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(1)         Purpose:  The Budget Detail Worksheet is provided for your use in the preparation of the budget and budget narrative.  All  
            required information (including the budget narrative) must be provided.  Any category of expense not applicable to your budget
            documents, statistical records, and all other records pertinent to the award shall be retained by each organization for at least three      
            years following the closure of the audit report covering the grant period.
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Budget Detail Worksheet
            may be left blank.  Indicate any 
(
) amount in the appropriate category, if applicable.
(4)         Record Retention: In accordance with the requirements set forth in 
and
, all financial records, supporting
OMB APPROVAL:  pending
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(5)	The information disclosed in this form is subject to the Freedom of Information Act under 5 U.S.C. 55.2.
(2)         For each budget category, you can see a sample by clicking (To View an Example, Click Here) at the end of each description.
(3)         There are various hot links listed in red in the budget categories that will provide additional information via documents on the internet.
A.       Personnel – List each position by title and name of employee, if available. Show the annual salary rate and the percentage of time to be devoted to the project. Compensation paid for employees engaged in grant activities must be consistent with that paid for similar work within the applicant organization. Include a description of the responsibilities and duties of each position in relationship to fulfilling the project goals and objectives.  (Note:  Use whole numbers as the percentage of time, an example is 75.50% should be shown as 75.50)
PERSONNEL (FEDERAL)
Name
Position
Computation
Salary
Basis
Percentage of Time
Length of Time
Cost
FEDERAL TOTAL   
PERSONNEL NARRATIVE (FEDERAL)
PERSONNEL (NON-FEDERAL)
Name
Position
Computation
Salary
Basis
Percentage of Time
Length of Time
Cost
NON-FEDERAL TOTAL   
PERSONNEL NARRATIVE (NON-FEDERAL)
TOTAL PERSONNEL
B.         Fringe Benefits – Fringe benefits should be based on actual known costs or an
by a Federal agency.  If not based
on an approved negotiated rate, list the composition of the fringe benefit package.  Fringe benefits are for the personnel listed in budget category(A) and only for the percentage of time devoted to the project.  Fringe benefits on overtime hours are limited to FICA, Workman’s Compensationand Unemployment Compensation.  (Note:  Use decimal numbers for the fringe benefit rates, an example is 7.65% should be shown as .0765)
FRINGE BENEFITS (FEDERAL)
Description
Computation
Base
Rate
Cost
FEDERAL TOTAL   
FRINGE BENEFITS NARRATIVE (FEDERAL)
FRINGE BENEFITS (NON-FEDERAL) 
Description
Computation
Base
Rate
Cost
NON-FEDERAL TOTAL   
FRINGE BENEFITS NARRATIVE (NON-FEDERAL)
TOTAL FRINGE BENEFITS
C.         Travel – Itemize travel expenses of staff personnel by purpose (e.g., staff to training, field interviews, advisory group meeting, etc.). Describe the purpose of eachtravel expenditure in reference to the project objectives.  Show the basis of computation (e.g., six people to 3-day training at $X airfare, $X lodging, $X subsistence).  In 
training projects, travel and meals for trainees should be listed separately.  Show the number of trainees and the unit costs involved.  Identify the location of travel, if known;
or if unknown,  indicate “location to be determined.”  Indicate source of Travel Policies applied Applicant or Federal Travel Regulations.  Note: Travel expenses for 
consultants should be included in the “Contractual/Consultant” category.
TRAVEL (FEDERAL)
Purpose of Travel
Location
Computation
Cost
Item
Cost Rate
Basis for Rate
Quantity
Number of People
Number of Trips
Cost
Lodging
Night
Meals
Day
Mileage
Mile
Transportation:
Round-trip
Local Travel
Other
Subtotal  
FEDERAL TOTAL   
TRAVEL NARRATIVE (FEDERAL)
TRAVEL (NON-FEDERAL) 
Purpose of Travel
Location
Computation
Cost
Item
Cost Rate
Basis for Rate
Quantity
Number of People
Number of Trips
Cost
Lodging
Night
Meals
Day
Mileage
Mile
Transportation:
Round-trip
Local Travel
Other
Subtotal
NON-FEDERAL TOTAL   
TRAVEL NARRATIVE (NON-FEDERAL)
TOTAL TRAVEL
D.         Equipment – List
items that are purchased (Note: Organization’s own capitalization policy for classification of equipment should be used).
items should be included in the “Supplies” category.  Applicants should analyze the cost benefits of purchasing versus leasing equipment, especially high cost items and those 
subject to rapid technological advances.  Rented or leased equipment costs should be listed in the “Contractual” category.  Explain how the equipment is necessary for the success 
of the project, and describe the procurement method to be used.
EQUIPMENT (FEDERAL)
Item
Computation
Quantity
Cost
Cost
FEDERAL TOTAL   
EQUIPMENT NARRATIVE (FEDERAL)
EQUIPMENT (NON-FEDERAL)
Item
Computation 
Quantity
Cost
Cost
NON-FEDERAL TOTAL   
EQUIPMENT NARRATIVE (NON-FEDERAL)
TOTAL EQUIPMENT
E.         Supplies – List items by type (office supplies, postage, training materials, copying paper, and
equipment items costing less than $5,000, such as books,
hand held tape recorders) and show the basis for computation.  Generally, supplies include any materials that are expendable or consumed during the course of the project.
SUPPLIES (FEDERAL)
Supply Items
Computation
Quantity/Duration
Cost
Cost
FEDERAL TOTAL   
SUPPLIES NARRATIVE (FEDERAL)
SUPPLIES (NON-FEDERAL)
Supply Items
Computation 
Quantity/Duration
Cost
Cost
NON-FEDERAL TOTAL   
SUPPLIES NARRATIVE (NON-FEDERAL)
TOTAL SUPPLIES
F.         Construction – Provide a description of the construction project and an estimate of the costs.  As a rule, construction costs are not allowable.  In some cases, minor repairs
or
may be allowable.  Minor repairs and renovations should be classified in the "other" category.  Consult with the program office before budgeting funds in this
category.
CONSTRUCTION (FEDERAL)
Purpose
Description of Work
Cost
FEDERAL TOTAL   
CONSTRUCTION NARRATIVE (FEDERAL)
CONSTRUCTION (NON-FEDERAL)
Purpose
Description of Work
Cost
NON-FEDERAL TOTAL
CONSTRUCTION NARRATIVE (NON-FEDERAL)
TOTAL CONSTRUCTION		
G.         Consultants/Contracts – Indicate whether applicant’s formal, written Procurement Policy or the  
Consultant Fees:  For each consultant enter the name, if known, service to be provided, hourly or daily fee (8-hour day), and estimated time on the project. Consultant fees in 
excess of $450 per day or $56.25 per hour require additional justification and prior approval from OJP.
are followed. 
CONSULTANT FEES (FEDERAL)
Name of Consultant
Service Provided
Computation
Fee
Basis
Quantity
Cost
SUBTOTAL
CONSULTANT FEES NARRATIVE (FEDERAL)
CONSULTANT FEES (NON-FEDERAL)
Name of Consultant
Service Provided
Computation      
Fee
Basis
Quantity
Cost
SUBTOTAL
CONSULTANT FEES NARRATIVE (NON-FEDERAL)
Consultant Expenses: List all expenses to be paid from the grant to the individual consultants in addition to their fees (i.e., travel, meals, lodging, etc.).  This includes travel expenses for anyone who is not an employee of the applicant such as participants, volunteers, partners, etc.
 
