SUBSIDY GRANT BUDGET FORM INSTRUCTIONS


There are four (4) basic forms included in this budget package.  At the top of each form is an area to designate whether the budget form applies to Program Administration or Direct Services.  One of these areas must be checked when completing these forms.   

Budget Form 1-Staff Positions

Provide the name (or vacant if applicable) and title of each position, indicate if the position is new or an additional position, the number of hours, hourly rate, and total.  At the bottom of the form list the total amount of fringe benefits by type (limited to PERS, FICA, health insurance, life insurance, workers compensation, and unemployment compensation.)   Salaries and fringe benefits are to be based on the normal rate for comparable positions in the area.  Positions cannot be held by current court employees unless the previous position is filled.


If the positions listed are Program Administration positions, they must be positions that are employed by the court that do not provide direct services to youth but have responsibilities related to administering the program.  This would include program director or supervisor of a direct service program, case planning, resource or grants management, clerical, or other support staff.


If the positions listed are Direct Services positions, they must be positions employed by the court that provide a direct service to youth.

Budget Form 2-Purchased or Contract Services


Complete this form for services that will be provided by agencies other than the court.  Rates are to be based on the normal rate for comparable services in the area.  These services must be in addition to and not a replacement of current costs expended for this service.  Provide the name of the agency or individual (include all that will be utilized), if the agency is public or private, the service to be provided, the unit of measurement (hourly, per diem, etc.) the unit cost, and the total.


If these services are related to Program Administration they must be services not directly provided to youth such as planning, needs assessment, program evaluation, training, data collection, etc.


If these services are designated as Direct Services they must be services that are provided directly to the youth.

If these services are out-of-home placement, the facilities used must be either approved by the Department per minimum standards, licensed by the authorized state agency, or accredited by the American Correctional Association.

Budget Form 3-Maintenance Costs 


Complete these forms for costs related to either Program Administration or Direct Services program operations.  This includes supplies, equipment that is less than $300.00, travel expenses, educational or recreational supplies and materials, food, motor vehicle expenses, utilities, rentals, maintenance and repairs.  Rent and utility costs can only be approved if they are being paid to entities other than the county.

Exclusive Program Administration costs would include capital improvements.


Costs such as financial assistance to youth would be included with Direct Services.


Budget Form 4-Equipment

Complete this section for equipment costs related to either Program Administration or Direct Services program operations.      


Equipment is defined as items that have a cost of $300.00 or more and have a useful life of more than one year.


At the bottom of Form 4 show the Total Program Budget Amount for the program.

Determination of Program Administration versus Direct Services
All program costs (staff, contracts, maintenance and equipment) in direct service standard program areas are considered “direct service” costs within that program.  All standard program areas are direct service except for program administration (000).  The program administration standard program area should include all capital construction costs, all general staff training costs, and any costs related to the overall administration of the grant.  For example, a computer purchased for a restitution program would be a “direct service” cost within that direct service program.  Conversely, a computer purchased to facilitate administration of the overall grant would be a “program administration” cost under the program administration standard program area.

Matching Funds – If RECLAIM Ohio or Youth Services Grant funds are used as match for another grant, and the percentage of the match is 25% or less, then the match amount can be placed under program administration (000).  This would mean that the court would not have to report on the youth served by the match amount.  If the match percentage is more than 25%, then it must be placed in the appropriate direct service program area.  (Example:  If the court uses RECLAIM as 10% match for a Juvenile Accountability Block Grant (JABG) grant, then the match amount could be program administration).
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