaward, regardless of the dollar value and indicate the basis for the cost estimates in the narrative. 
Use a separate Subaward Spreadsheet for each subawardee.  Duplicate the separate Subaward spreadsheet template for up to 3 separate subawardees as necessary.
Once separate Subaward spreadsheet(s) are completed, then import that data on the Prime Grantee Budget Spreadsheet as follows:

1. Go to the Subaward Spreadsheet – click on the “Summary Tab.”

2. Click on the upper-left box of the Summary sheet.
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3. This will highlight the entire page.  Press CTRL-C (Copy)

4. Go to the Prime Grantee Spreadsheet.  Click on the Subaward tab for that Subawardee (i.e., Subaward 1, Subaward 2, or Subaward 3.)  

5. Click on the upper left cell (A1) of this spreadsheet.  Press CTRL-V  (Paste)

6. All of your subaward data is now copied into the Prime Grantee spreadsheet.
7. Click “save” to save the data and the entire spreadsheet.  Now through the power of Excel, all costs related to subawards are calculated throughout the Prime Grantee’s spreadsheet where applicable.  Easy!  No muss no fuss.

Instructions for separate Subaward Spreadsheet

Info tab, line-by-line instructions:
Line #

1. Write the name of the Subawardee agency or organization.

2. Enter the mailing address of the Subawardee.

3. Enter the Subawardee contact name and telephone number.

4. Enter email address(es) for the Subawardee

5. Start date of the Subawardee’s work is assumed to be the same as the start date of the Prime Grantee.  Only change cell B5 if different.

6. End date of the  Subawardee’s work is assumed to be the same as the end date of the Prime Grantee.  Only change cell B6 if different.

7. (blank)

8. Enter “Yes” or “No” as to whether the Subawardee has its own NICRA.

Only if the Subwardee has a NICRA:

9. Enter the allowable and applicable Indirect Cost Rate as a percentage to two decimal places in cell B9.

10. Enter the name of the Federal agency issuing the NICRA to the Subawardee.

11. Enter the type of Indirect Cost Rate (Final, fixed carryforward, provisional, or other).

12. Enter the dates that the Indirect Cost Rate is effective.  If the IDC may expire during the performance period of the grant, explain it here:  __________

13. (blank)

Allowable Indirect Costs:  For information on “object classes applied” for lines 14 to 19, review the subawardee’s NICRA –not the applicant’s NICRA.

14 – 19:  Enter the words “YES” or “NO” if the NICRA does or does not permit Indirect Costs to be charged to the Object Classes shown.  For NTHMP grants, a Subawardee that may have contract costs, address those costs as “Other Direct Costs”, not as “contractual.”
Personnel & Fringe, Travel, Equipment, Supplies, Other Direct Costs tabs:  The content of these tab sheets are completed just like you completed the same tabs for the main applicant spreadsheet, but only for personnel and activities employed or conducted by the subawardee.

Indirect costs tab:  this tab is automatically completed when entries are made on other tabs.  Do not overwrite anything in cells on this tab.
Note:  for NTHMP grants, we do not allow a subawardee to make further subawards.

Below, list the subaward partner(s) you are working with and briefly describe their relationship with the main applicant and overall contributions the subawardee will make to the entire grant’s anticipated outcomes.

Checklist – include required documentation:

1. Salary cost basis documentation:

a. ___ Provided from primary grantee as attachment #__

b. ___ Provided from subaward grantee(s) as attachment #__

2. Fringe benefit documentation:

a. ___ Provided from primary grantee as attachment #__

b. ___ Provided from subaward grantee(s) as attachment #__

3. Negotiated Indirect Cost Rate Agreement (NICRA):

a. ___ Provided from primary as attachment #__

b. ___ Provided from subaward grantee(s) as attachment #__

4. Contracts

a. ___ Documentation to justify contract amounts from primary grantee as attachment #__

b. ___ Documentation to justify contract amounts from subaward grantee(s) as attachment #__

Final instructions before submitting:  save all budget files and this narrative explanation into one ZIP folder.  The budget spreadsheets must remain in the same folder in order for the interlinking between the main spreadsheet and subaward spreadsheet(s) to work.
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