CONSULTANT EXPENSES (FEDERAL)
Purpose of Travel
Location
Computation
Cost
Item
Cost Rate
Basis for Rate
Quantity
Number of People
Number of Trips
Cost
Lodging
Night
Meals
Day
Mileage
Mile
Transportation:
Round-trip
Local Travel
Other
Subtotal  
SUBTOTAL
FEDERAL TOTAL
CONSULTANT EXPENSES NARRATIVE (FEDERAL)
CONSULTANT EXPENSES (NON-FEDERAL)
Purpose of Travel
Location
Computation
Cost
Item
Cost Rate
Basis for Rate
Quantity
Number of People
Number of Trips
Cost
Lodging
Night
Meals
Day
Mileage
Mile
Transportation:
Round-trip
Local Travel
Other
Subtotal  
SUBTOTAL
NON-FEDERAL TOTAL
CONSULTANT EXPENSES NARRATIVE (NON-FEDERAL)
TOTAL CONSULTANTS
Contracts: Provide a description of the product or service to be procured by contract and an estimate of the cost.  Applicants are encouraged to promote free and open competition
in awarding contracts.  A separate justification must be provided for 
contracts in excess of $100,000. A sole source contract may not be awarded to a commercial
organization that is ineligible to receive a direct award. 
CONTRACTS (FEDERAL)
Item
Cost
FEDERAL TOTAL   
CONTRACTS NARRATIVE (FEDERAL)
CONTRACTS (NON-FEDERAL)
Item
Cost
NON-FEDERAL TOTAL   
CONTRACTS NARRATIVE (NON-FEDERAL)
TOTAL CONTRACTS
TOTAL CONSULTANTS/CONTRACTS
H.         Other Costs – List items (e.g., rent (
), reproduction, telephone, janitorial or security services, and investigative or
to rent.  The basis field is a text field to describe the quantity such as square footage, months, etc.
funds) by
major type and the basis of the computation.  For example, provide the square footage and the cost per square foot for rent or provide a monthly rental cost and how many months
OTHER COSTS (FEDERAL)
    

