Workplan Budget Instructions 2010
General Instructions:

The workplan is now in an excel spreadsheet that is protected.  You can enter information only in the yellow highlighted cells and in the drop down boxes.  For your convenience and for data quality reasons, formulas are built into the spreadsheet where applicable.  It is very important that the integrity of the columns and rows are not altered because the spreadsheet you submit will be imported into our Bureau database
Note:  When you first open the excel spreadsheet you will get a Microsoft security warning asking you if you want to disable or enable macros.  There are no custom macros to create any security issue.  You can choose either option (disable or enable) without affecting the spreadsheet functionality.  

Comments/Instructions Built In - There are some helpful instructions built into the spreadsheet.  Cells that have a little red triangle in the upper right hand corned indicate a comment there.  You can see the comments by moving your mouse over the cell that has the red triangle.
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You must select your agency and period covered in the drop down boxes as shown below.  Your selection will drive the drop downs in other parts of the spreadsheet.
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I&II.
Personnel Service Costs – Direct Case Management Staff (Direct) & Direct Supervision/Program Director (Indirect):
This section includes directions for the following tabs in the spreadsheet:  Indirect and Direct.  Each section/tab has the same instructions, format and calculations as described below.
Status
Enter in if the position is currently Filled or if the position is Vacant.  You may enter the date you anticipate the position being filled, also.
Position

You must use the drop-down box to choose the position category as shown below.  Under Direct tab, you will only be able to enter the following options from the drop down:  Case Manager (CM), Case Manager Technician (CMT), Community Follow-up Worker (CFW), Clinical Case Manager Supervisor (CCMS) and Treatment Adherence Case Manager Supervisor (TACMS).  You can manually add any agency titles in “Name of Incumbent/Agency Title” section.  Under Indirect tab, you will only be able to enter the following options from the drop down:  Program Director (PD), Assistant Program Director (APD), Site Director (SD), Clinical Case Manager Supervisor (CCMS), Treatment Adherence Case Manager Supervisor (TACMS) and finally Other Staff (Other).  You may also review the listing within the spreadsheet by looking at the comments.  (Again, you can view the comments in the spreadsheet by moving your mouse over the red triangles in the corner.)
Direct Tab Example:
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Indirect Tab Example:
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Site

You must choose the site from the drop-down where the position is held.  If the position is at more than one location, choose the location that should be considered the main location.  If you see only zeros in the drop down, then you did not select you agency from the drop-down on the first screen.  Refer to the screens shown at the top of page two.

% Time for Agency
Indicate the % time the staff person works for the agency.  Your full time positions will be 100% and your part-time position will be their percentage of time e.g. 50%, 80%...etc.
Annual Salary
Enter the amount needed to support the position for 12 months regardless of the funding sources(s).  

# of Months on CFP
Enter the number of months this position was dedicated to the CFP regardless of funding source.  If you have to use another line to show a change in percent effort on the CFP for the year, make sure that the number of months on the CFP reflects the appropriate time period for each percentage of effort.  The spreadsheet will show this amount with one decimal place.  You may enter numbers with more decimal places as needed to adjust for any conversion from pay periods to months.  For example, if you know someone worked 20 out of 26 pay periods, the number of months calculates to 9.2308 (20/26*12).  The number will display as 9.2 but will still use 9.2308 in any calculations.
% Effort on the CFP
Enter the % effort for which the person was dedicated to the CFP.  In most cases for direct staff such as Case Managers, Case Management Technicians and Community Follow-up Workers the % effort will be 100%.  As in state and federal time and effort reporting for contracts, if this percentage changed during the year, use another line to show how the new percentage affected the cost of the position on the CFP.   The percent effort will be displayed with two decimal places in the spreadsheet.  You may enter more than two decimal places if you need to for calculation purposes.

Total Cost to the CFP

This field is protected and calculated for you as follows:



Annual Salary * (# of months/12) * % Effort = Total Cost for the CFP

FTEs**
This field is protected and calculated for you as well.  It calculates the billable FTEs based on the information you entered for each position.  You must ensure that a position category was selected from the drop-down under Position.  If you have a Program Director/Supervisor who will carry a caseload, indicate the portion of the FTE that will be billable. Formulas are driven by this selection.


**Clinical Case Management Supervisor and/or Treatment Adherence Position –The % FTE that is billable should be included under Section I – Direct Case Management Staff, “direct” tab of the spreadsheet. The % FTE that is supervisory time should be included under Section II – Direct Supervision/Program Director, “indirect” tab of the spreadsheet.

