Budget Information

Program activities/research strategies/objectives identified in the narrative should always drive the budget.  Reviewers should not be surprised to see any particular line item on the budget.  Also, one of the most important things to remember is that cost estimates should be credible and realistic.  You should never inflate a budget on purpose to offset potential budget cuts.  Reviewers often will actually penalize projects that appear to be inflated.  Also, you should avoid using vague words like miscellaneous.

Research grant budgets typically reflect costs categorized as:

1. Direct Costs

2. Indirect Costs

3. Cost Sharing (Matching)

The formula for calculating the “real” cost of conducting a research project is: 

Direct Costs + Indirect Costs + Cost Sharing = Total Costs 

Direct costs typically include:

Salaries for Personnel

Fringe Benefits

Student Stipends

Consulting

Travel

Equipment 

Materials/Supplies

Subawards/Subcontracts

Other:  Student Tuition & Fees, Computers (less than the equipment threshold), Publications & Dissemination

 Indirect Costs (Facilities and Administrative Costs) include:

Overhead and administrative costs associated with operating a project

Cost Sharing (Matching) may include:


All of the direct cost categories 

Cash donations

In some cases:



Space

Cost of renovating space

Indirect costs in some cases

PERSONNEL:  DEVELOPING STAFF SALARIES

Estimating Costs of Salaries:

In general most sponsors recognize that salaries of faculty members and other personnel associated directly with research projects constitute appropriate direct costs and may be requested in proportion to the effort devoted to the project.  However, many sponsors such as the National Science Foundation (NSF) provide guidelines for calculating compensation for time normally spent on research within the term of faculty appointments.  

The best advice is to always read the sponsor guidelines carefully and follow instructions at all times.  If you have questions regarding the guidelines, please feel free to contact the Office of Sponsored Programs at http://www.rowan.edu/sponsoredprograms
 and or the program officer identified within the Request For Proposal (RFP) or Program Announcement/Solicitation.

Once you are familiar with the salary guidelines for the specific sponsor, you may also find assistance with locating the range of salaries for a specific position from Rowan’s Office of Human Resources or similar programs.

Once you have determined the range of salaries, we recommend that you allocate the median range for new positions.  For existing staff and faculty the current institutional base should be used.

Another thing to keep in mind is that you need to remember to estimate the cost of any volunteers you may need for the research project.  This is often an extremely effective way to quickly increase the amount of cost sharing you will be able to provide the project.  The estimated dollar value of volunteer time may be found at www.independentsector.org/programs/research/volunteer_time.html.
Institutional Base:

The current institutional base for a proposed full time employee is simply their current annual salary.  For a part time employee their base would simply be their current hourly rate x the total amount of hours they will work for Rowan (non research job & proposed research job).  

For example, an employee currently working in Marketing 520 (10 hrs. per week * 52 weeks per year) hours annually and a proposed annual total of 520 hours on a research project, would be working a total of 1,040 hours per year for Rowan.  The employee currently makes $10 per hour.  So, the employee’s institutional base salary would be $10,400.

The current institutional base for faculty members on a 10- month contract is simply their 10- month contract salary plus any additional salary earned from research projects during the academic and summer months.  Please note that many sponsors have very specific guidelines about the amount of additional salary they will support during the academic year for overload.  So, please familiarize yourself with their guidelines.  Do not assume that the sponsor and your college dean permits academic overload.

Also please don’t forget that, Article XX in the Faculty AFT contract under “Compensation for Outside-Funded Activities” states:

“Employees can receive compensation (e.g. from grants) up to thirty percent (30%) of his or her base salary or $18,000 whichever is greater, during the academic year.  Compensation for work described may not exceed the amount of moneys provided to the College/University from funding sources for salaries or the amount or rate of compensation established in funding guidelines.”
Though Rowan has no specific rule for how to determine the amount of salary to propose during the summer months, the general guideline of 10% of your current monthly academic contract base is recommended.  In other words, if your current 10- month AFT contract is $65,000 ($6,500 per month), then the total summer compensation should not exceed $13,000 ($6,500 per month x 2 months).  In this example, your institutional base would be $78,000.  Again some sponsors have very specific rules about this.  So, please make sure the amount you propose complies with the sponsor’s guidelines as well as the AFT contract restrictions described above.

The current institutional base for faculty members on a 12- month contract is simply their 12- month contract salary.  Most often they will not be eligible for additional salary from research projects during the summer.  Exceptions may be considered and must be approved by the applicable dean. 