Description
Computation          
Quantity
Basis
Cost
Length of Time
Cost
FEDERAL TOTAL
OTHER COSTS NARRATIVE (FEDERAL)
OTHER COSTS (NON-FEDERAL)
    

Description
Computation          
Quantity
Basis
Cost
Length of Time
Cost
NON-FEDERAL TOTAL
OTHER COSTS NARRATIVE (NON-FEDERAL)
TOTAL OTHER COSTS
I.        Indirect Costs – Indirect costs are allowed only if the applicant has a Federally approved indirect cost rate. A copy of the rate approval, (a 
), must be attached. If the applicant does not have an approved rate, one can be requested by contacting the applicant’s
, which will review
all documentation and approve a rate for the applicant organization, or if the applicant’s accounting system permits, costs may be allocated in the direct costs categories.  
(Note:  Use whole numbers as the indirect rate, an example is an indirect rate of 15.73% should be shown as 15.73)
INDIRECT COSTS (FEDERAL)
Description
Computation
Base
Rate
Cost
FEDERAL TOTAL   
INDIRECT COSTS NARRATIVE (FEDERAL)
INDIRECT COSTS (NON-FEDERAL)
Description
Computation
Base

Rate
Cost
NON-FEDERAL TOTAL   
INDIRECT COSTS NARRATIVE (NON-FEDERAL)
TOTAL INDIRECT COSTS
Budget Summary – When you have completed the budget worksheet, transfer the totals for each category to the spaces below.
Compute the total direct costs and the total project costs. Indicate the amount of Federal funds requested and the amount
of non-Federal funds that will support the project.
Budget Category
Federal Request
Non-Federal Amounts
Total
A. Personnel
B. Fringe Benefits
C. Travel
D. Equipment
E. Supplies
F. Construction
G. Consultants/Contracts
H. Other
Total Direct Costs
I.   Indirect Costs
TOTAL PROJECT COSTS
Federal Request
Non-Federal Amount
Total Project Cost
Public Reporting Burden
Paperwork Reduction Act Notice: Under the Paperwork Reduction Act, a person is not required to
respond to a collection of information unless it displays a current valid OMB control number. We try to
create forms and instructions that are accurate, can be easily understood, and which impose the least
possible burden on you to provide us with information.  The estimated average time to complete and file
this application is four (4) hours per application.  If you have comments regarding the accuracy of this
estimate, or suggestions for making this form simpler, you can write the Office of Justice Programs,
Office of the Chief Financial Officer, 810 Seventh Street, NW, Washington, DC 20531; and to the Public Use
Reports Project,  1121-0188, Office of Information and Regulatory Affairs, Office of Management and
Budget, Washington, DC 20503.
 
 
 1. Help links are provided for each category and are designated as To View an Example, Click Here.
Definition:
Match is the recipient share of the project costs. Match may either be “in-kind” or “cash.” In-kindmatch includes the value of donated services. Cash match includes actual cash spent by therecipient and must have a cost relationship to the Federal award that is being matched. (Example:Match on administrative costs should be other administrative costs, not other matching onprogram costs).
 
