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Grant Period
Expense Categories
Federal
Match
Total
A.  Personnel
B.  Fringe Benefits
C.  Travel 
D.  Equipment
E.  Supplies
F.  Contractual
G.  Construction
H.  Other Expenses
I.  Total Direct Charges
J. Indirect Charges
K. Totals
Detailed Budget Narrative Explanations
Instructions for Form 13424-J, Detailed Budget Worksheet
Note: Application forms, including this form (Form 13424-J), may be released under the Freedom of Information Act (FOIA).  In response to a FOIA request, the LITC Program Office will release these forms after appropriate redactions to ensure confidentiality of taxpayer information.
Purpose
This form must be submitted with all Full Grant Applications and NCC Requests for an LITC matching grant.  This form is used to provide a detailed explanation for each spending category in the proposed budget for the LITC grant, including how federal grant funds and matching funds will be spent during the grant period.  All budgeted amounts must be reasonable, necessary, and allocable to this grant.  In preparing the budget, adhere to existing guidelines in 2 CFR Part 200, 2 CFR Part 1000, and Publication 3319 which explain how budgeted amounts should be reported.  See Publication 3319, 2 CFR § 200.306, and 2 CFR § 1000.306 for guidance on matching funds.
Note:
•  Each budget item does not require a dollar-for-dollar match, but the total matching funds must equal or exceed the total federal funds requested.  For more information on meeting the matching funds requirement, See Publication 3319, Section IV.E.iii, Meeting the Matching Funds Requirement.
•  Federal funds are those funds the applicant is seeking from the IRS in support of the LITC Program. 
•  Non-federal funds are funds from other sources that the applicant has or will have available to spend on the LITC Program.  These are considered matching funds.
•  2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) provides guidance about allowable and unallowable expenses.  Also, see Publication 3319, Section IV.E.iii, Meeting the Matching Funds Requirement, for a list of common expenses that are allowable or unallowable. 
•  Please round figures to whole dollars only.
•  Budgets should only include funding requested for grant year 2019, even if an applicant is applying for a multi-year grant.
Who Must Complete This Form
All organizations submitting a Full Grant Application or a NCC Request must complete this form.  Budget amounts must also be reported on SF-424A.  Failure to provide this information will result in non-consideration of the Full Grant Application or NCC Request.
Specific Instructions
Each letter of the Budget Narrative corresponds to an expense category in the Detailed Budget Worksheet.  The information provided in the narrative should be sufficiently detailed so that a reviewer can arrive at the same amounts listed on the Budget by expense and by category (federal or match). 
A. Personnel
Report salaries and wages that will be paid to LITC staff.  Do not include fringe benefits in this category (fringe benefits should be accounted for in category B).  In the explanation, list each staff member's name or if they are “to be hired,” position, rate of pay and time to be devoted to clinic activities (hourly wage and number of hours of service, or annual salary and percentage of annual salary).  State the portion of each staff member's budgeted salary or wages to be paid from federal and matching funds, as well as the source of the matching funds.  Volunteer in-kind services should not be included under the Personnel category.  They should be included under category H, Other Expenses.  The total amount for personnel must equal the amount entered on SF-424A, line 6(a). 
1. Calculate the Full-Time Equivalent (FTE) for each clinic employee.
Determine each clinic staff member’s full-time equivalent (FTE).  The FTE number is arrived at by dividing the number of hours the employee will devote to LITC activities during the year by the total hours that will be worked by a full-time employee in a year.  For many organizations, an employee is considered full-time if he or she works 40 hours a week (for other programs it might be a different number).  For this example, we will assume full-time is 40 hours per week.  In one year, a full-time employee would work 40 hours multiplied by 52 weeks for a total of 2,080 hours.  If the employee will devote 2,080 hours to the LITC, his or her FTE will be 1.0 (2,080 LITC hours/2,080 total hours).  If the employee will work 1,560 hours on LITC activities, then the FTE will be .75 (1,560 LITC hours/2,080 total hours).
