Minnesota Office of Justice Programs
Justice and Community Grants

Budget Development Guidelines
April 9, 2019

These guidelines should be used in conjunction with the OJP Grant Manual (for general accounting principles)
when developing a grant budget in e-grants that provides sufficient (and not excessive) detail about your plan
for using grant funds. The goal of the budget is to explain what the expense is, the amount of the expense and
the calculation (if appropriate) that was used to get to this amount.

In an effort to simplify budget entries (which are projections), we are asking for concise detail in most budget
categories. For reporting expenses during your grant, you will need to report detailed information on actual
expenditures on the Financial Status Report (FSR) as outlined in the FSR Description Box Detail
Requirements document.

Overall Budgeting Notes

Allowability: Please note this document is only an example, please refer to your specific grant program for
what is and what is not allowable in your grant budget.

Allocation Methods: For budget items not paid 100% with OJP grant funds and that support more than one
purpose, such as rent, an allocation method should be used (see the OJP Grant Manual page 26). If allocating
any costs in your budget please submit an explanation of the allocation method used and the items covered.

Match: For grant programs that require match, please refer to the Grant Match Requirements document to
assist in adding match into your budget.

B t Detail Requirement B t Categor

Personnel

Each position’s FTE and hourly/salary rate should be listed separately by line item. It is not necessary
to include all the duties of each staff position. If a staff is being charged at a percentage to the grant
then you should include a breakdown of duties. For example, .75 of a position is doing direct service
and .25 bookkeeping. If doing a 2-year budget, remember to figure in salary increases if applicable.

Personnel Example (for a 24-month grant):

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
[Recidivism Reduction Program - Best Program ~ [*
Select the appropriate Budget Category for this budget item:

Personnel

Provide a short description for this budget item (should be unigue to this budget):

b

Case Manager

Provide a more detailed description for this budget item:

YEAR 1: 1 FTE @ $17/hour = §32,640
YEAR 2: 1 FTE @ $18/hour = §34,560

720f1000

Enter the dollar amounts associated with the budget item:

Award
567.200.00



https://dps.mn.gov/divisions/ojp/grants/Documents/grant-manual.pdf
http://dps.mn.gov/divisions/ojp/forms-documents/Documents/CVS/FSR%20Description%20Requirements.pdf
http://dps.mn.gov/divisions/ojp/forms-documents/Documents/CVS/FSR%20Description%20Requirements.pdf
https://dps.mn.gov/divisions/ojp/forms-documents/Documents/CVS/BudgetAllocationGuideVOCA.pdf
https://dps.mn.gov/divisions/ojp/forms-documents/Documents/CVS/BudgetAllocationGuideVOCA.pdf
https://dps.mn.gov/divisions/ojp/grants/Documents/MatchGuidelines2019.doc

Payroll Taxes & Fringe
List all payroll taxes and fringe benefits being budgeted to the grant and the specific positions being
covered. Payroll taxes and fringe can only be allocated for positions being paid for by the grant (at the
corresponding FTE rate). For example, if .5 FTE for a case manager is being charged to the grant, up
to half of the applicable payroll taxes and fringe designated for that position may also be charged the
grant.

Payroll Taxes & Fringe Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
| Recidivism Reduction Program - Best Program ~
Select the appropriate Budget Category for this budget item

*

 Payroll Taxes & Fringe

Provide a short description for this budget item (should be unique to this budget):

=

\Payroll Taxes & Fringe

Provide a more detailed description for this budget item:

FICA, Retirement, workers compensation, health, dental, long & short disability for 1 EJE case manager, .10 EJE
executive director and .5 program manager.

155 of 1000

Enter the dollar amounts associated with the budget item:

Award
| $100,000.00

Contract Services

Each contracted service should have its own line item and the rates provided for the service. If a
service is invoiced as services occur and provided without a contract it should be budgeted in the
appropriate budget category such as Program Expenses (e.g., legal services) or Training (e.g., a
trainer). Recurring & routine maintenance services (even if contracted) should be budgeted under
Office Expenses (e.g., shelter linen cleaning) or Space Expenses (e.g., snow/lawn care). All contracts
of $5,000 or more require prior OJP approval. Contractor fees cannot exceed $650/day or $81.25/hour.
All expenses must be reasonable and necessary or may be disallowed.

Contract Services Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected)
Recidivism Reduction Program : Best Program ~ ™
Select the appropriate Budget Category for this budget item:

-

Contract Services

Provide a short description for this budget item (should be unigue to this budget):

=

Interpreter

Provide a more detailed description for this budget item:
100 Hours @ $30/hour - 53,000

30 of 1000

Enter the dollar amounts associated with the budget item:

Award
$3,000.00




Travel

Provide the anticipated mileage for the life of the grant. If there is a shared vehicle, like a van that is
being used for grant activities then those costs (mileage and maintenance) can be charged using the
allocated rate or actual mileage, whichever is less.

Travel Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):

Recidivism Reduction Program - Best Program ™
Select the appropriate Budget Category for this budget item:

-

Travel

Provide a short description for this budget item (should be unique to this budget):
Staff Mileage "

Provide a more detailed description for this budget item:
2000 miles @ $.58 = §1,160

27 of 1000
Enter the dollar amounts associated with the budget item:

Award
$1,160.00

Training
Training expenses can include the cost of the training, travel to training, hotel and meal per diem in
accordance with the State of Minnesota travel policy.