Sample Non-Federal Match Calculation:Match Calculation: If the match is 25%, the calculation is as follows:            Federal Request                                          $350,000        Divided by .75 or 75%        equal                                                           $466,667        multiplied by match amount .25 or 25%        equal required match amount                     $116,667
Approved Negotiated Rate is any current fringe benefits rate approved for the grant recipient bytheir cognizant Federal agency.
Expendable:Expendable item is any materials that are consumed during the course of the project such asoffice supplies, program supplies etc. Expendable items are usually considered to be consumedwhen issued and are not recorded as returnable inventory.
Non Expendable:Non-expendable item is tangible property having a useful life of more than two years and anacquisition cost of $5,000 or more per unit. (Note: Organization’s own capitalization policy maybe used for items costing less than $5,000).
Renovations:Costs incurred for ordinary rearrangements, alterations and restoration of facilities are consideredallowable. Special arrangement and alteration costs incurred specifically for the project areallowable with the prior approval of the awarding agency.
Federal Acquisition Regulations:The Federal Acquisition Regulations are established for the codification and publication ofuniform policies and procedures for acquisition by all executive agencies. The FederalAcquisition Regulations System consists of the Federal Acquisition Regulation (FAR), which isthe primary document, and agency acquisition regulations that implement or supplement theFAR.
Sole source:Procurement by noncompetitive proposals is procurement through the solicitation from only onesource, or after solicitation of a number of sources, competition is determined inadequate.
Grant recipients may make the initial determination that competition is not feasible if one of thefollowing circumstances exists:
    1. The item of service is available only from a single source.    2. The public exigency or emergency for the requirement will not permit a delay resulting        from a competitive solicitation.    3. After solicitation of a number of sources, competitions is considered inadequate.
Arm-length transaction:
A transaction in which the buyers and sellers of a product act independently and have no
relationship to each other. The concept of an arm's length transaction is to ensure that both
parties in the deal are acting in their own self interest and are not subject to any pressure or
duress from the other party.
 
Generally, costs of renting facilities are not allowable where one party to the rental agreement is
able to control or substantially influence the actions of the other (e.g. organizations under
common control through common officers. Directors or members).
 
Confidential funds:
Confidential funds are those monies allocated to:
     Purchase of Services (P/S). 
          This category includes travel or transportation of a non- Federal
          officer or an informant; the lease of an apartment, business front, luxury-type
          automobiles, aircraft or boat, or similar effects to create or establish the appearance of
          affluence; and/or meals, beverages, entertainment, and similar expenses (including buy
          money and flash rolls, etc.) for undercover purposes, within reasonable limits.
     Purchase of Evidence (P/E). 
          This category is for P/E and/or contraband, such as narcotics
          and dangerous drugs, firearms, stolen property, counterfeit tax stamps, and so forth,
          required to determine the existence of a crime or to establish the identity of a participant
          in a crime.
     Purchase of Specific Information (P/I). 
          This category includes the payment of monies to an
          informant for specific information. All other informant expenses would be classified
          under P/S and charged accordingly.
Fully Executed Negotiated Agreement is a signed, approved indirect cost rate agreement which
reflects an understanding reached between the grant recipient and the cognizant Federal agency.
Cognizant Federal agency is the Federal agency that generally provides the most Federal
financial assistance to t   he recipient of funds. Cognizance is assigned by the Office of
Management and Budget (OMB). Cognizant agency assignments for the largest cities and
counties are published in the Federal Register.
Instructions
******Save a copy of this form on your machine in order to return to it at a later time. You should/must have
Adobe 8 or newer in order to do so. *******
Fill out form by completing budget information in boxes. Please refer to solicitation for detailed information
required for the specific program. 
 
A budget summary is automatically calculated for you. The cost column will be calculated for you in every category EXCEPT Contracts (Federal and Non-Federal).
A budget narrative section is provided to you for each category within this worksheet. This is where your justification and/or linkages to the program narrative may be entered. 
If you need additional space for the budget narrative, a separate document can be included as the budget narrative with a note in the narrative space on this form referring to that document
Sample Budget is provided for you under each category’s help link.
Reference Materials:
1.  2 CFR Part 220 - Cost Principles for Educational Institutions 
2.  2 CFR Part 225 - Cost Principles for State, Local and Indian Tribal Governments
3.  2 CFR Part 230 - Cost Principles for Non-Profit Organization
4.  A-133 - Audits of States, Local Governments, and Non-Profit Organizations
- (FAR)
- Contract Cost Principles and Procedures
- OJP Financial Guide
Example:
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A sample for Construction will be provided at a later time.
 
 Please contact OCFO Customer Service at 1-800-458-0786 or askocfo@usdoj.gov for additional guidance in    
 completing this form.
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