Annual leave, sick leave, compensatory time off, and other approved leave categories are considered "hours worked" for purposes of defining full-time equivalent employment that is reported. 
2. Calculate the personnel expense for each staff member.
For full-time salaried employees, multiply the total salary by the FTE, as calculated above, to arrive at the LITC share of the personnel expense.
For salaried part-time staff, calculate the percentage of the staff’s time to be devoted to the LITC (LITC hours/total hours) and then multiply that percentage by the employee’s total salary.
For hourly employees, multiply the LITC hours to be worked by the hourly rate. 
3. Determine and list out the dollar amount attributable to federal and match.
The FTE percentage represents the maximum portion of the employee’s wages that can be allocated to the LITC grant, using grant funds (federal funds), matching funds, or a combination of both.
4. List sources of match.
B. Fringe Benefits
Report fringe benefits that will be paid on behalf of LITC staff whose wages and salaries are reported in category A, Personnel.  Include in the explanation: 
•  The fringe benefits rate(s), including the formula (methodology) for calculating fringe benefits for each position listed in category A;
•  The items that are included in fringe benefits;
•  The dollar amount attributable to federal and match; and
•  Source of matching funds.
The total amount for fringe benefits must equal the amount entered on SF-424A, line 6(b).
C. Travel
Report budgeted travel costs, including costs associated with attending the Annual LITC Conference and other travel expenses directly related to conducting LITC business or activities.  In the explanation, identify: 
•  The travel costs to be incurred; 
•  Whether the costs will be paid with federal or matching funds; and 
•  The source of the matching funds. 
If using a mileage rate, show the computation.  The total amount for Travel must equal the amount entered on line 6(c) of SF-424A.
D. Equipment
Report the budgeted cost of equipment purchases that equal or exceed $5,000 that will be used in operating an LITC program.  See 2 CFR § 200.94.  Equipment costing less is included in category E, Supplies.  Report leased equipment under category F, Contractual and equipment maintenance expense under category H, Other Expenses. 
Donated equipment may be included in the matching funds column and must be valued at the fair market value of the property at the time of the donation.  In the explanation, identify: 
•  The equipment that will be purchased or donated; 
•  Whether the associated costs will be paid using federal or matching funds; and 
•  The source of the matching funds.  
If there will be third-party in-kind contributions of equipment, identify: 
•  The equipment; 
•  The donor; and 
•  How the valuation was determined.  
The total amount for equipment must equal the amount entered on SF-424A, line 6(d).
E. Supplies
This expense category is used to report the cost of supplies and equipment costing less than $5,000 that will be used in operating the LITC.  Donated supplies may be included in the matching funds column and are valued at the fair market value of the property at the time of the donation.  In the explanation, identify: 
•  The supplies to be used; 
•  Whether the associated costs will be paid using federal or matching funds; and 
•  The source of the matching funds.
If there are third-party in-kind contributions of supplies, identify: 
•  The supplies;
•  The donor; and 
•  How the valuation was determined.  
The total amount for supplies must equal the amount entered on line 6(e) of SF-424A.
F. Contractual
Report the budgeted cost of rent, utilities, and other contracted items or services that will be used in operating an LITC program.  Donated space may be included as matching funds and the value assigned may not exceed the fair rental value of comparable space.  The explanation should identify: 
•  The nature of the expense;
•  Whether the associated costs will be paid using federal or matching funds; and 
•  The source of matching funds.
If a contracted item or service pertains to other programs in addition to LITC activities, only the portion directly attributable to LITC activities may be allocated to the LITC program.  The narrative must explain the methodology used to apportion costs between the LITC activities and other programs.  The total amount for Contractual must equal the amount entered on SF-424A, line 6(f).
