Section V

Program Budget Spreadsheet Instructions
An excel spreadsheet has been designed for outlining your budget.  It will be forwarded to you as a separate document.  Below are instructions for completing the spread sheet.  Do not modify the spread sheet.  

Income and Expense Categories

1. Request from United Way of Calvert County – Your request from United Way for the 3 year   funding cycle starting July 1 Year One  to June 30 Year Three.    

2. Contributions - A contribution received directly from individual donors and/or organizations including foundations, corporations, and trusts for which the donor receives no direct/private benefits.  

Unrestricted – A contribution that is not restricted can be used in the period in which it was received.  

Restricted - A contribution received with donor-imposed restrictions.  For example, a donor may specify that a gift be used for the operation of a particular program, to purchase equipment. 

3. Fund Raising & Special Events (Gross) - Reflects support derived from agency’s special fund-raising events i.e., those conducted by the agency itself, not by another entity on behalf of the agency.  

4. Contributed by Associated Organizations - Contributions from auxiliaries, circles, guilds, and other organizations closely associated with the agency.

5. Allocated by other United Ways – Allocations from a United Way other than Calvert County.

6. Government Income - Includes contract payments, third party payments (Medicare, Medicaid) purchase of service agreements, and fees or grants from local, state and federal government sources.

7. Program Generated Support - Includes membership dues where the member’s private benefits are commensurate in value with the amount of the dues and/or fees received for services furnished by the agency.  

8. Other Earned Income – Other revenue generated by the agency including sales of materials, publications and/or supplies to the public.  Also includes investment income such as interest, dividends, rentals, and/or royalties.  All investment income, regardless of type or origin (except for unrealized capital gains) should be reported here.  Investment income of an endowment, unless restricted to a specific purpose by terms of the gift instrument, is available for unrestricted purposes and should be included in investment income.  

9. Total Support and Revenue

Expenses Personnel

10. Salaries – Program staff salaries and wages earned by full time, part time, and temporary program staff, including office temporaries allocated for work directly related to the program.  Consultants and others engaged on an individual contract basis should be listed under professional fees.  

11. Payroll Taxes – Payroll taxes, such as the employer portion of Social Security (FICA) taxes, Medicare and federal and state unemployment taxes (if applicable). 

12. Employee Benefits – Employee benefits expenses consists of several components: Workers’ Compensation Insurance, Health Insurance, Disability insurance, Pension or other benefit plan contributions and other benefits provided by the agency.  

13. Subtotal  - Subtotal for Personnel Expenses.

Direct Program Costs

14. Supplies - Cost of materials, small appliances and minor equipment, and other supplies used by the agency for its regular program and on-going business activities.  This includes but is not limited to office supplies, housekeeping supplies, cost of food and beverages purchased for use in agency food service programs and recreational and craft supplies.  

15. Telephone & Telecommunications– All telephone, internet, and similar expenses.
16. Postage & Shipping – Postage, parcel post, trucking and other delivery expenses, including shipping materials.  
17. Equipment Rental & Maintenance  – Cost of renting and maintaining equipment such as computers, copiers, phone systems etc., including program equipment.  

18. Printing & Publications – Costs of printing, commercial artists, art work, proofs, photographs and other costs of newsletters, leaflets, films and other information materials, including the cost of purchased publications, technical journal, booklets, pamphlets etc.  

19. Travel - Local travel and transportation of program staff for program activities.  

20. Membership Dues - Individual or organizational dues in other organizations needed by or related to the program.

21. Training, Conferences, & Meetings - This category includes program staff expenses incurred by attending meetings, conferences, conventions, training, etc. to include registration, mileage allowances, transportation, room and board, per diem, etc.  

22. Program Related Insurance - Property & Casualty, Commercial Liability, etc. that can be prorated by program.  Directors  & Officers liability insurance should be included in the indirect cost line item.   Please specify in the budget narrative.

23. Occupancy & Utilities - All costs resulting from the agency’s occupancy and use of owned or leased land, buildings and offices not including maintenance salaries, depreciation, and acquisition of equipment.  Includes rent, mortgage interest, utility payments, janitorial services, property taxes, licenses, permits, and building and ground supplies.

24. Fund Raising Expenses – Costs of all activities that constitute an appeal for financial support, i.e., costs incurred to induce others to contribute money, securities, time, materials, or facilities to the nonprofit organization.

25. Specific Assistance to Individuals - Expenses to the agency for specific materials, vouchers, appliances, services, or other items purchased for a particular client and includes bills such as utility, rental etc. paid on behalf of a client.

26. Miscellaneous or Other (Specify) - non-classifiable expenses that should be explained in the budget narrative.

27. Subtotal – Subtotal of all direct costs.
Indirect Costs

28. Administrative Expenses -- salaries, wages, benefits and payroll taxes prorated to this program.  Non-program staff allocated to this project such as CEO, accounting and bookkeeping, secretarial, fund development staff etc.   

29. Professional Fees - Fees and charges of professional practitioners who are not employees of the reporting agency and are engaged as independent contractors for specified services on a fee or other individual contract basis, such as legal and auditing fess and expenses.

30. Board Liability & Other Insurance - Directors' and officers' liability insurance (D&O) offers individual directors and officers the protection they need from personal liability and financial loss arising out of wrongful acts committed or allegedly committed in their capacity as corporate (parent organization and subsidiaries) officers and/or directors.
31. Payments to Affiliated Organizations – Payments to affiliated organizations in return for administrative services, the right to operate in a geographic area, or fund-raising services.   In addition, some nonprofit organizations are required to make payment such as dues to a national organization.

32. Subtotal – Subtotal of all Indirect Costs. 

33. Total for All Categories
