[image: image1.wmf]


     Division of HIV and STD Programs
SAMPLE BUDGET MODIFICATION JUSTIFICATION

Instructions:

Budget modifications should assist agencies in modifying their budget structure in an effort to benefit client services. Each line item change must include an explanation of how the proposed changes would improve client services for the above funded service. 
Please include the dollar amount breakdown as specified below, including the percentage of direct service vs. administrative time that is allocated to each line item. Explain changes in detail for each line item. Note why there is a reduction or increase to each line item.  Also explain any additional proposed line items.  If there are no changes to a line item, please write: “No changes to this line item.”  
Budget modifications must not exceed 10% administrative costs.
*********************************************************************************

Agency:
Agency Name

Term:
March 1, 2012 - February 28, 2013
Contract #:
H (Contract number), Schedule #:

Service:
HIV/AIDS (Service Category)
Amount:
Amount  under this contract

PERSONNEL - $80,050 –(This is the total amount of this budget category)

$13,000
Social Worker: (Person, Apple, M.F.T.) ($6,500 x 8 mos. x 25% FTE @ 25% administrative service & 75% direct service) The Clinical Supervisor is responsible for providing clinical supervision to staff and for overall monitoring of the program’s progress. This position is now a staff item, moving from the consultant line in order to build more continuity of care between agency programs. This position is also responsible for the documentation, reporting, and monitoring of the program activities of the program.

· Approved line item for this contract year: $ 0
· Modified line item for this contract year: $13,000

$28,050 
Medical Care Manager: (People, Bee) ($4,675.00 x 6 mos. x 100% FTE at 100% direct service) The Medical Care Manager is responsible for the implementation of all medical management activities, including patient assessment of needs, referrals and medical follow-up activities. This item is being reduced due to staff vacancy for part of the year.

· Approved line item for this contract year: $46,500
· Modified line item for this contract year: $28,050

$39,000 
Case Worker: (Everyone, Cee) ($3,250 x 12 mos x 100% FTE at 100% direct service) The Case Worker is responsible for assessment of needs, service plan development, referrals and follow-up activities. The increase in time will help serve those clients better.

EMPLOYEE BENEFITS @24% - $19,212

Employee benefits calculated at 24.0% of total salaries. (Enter breakdown to make up the percentage requested) This amount reflects a reduction of $348 due to a reduction in staff time. 
TRAVEL – $1,600–(This is the total amount of this budget category)

$600
Local Travel: ($.25/mile x 200mi/mo x 12 mos.) For project staff traveling between participating agency locations, client home visits, and program meetings. The increase of $500 to this line item is to cover actual costs of staff travel. Previously, there was not enough money allocated to this line item to cover actual costs of local mileage (50% direct service and 50% administrative). 

· Approved line item for this contract year: $100
· Modified line item for this contract year:  $600

$1,000
Out-of-Town Travel: ($500 R/T airfare x 1 staff; $150 x 3 nights lodging; $50 meals) For one case manager’s attendance at the HIV/AIDS Social Work Conference.  These expenses include round trip coach air travel, lodging, and meals.  This line item represents a reduction in the original total of $1,500 due to agency’s airfare discount rate (50% direct service and 50% administrative).

· Approved budget for this contract year: $1,500
· Modified budget for this contract year:  $1,000

EQUIPMENT – $0–(This is the total amount of this budget category)

SUPPLIES – $1,296–(This is the total amount of this budget category)

$1,296
Program Supplies: (calculated at a rate of $12.96 per client for 100 clients) Includes cost of program office supplies allocated to this program in order to provide client services such as, pencils, pens, paper, client files, stationary, envelopes, and fax paper (50% direct service and 50% administrative). (No change to this line item.)
OTHER – $25,973–(This is the total amount of this budget category)

$1,104
Printing/Duplication: (Total agency cost is $23,250. Cost allocated to this program is 4.75%.  $23,250 x 4.75% = $1,104).  Covers the cost of duplication and printing needs of the (name service category).  This includes forms for clients, client record documentation, printing of correspondence and other photocopying needs.  (100% direct service) No changes to this line item.
$396
Postage: (Total agency cost is $8,340 Cost allocated to this program is 4.75%) Covers cost of program correspondence with clients and other social service providers.  (100% direct service). No changes to this line item.
$396
Staff Training: ($396.00 x 1 conference) Includes conference registration fees for the social worker to attend the HIV/AIDS Social Work Conference to enhance program skills and knowledge.  (100% administrative).

$713
Telephone: (Total agency cost is $15,000 x 4.75% = $713. Cost allocated to this program is 4.75%) For program telephone service to contact clients.  (100% direct service).

$23,400
Facility Rent: ($2.00/sq.ft. x 975 sq. ft. x 12 mos.; 100% direct service).    Program occupies 100% of the direct service space for client services at service delivery site address. The original allocation was not enough to cover actual costs for space utilized by program staff. Amount is increased but, in keeping within the limits of the award, request does not cover full actual costs of program rent costs.

· Approved line item for this contract year: $14,050
· Modified line item for this contract year: $23,400
CONSULTANT/CONTRACTUAL - $3,000–(This is the total amount of this budget category)

$3,000
Clinical Supervision: ($50/hr x 15hr/mo x 4 mos.; 100% direct service).  Position closed due to the elimination of this as a consultant. Agency staff will take over these duties as of June 1, 2012. Total amount expended as of June 2005 is $3,000.

· Approved line item for this contract year: $5,760
· Modified line item for this contract year: $3,000

INDIRECT COSTS - $4,226–(This is the total amount of this line item)

$4,226
Indirect Costs: Supports the agency’s federally approved indirect cost rate of 17.4% (100% administrative). These expenses are attributed to general agency costs, such as salaries and expenses of the Executive Director, Directors of Operations and Finances, and fiscal staff. A copy of our agency’s Federally Negotiated Indirect Cost Rate (NICRA) is attached with this budget modification request.

· Approved line item for this contract year: $9,693
· Modified line item for this contract year: $4,226

Certification of Administrative Costs for Budget Modification

The undersigned hereby certifies (1) that no more than 10% of the Ryan White funds being provided under this budget modification are administrative costs, defined as (a) usual and recognized overhead, including established indirect rates for agencies, (b) management and oversight of specific programs funded under this title, and (c) other types of program support such as quality assurance, quality control, and related activities, and (2) that the program narrative includes sufficient detail concerning the administrative components of the budget line items, in order to adequately demonstrate that the administrative costs do not exceed 10% of this budget.

Signed:_______________________________________________ Date: ______________________

Printed Name and Title: _____________________________________________________________




Must be Agency Head or Chief Financial Officer/Fiscal Manager
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