Necessary and reasonable expenses that support LITC activities as well as functions of the organization should be allocated and charged as a direct cost of award funds if it is practical to separate the portion of the expense allocable to LITC activities.  The determination of whether it is practical or reasonable to allocate expenses directly in proportion to use depends on several factors, including the size of the organization running the LITC, size and number of other functions the organization operates, and the amount of the expense.
G. Construction
This category is not applicable to this grant. No expenses are allowed.
H. Other Expenses
Report all other direct costs that will be incurred in operating the LITC program that are not properly included in categories A through G. The value of volunteer in-kind services is included in this category as matching funds. The explanation should identify: 
•  The type of expense; 
•  Whether the cost was paid using federal or matching funds; and
•  The source of the matching funds.
The explanation must also disclose the rate or rates that will be used to value volunteer in-kind services and the number of volunteer hours that will be provided, categorized by the type of service or volunteer, as appropriate.  See Publication 3319 Section IV.E.iii, Meeting Matching Funds Requirements, Determining the Value of Volunteer Services. The total amount for other expenses must equal the amount entered on line 6(h) of SF-424A.
I. Total Direct Charges 
The total of the direct charges is the sum of lines A – H for each column.  The total amount for Total Direct Charges must equal the amount entered on line 6(i) of SF-424A.
J. Indirect Charges 
Report indirect costs not directly related to the LITC program, but incurred as part of the general overhead and administration of the sponsoring organization.  Necessary and reasonable expenses that support LITC activities as well as functions of the organization should be allocated and charged as a direct cost of award funds if it is practical to separate the portion of the expense allocable to LITC activities.  The determination of whether it is practical or reasonable to allocate expenses directly in proportion to use depends on several factors, including the size of the organization operating the LITC, size and number of other functions the organization operates, and the amount of the expense.  The Uniform Guidance defines indirect costs as: 
[T]hose costs incurred for a common or joint purpose benefitting more than one cost objective, and not readily assignable to the cost objectives specifically benefitted, without effort disproportionate to the results achieved.  (2 CFR § 200.56.)
For example, an organization has a $5,000 expense that supports LITC activities and two other programs the organization operates.  Suppose the organization can spend an additional $100 in administrative costs to accurately allocate the $5,000 among the three programs in proportion to the benefit each received.  In that case, the allocation is reasonable and the organization should perform the allocation and charge the portion of the $5,000 that is allocable to LITC activities as a direct cost.
Now suppose the organization has a $5,000 expense that supports LITC activities and two other programs the organization operates, but to properly allocate the $5,000 among the three programs in proportion to the benefit each received, it would cost the organization an additional $2,000 in administrative costs.  In that case, direct allocation of the cost is not cost-effective, and the organization can choose to account for the $5,000 expense as an indirect cost.  The organization then apportions the total indirect costs (i.e., the indirect cost pool) to each of the benefiting programs using a method that is consistent, reasonable, auditable, and in accordance with generally accepted business practices.
The Uniform Guidance in section 200.414(b) recognizes that because of the diverse characteristics and accounting practices of nonprofit organizations, it is not possible to specify the types of cost which may be classified as indirect costs in all situations.  The purpose of the federal award is the determining factor in distinguishing direct from indirect costs, rather than the nature of the goods and services expensed. 
Typical indirect expenses may include:
•  Salaries and wages of administrative and support staff;
•  Related employee benefits;
•  Facility occupancy costs (e.g., utilities, security, maintenance);
•  Office supplies; and
•  Legal and auditing charges.
Once the organization has classified expenses as either direct or indirect, the organization must determine how to allocate the indirect costs amongst the programs that they benefit, so that LITC funds do not subsidize the indirect costs of other programs or functions of the organization.  To calculate the amount of federal funds allocable to indirect costs, the organization may use a negotiated indirect cost rate agreement (ICRA) approved by the organization’s cognizant agency.  If the organization has never obtained a negotiated indirect cost rate, it may elect to apply the de minimis rate of ten percent.  See Publication 3319 for additional guidance.
