INSTRUCTIONS FOR PREPARING THE FINANCIAL ALIGNMENT BUDGET SUMMARY, CDA 229FA

	General
	· The suggested method of completion is to complete support pages 2-4 first. Work from page 4 forward to page 1.
· The totals for each page by cost category, e.g. Personnel, Operating Expenses, Indirect Costs, etc. must agree with page 1 in total.

	Reminders
	· 100% of your FY 2013-14 Financial Alignment Funds must be budgeted, but do not exceed allocated amount.
· Do not enter cents. Enter numbers rounded to the nearest dollar.
· Only list costs benefitting the Financial Alignment grant program in this budget.

	
Heading
	
On page 1, Enter the budget period, “X” for Original or Amended Budget and revision number (if applicable), Contract Number (E.g. FA1316-XX), date the budget was finalized, and PSA number. The header information will automatically populate in pages 2 thru 4. 

	
Page 4,
Contracted Services

	
Subcontractor(s)/ AAA's Contractors – Enter AAA's Contractor(s) name, address, telephone number, and Contact Person
· Columns (a) thru (d) - Enter the amounts budgeted from
· Financial Alignment
· Program Income
· In-Kind
· Other Funds
[bookmark: _GoBack]Column (d) Total Contracted Services and bottom Total Contracted Services - will auto-calculate amounts by column
· The totals will carry forward to page 1, Contracted Services by Funding Source.

	
Page 3, Direct Services

	
All funding sources (Federal, Program Income, In-Kind, and Other Funds) for Direct Services are combined on this page.
Personnel – for each position list its
· Position Classification
· Annual Wage Rate
· % of Time Devoted to Financial Alignment functions
·  TOTAL (annual wage x’s percent of time in program)
· Staff Benefits – Enter Total staff benefit costs for the positions listed
Total Salaries & Wages and Total Personnel will Auto-Calculate
Operating Expenses – Enter the following:
· Rent – List square feet and rate where indicated
· Equipment – List each equipment item, its quantity, unit price, and Total cost (Quantity x’s Unit Price)
· Supplies
· Consultants (describe function performed)
· Travel
· Other Operating Expenses 
· Indirect Costs
Total Operating Expenses & Total Direct Services will auto-calculate




	
Page 2, Admin
	
All funding sources (Financial Alignment, In-Kind, and Other Funds) for AAA Administration are combined on this page.
Personnel – for each position list its
· Position Classification
· Annual Wage Rate
· % of Time Devoted to Financial Alignment functions
·  TOTAL (annual wage x’s percent of time in program)
· Staff Benefits – Enter Total staff benefit costs for the positions listed
Total Salaries & Wages and Total Personnel – will Auto-Calculate
Operating Expenses – Enter the following:
· Rent – List square feet and rate where indicated
· Equipment – List each equipment item, its quantity, unit price, and Total cost (Quantity x’s Unit Price)
· Supplies
· Consultants (describe function performed)
· Travel
· Other Operating Expenses 
· Indirect Admin Costs
Total Operating Expenses & Administration will auto-calculate

	
Page 1, Financial Alignment Budget Summary
	
Identify budgeted Administration and Program costs by funding source.

All Cost Category totals for Administration and Program Services need to agree with support pages.

AAA Administration – Enter Personnel, Operating Expenses, and Indirect Admin costs from page 2 by funding source. The totals will auto-calculate.
· Total AAA Administration Financial Alignment Funds cannot exceed the amount allowable for Administration indicated on the Financial Alignment budget display.

Program Services – Enter Direct Service costs from page 3 by funding source for Personnel, Operating Expenses, and Indirect Costs. The totals will auto-calculate

Contracted Services – Contracted Services will auto-fill from page 4.

Total Program Costs and Total Program & Administration will auto-Calculate.

· Total Program and Administration Financial Alignment Funds must agree with the FY 2013-14 Financial Alignment Budget Display Total.