III.
All Other Staff (Other)

The information entered here is the same instruction as above.  The only difference is the Position and Site column are not drop-downs.  You have to enter information manually.  There are only two categories:  Bookkeeper/Fiscal/Billing Staff and Secretarial/Clerical Staff.  The staff for these positions should be the people directly responsible for COBRA activities.  Administrative staffs are now captured under the Administrative Rate.
IV.
Budget – Direct and Indirect Service Costs
This section covers the Budget tab on the spreadsheet.  Enter the total cost for the CFP for each category in the yellow total cost column.  

Direct Services Costs

Fringe Rate (5 & 21)
Enter your agency fringe rate here.  The fringe amount will be calculated for you.

Crisis Intervention (6)
Include any costs associated with providing 24-hour response services to your clients (i.e., cell phones, beepers, etc.).  Include any subcontractor costs associated with this category.


Travel (7) 

Include any costs for travel associated with Direct and Supervisory Staff (Sections I.A. - I.D.).  


Quality Assurance (8)
Include any costs for quality assurance related to case record review and program performance.  Include any costs for a subcontractor/consultant and/or staff associated with this category.  If an agency staff person, calculate the fringe and salary for this expense – explain in notes section
Clinical Consultant (9)
Include any cost for subcontracted clinical supervision or support for staff.
Training (10)
Enter the costs for training of all case management staff only (Section I and II only).  This may include the costs for registration, training materials and/or trainers.


Conferences (11)
Enter conference registration costs of all case management staff only (Section I and II only).  Cost related to traveling to the conference should be listed in the Travel section above.
Supplies (12)
Enter the costs for supplies associated with the CFP for the year.  


Space (13)
Include rent and other related occupancy costs for the year; this may include items such as security, maintenance and repairs to your space.  Remember to apply your fair share allocations to these costs when applicable.    


Utilities (14)
Enter the total cost for the CFP for utilities during the year.  Do not include any costs covered by rent or costs included under space.


Telephone (15)
Enter the total costs for the CFP for telephone for the year.   Include monthly service charges and long distance calls.  Also include the cost of any leased telephone equipment.  Enter any costs for telephone equipment purchased during the year under equipment. 

Indirect Services Costs


Audit

This expense is no longer delineated out as part of the budget.  This expense is part of the Administrative Rate below.

Insurance

This expense is no longer delineated out as part of the budget.  This expense is part of the Administrative Rate below.

Data Processing
This expense is no longer delineated out as part of the budget.  This expense is part of the Administrative Rate below.
Advertising (21)
Enter any costs associated with the CFP for advertising during the year.  This includes the cost for hiring personnel.


Equipment (22) 
Enter the total equipment and furniture costs.  Add to this any amount previously approved prorated costs allowed from the prior year.  Attach a separate itemized listing of equipment and estimated costs.
Technical Services (23)

Enter costs for technical services not previously covered. Include an explanation of the cost you expect to incur.

Subcontractors/Consultants (24a, b, c, d, e) 


Enter each subcontractor/consultant's name if available and the anticipated amount for each. The subtotal of these lines will be calculated for you.  If quality assurance costs include a subcontract/consultant this should be indicated under direct costs (line 8) and not in this section.

15% Administrative Rate (25)
This section is automatically calculated for you, taking 15% of all the expenses from lines 1-24.  The amount here takes the place of the Audit, Insurance, Data Processing and Administrative staff positions that were previously delineated out in the budget.    
V.
Workplan Revenues
This section of the spreadsheet brings forward expense information and billable FTEs you entered on the direct, indirect, other and budget tabs.  Most of the categories are calculated for you except the following below:
35 - Normal Week

Enter the normal work week for your agency.

36 – Annual Billable Hours & Billable Rate
Billable Hours:  

Enter in your annual billable hours per billable FTE that is used to estimate your revenue.  You must also provide a detailed justification of the annual billable hour in section 37, including your average weekly billable hours per FTE.  
Billable Rate:


Enter your billable rate for the year.  NYC = $99.51, Upstate = $86.06 and Metropolitan = $105.61


37 Annual Billable Hours Methodology/Justification
Provide a detailed justification of the methodology used to determine your annual billable h ours per FTE.  Include in the justification your average weekly billable hours per FTE.
40 Surplus Justification
If your program is expected to produce a surplus, you must include a detail explanation on how these funds will be used.
41 Deficit Justification
If your program is expected to operate at a deficit include the total amount from other funding sources that will be used to support the CFP.
VI.
Funding

Identify all HIV related funding your agency receives in the Funding tab of the spreadsheet.
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