Negotiated Indirect Cost Rate Agreements and Cognizant Agencies
Obtaining an ICRA is a complex process that requires preparing and submitting an indirect cost rate proposal(including supporting schedules and documentation), and may take several months or even years to establish a final rate.  A cognizant agency for indirect costs means the federal agency responsible for reviewing, negotiating, and approving cost allocation plans or indirect cost proposals developed under 2 CFR Part 200 on behalf of all federal agencies.  See 2 CFR § 200.19.
For Institutes of Higher Education (IHEs), cost negotiation cognizance is assigned to the Department of Health and Human Services (HHS) or the Department of Defense's Office of Naval Research (DOD), normally depending on which of the two agencies (HHS or DOD) provides more funds to the educational institution for the most recent three years.  In cases where neither HHS nor DOD provides federal funding to an educational institution, the cognizant agency for indirect costs assignment must default to HHS.  For more information, see Appendix III of the Uniform Guidance, Indirect (F&A) Costs Identification and Assignment, and Rate Determination for Institutions of Higher Education (IHEs), paragraph C.11.  In cases where neither HHS nor DOD provides federal funding to an educational institution, the cognizant agency for indirect costs assignment must default to HHS.  Once an agency is assigned cognizance for a particular nonprofit organization, the assignment will not be changed unless there is a shift in the dollar volume of the federal awards to the organization for at least three years.
For nonprofits, the federal agency with the largest dollar value of federal awards with an organization will be designated as the cognizant agency for indirect costs for the negotiation and approval of the indirect cost rates (unless different arrangements are agreed to by the federal agencies concerned), and, where necessary, other rates such as fringe benefit and computer charge-out rates.  Once an agency is assigned cognizance for a particular nonprofit organization, the assignment will not be changed unless there is a shift in the dollar volume of the federal awards to the organization for at least three years.  For more information, see 2 CFR 200, Appendix III, Indirect (F&A) Costs Identification and Assignment, and Rate Determination for Nonprofit Organizations, paragraph C.2.a.  
IRS does not negotiate indirect cost rate agreements but will accept a negotiated (ICRA) approved by another federal agency.  
Organizations that apply an ICRA to determine the portion of indirect costs allocable to a federal award must carefully separate direct costs from costs classified as indirect in the ICRA, and the ICRA must set forth cost items included in the rate.  Indirect costs are then calculated by applying the negotiated rate against the direct cost base.  Costs accounted for as indirect costs in the ICRA may not be expensed as direct costs (i.e., double-dipping).  For example, if a clinic is part of a larger organization that has an ICRA and the rental cost of the facility in which the clinic operates is included in the negotiated rate, then the clinic may not include the facilities cost under the Contractual expense category.
De Minimis Ten Percent Indirect Cost Rate
Under § 200.414(f) of the Uniform Guidance, a de minimis rate of ten percent of MTDC is available for organizations that have never had a negotiated ICRA.  This is a simple, straightforward option for award recipients without substantial experience managing grant funds.  An organization that elects to use the de minimis rate must use the rate for all federal awards it receives, and may use such rate indefinitely, or may choose to negotiate an ICRA at any time.
If the clinic elects to use the ten percent de minimis rate to charge indirect costs on all federal awards, no facilities and administration costs may be charged as direct costs.
Modified Total Direct Costs (MTDC)
MTDC means all direct salaries and wages, applicable fringe benefits, materials and supplies, services, travel, and up to the first $25,000 of each subaward (regardless of the period of performance of the subawards under the award).  MTDC excludes equipment, capital expenditures, charges for patient care, rental costs, tuition remission, scholarships and fellowships, participant support costs, and the portion of each subaward in excess of $25,000.  Other items may only be excluded when necessary to avoid a serious inequity in the distribution of indirect costs, and with the approval of the cognizant agency for indirect costs.  See 2 CFR § 200.68.
If a clinic charges indirect costs based on an approved ICRA, a copy of the agreement must be submitted along with Form 13424-J, Detailed Budget Worksheet and Narrative.  See Publication 3319, Sections III.B - C.