Training Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
Recidivism Reduction Program : Best Program « [*
Select the appropriate Budget Category for this budget item:

*

Training

Provide a short description for this budget item (should be unique to this budget):

*

Yearly Staff Training

Provide a more detailed description for this budget item:

Annual conference @ $200 x 1.5 FTE = 5400
Hotel and meals @ $36 x 2 x 1.5 FTE = §108

85 of 1000

Enter the dollar amounts associated with the budget item:

Award
$508.00_




Office Expenses

Office expenses should be charged by an allocation method or if the expense is only used for grant funded

activities then it can be charged at 100% to the grant, for example, a new computer for a new 1 FTE grant
staff.

Office Expense Example:

Select the appropriate Program Compaonent for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
[Recidivism Reduction Program : Best Program ~ *

Select the appropriate Budget Category for this budget item:
[ Office Expenses w [

Provide a short description for this budget item (should be unigue to this budget):
[Office Expenses B

Provide a more detailed description for this budget item:

Best Program Allocation = 1.5 EJE grant funded staff / 10 ETE total staff in organization = 15% A
Office supplies- approx. $500/ year x 2 years= $1000 x .15= §150
Phonefinternet- approx. $3000/ year x 2 years = 6000 x .15 = §900
1 Computer - 1 ETE = $1,500

=

274 of 1000

Enter the dollar amounts associated with the budget item:

Award
3255000

Program Expenses

Program expenses should be separated by line item by expense type i.e. (client support expenses, sober group
activities, field trips etc.) For each program expense, especially client support expenses, please provide the
expense type, estimated cost and calculation used to get the expense total. See the Client Support Guidance
for specific information regarding these expenses.

Program Expenses Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
Recidivism Reduction Program : Best Program -~ *

Select the appropriate Budget Category for this budget item:
Program Expenses v [

Provide a short description for this budget item (should be unigue to this budget):

Client Support Expenses i

Provide a more detailed description for this budget item:

Funds can be used for things like birth cerificates, limited child care (while job searching), clothing.

drug testing, health/medical costs, housing/rental assistance, |D's, personal counseling, personal

hygiene items, tools, transportation/travel assistance, and work boots.

$150/client allowance x 30 clients/year x 1.5 yrs = $6,750. v

343 0f 1000

Enter the dollar amounts associated with the budget item:

Award
$6.750.00



https://dps.mn.gov/divisions/ojp/grants/Documents/JAGClientSupportGuidence.pdf

Other Expenses

List anticipated monthly costs for each type of building expense and the allocation amount paid for by
grant funds.

Other Costs Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
Recidivism Reduction Program : Best Program -~ ™

Select the appropriate Budget Category for this budget item:
Space Costs v

Provide a short description for this budget item (should be unique to this budget):
Rent, Utilities and Maintance "

Provide a more detailed description for this budget item:

Rent- 52000/ month x 15 = $300 x 24 months= §7.200 A

Utilities (gas. electric, water and waste) - $1000/month x 15 x 24= $3,600

Maintenance (janitorial and grounds maintenance) - $550/month x .15 x 24 =51,980 v
214 of 1000

Enter the dollar amounts associated with the budget item:

Award
$12,780.00

Indirect Costs
You must provide a detailed list of the expenses that are included in the indirect cost amount, and
these expenses may not be included elsewhere in the budget. If you have a current federally approved
indirect rate then you can use that as the indirect rate for the grant. Please refer to the Indirect Costs
Overview for more information. To request and assist in calculating your federally approved indirect
cost amount, please use the Federally Approved Indirect Cost Rate Request form.

If you have never had a federally approved indirect cost rate, you may use up to 10% as an indirect cost rate
for costs not normally broken out by program. Your indirect cost rate applies to your Modified Total Direct
Costs (MTDC). MTDC excludes equipment, rental costs, participant support costs (Direct Client Assistance),
and the portion of each subaward and subcontract in excess of $25,000. To request and calculate, use the 10%
De Minimis Indirect Cost Rate Request Form.

Indirect Costs Example:

Select the appropriate Program Component for this budget item (the Purpose Area Form needs to be completed first before this can be selected):
Recidivism Reduction Program : Best Program -~ [*

Select the appropriate Budget Category for this budget item:

=

Indirect Costs ~

Provide a short description for this budget item (should be unigue to this budget):
Indirect- MDTC r

Provide a more detailed description for this budget item:

Total grant program costs= $400,000 a
Excluded costs: $30.000(direct client expenses), $6,000(rent), $5.000(%30,000 evaluation contract)= $41,000
5400.000- 541,000= $359.000 x .10= $35,900

Indirect expenses include- HR staff. tech support. payroll processing. audit, liability and building insurance and
general copier usage.

=

332 of 1000
Enter the daollar amounts associated with the budget item:

Award
$35,900.00



https://dps.mn.gov/divisions/ojp/grants/Documents/Indirect%20Costs%20Overview-NonCVS.pdf
https://dps.mn.gov/divisions/ojp/grants/Documents/Indirect%20Costs%20Overview-NonCVS.pdf
https://dps.mn.gov/divisions/ojp/grants/Documents/Request%20to%20Include%20a%20Federally%20Approved%20Indirect%20Cost%20Rate-NonCVS.docx
https://dps.mn.gov/divisions/ojp/grants/Documents/federal%20Modified%20Total%20Direct%20Cost.pdf
https://dps.mn.gov/divisions/ojp/grants/Documents/federal%20Modified%20Total%20Direct%20Cost.pdf
https://dps.mn.gov/divisions/ojp/grants/Documents/Request%20to%20Include%20the%2010%20De%20Minimus%20Indirect%20Cost%20Rate-NonCVS.docx
https://dps.mn.gov/divisions/ojp/grants/Documents/Request%20to%20Include%20the%2010%20De%20Minimus%20Indirect%20Cost%20Rate-NonCVS.docx
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