Please note matching funds must be directly allocable to LITC activities and may not include indirect costs.  
Matching Funds
Complete this section by providing a narrative that includes:
•  A list of all sources of matching funds;
•  The amount of matching funds broken down by source; and
•  The methodology used for any calculations.
The clinic must state explicitly that matching funds to be provided to the LITC program: 
•  Will not be used as matching funds for any other federal program; and
•  Will not be funds received from any other federal grant unless specifically authorized by statute to be eligible as matching funds.
An employee of the grantee may not be treated as a volunteer for purposes of valuing in-kind services.  For example, suppose an LITC pays an employee an hourly wage to work at the LITC three days a week, and the employee chooses to spend an additional two days each week volunteering at the LITC.  In the example, the LITC may charge the employee’s wages as an expenditure of federal or matching funds, but it cannot apply the value of the two days spent volunteering as a contribution to help meet the matching fund requirement.
Full-Time Equivalent Calculation
The following examples demonstrate how to calculate FTE and determine the portion attributable to matching funds.
Example FTE Calculations
ABC Legal Services LITC computes a 1.0 FTE based on a 40-hour work week (2,080 hours per year).
Example:  Clinic Director/(QTE) – John Fordham, Esq.
John works full-time at ABC Legal Services.  He will spend 32 hours per week on LITC grant activities, for an annual total of 1,664 hours, making John a 0.80 FTE (1,664/2,080) for purposes of the LITC grant.  John’s annual salary is $89,000.  Since John’s time spent on LITC grant activities is equivalent to 0.80 FTE, he will receive $71,200 of his total salary ($89,000) for his work in the LITC.  This is calculated by multiplying his FTE annual salary of $89,000 by 0.80 for a total of $71,200 ($89,000 x 0.80 = $71,200).  From the $71,200 in compensation for work on LITC activities, $50,000 will be paid from LITC grant funds (federal funds), and $21,200 from operating funds.  Thus, a maximum of $21,200 may be classified as matching funds.
Example:  Paralegal – Alice Gonzaga
Alice works part-time for ABC Legal Services, for a total of 1,040 hours.  Annually she will spend a total of 832 hours on LITC grant activities,making Alice a 0.4 FTE (832/2,080) for purposes of the LITC grant.  Alice is paid $22 per hour.  She receives total annual compensation of $22,880 (1,040 x $22); $18,304 of which will be compensation for her work in the LITC.  Alice’s compensation will be comprised of $10,000 paid from LITC grant funds (federal funds), and $8,304 (matching funds) paid from XYZ Private Foundation funds.  The remaining compensation of $4,576 is for non-LITC work and therefore is not eligible match.
Example:  Intake – Ruth Washington
Ruth works full-time at ABC Legal Services.  She will spend 18.4 hours per week on LITC grant activities, for an annual total of 957 hours, making Ruth a 0.46 FTE (957/2,080) for purposes of the LITC grant.  Ruth is paid $15 per hour.  She receives total annual compensation of $31,200 (2,080 x $15).  Ruth’s compensation will be comprised of $14,355 paid from LITC grant funds (federal funds), and $16,845 for non-LITC work is paid from operating funds.  None of Ruth’s compensation may be classified as matching funds, because all of her time spent on LITC grant activities is compensated using LITC grant funds.
Example:  Receptionist – Debra Chapman
Debra works full-time at ABC Legal Services.  She provides administrative and clerical support to three programs including the LITC program.  Debra will spend one-third of her time on LITC activities, making her a one-third FTE for purposes of the LITC grant.  Debra’s annual salary is $30,000, so $10,000 (1/3 x $30,000) of her annual salary is allocable to LITC activities.  The $10,000 allocable portion will be paid using $6,000 from LITC grant funds (federal funds), and $4,000 paid from private cash contributions.  Thus, a maximum of $4,000 may be classified as matching funds.
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