Estimating Required Effort:

Salaries for each personnel line item should be requested in proportion to the effort devoted to the project.  Depending upon the sponsor, effort may be represented on budgets by percentages, by number of hours, or months devoted to the project.  This calculation should be based on the researcher’s “best estimate” of time required to complete the activities/strategies/objectives identified in the narrative.  It should also include the amount of time you will spend working on the project that will be paid by other sources.  (Ie. Cost sharing)
Reassigned Time
Often in order to conduct the proposed research, a faculty member will need to be released from a portion of their academic teaching load. What faculty often misunderstand is that sponsor's are only willing to support the cost of effort required on projects, not the cost associated with hiring a replacement to teach the reassigned courses. Therefore, the correct way to prepare a budget for a sponsor and then the cost share form is described below.

First determine how much time you will need to work on the proposed project. This percentage then needs to be multiplied by your base salary. If you will only be working on the project during the academic year, then your base salary is your 10- month contract salary. If you will be working during the academic year and the summer, then your base salary is your calendar year salary. 

So, for a faculty member making $80,000 during the academic year and working 40% of the time on a grant during the academic year, then the amount requested from the sponsor would be $32,000 plus applicable academic fringes calculated for FY'10 at 36.05% or $11,536. Once the grant is awarded the sponsor will pay Rowan $43,536 to offset the cost of your effort being provided on the grant. Therefore, $43,536 of money that normally Rowan would have available to pay you is now available to Rowan to offset the cost of releasing you from your teaching load. This amount may or may not be the full cost to actually replace your teaching load; especially since the deans are being encouraged to reduce the amount of adjunct lines with full time temps. In this example, the amount actually received from the sponsor would not be considered cost sharing since the effort matches the amount received.

Cost share would come in if you need to work on a grant for 40% of the time for a total salary and fringe cost of $43,536 as described in the earlier example and you were not able to request this money from the sponsor (not allowable for example). Then the full amount of $43,536 would be considered cost share. (Not the estimated cost of the replacement.) Or what happens more often, the sponsor is willing to pay you less than your actual costs. Say they agree to pay you $30,000 for 40% of your effort on the project. Then the difference between the two figures ($43,536 -$30,000= $13,536) would be considered cost share.

FRINGE BENEFITS:  
Fringe benefits are those taxes and other benefits that Rowan is required to pay for an employee.   Each fiscal year the Office of Management and Budget for the State of New Jersey negotiates with the United States Department of Health and Human Services for a composite fringe benefit rate.  The composite rate includes:

· Pension

· Health benefits (including prescription, drug & dental care)

· Worker’s compensation

· Unemployment insurance

· Temporary disability insurance

· Unused sick leave

· FICA taxes

Information regarding the current fiscal fringe rate is always found under News and Events on the OSP website at www.rowan.edu/sponsoredprograms.  When preparing budgets, researchers should apply the applicable current fringe rate to all salaries, excluding student salaries.
EQUIPMENT: 

For most federal agencies equipment is defined as property that has an acquisition cost of $5,000 or more and an expected service life of more than one year.  (Some funders define the threshold differently, so sponsor guidelines should be reviewed each time.)  Sponsors are often suspicious of equipment purchases.  Therefore, list each equipment piece individually by description and estimated costs and make sure that you sufficiently justify the programmatic need.  Also, avoid stating name brands or models unless this is truly a requirement for the project.  

Sample Equipment Budget Line Item and Budget Justification Language

	High-Speed Copier System:  System will copy 50 pages per minute, 1000 page bin, 20- page collator, reduction/enlarger feature, stapler, and one-year warranty.  Copier is needed to reproduce copies and reports for 13 committees, 6 project staff members, and 10 volunteers.  
	 $10,080


TRAVEL: 

Travel is a budget category that is often highly scrutinized.  Many times the sponsor’s staff travel is restricted.  Therefore, it is viewed as a “luxury” item by staff reviewing proposals.  It is also important to understand that the travel category is usually the first category to be cut when funds are tight.  Because of this, it is extremely important that you provide detailed formulas and documentation for why you must travel and how you calculated the line items.  The best advice is to break travel down into separate categories.

When budgeting for travel, it is recommended that you verify Rowan’s current travel policy regarding per diem meal reimbursements and mileage rates with the Accounts Payable Department.  These rates should be used unless specifically restricted in the RFP or sponsor’s guidelines.  Also, it is recommended that you clearly justify in the proposal the need for a car rental instead of ground transportation, if applicable.  The applicable FY’10  rates are:  Per diem meal allowance- Overnight trips:  $36 per day ($8 for lunch and breakfast, $20 for dinner).  Day trips- $8 per meal, maximum $24 per day without hotel stay.  Mileage allowance- $0.45 per mile.

Sample Travel Budget Line Item and Budget Justification Language

	A.  National Travel:  As required in the RFP, the Principal Investigator (PI) must attend two meetings with the Program Officer to discuss program dissemination plans.  Amtrak Metroliner fares were estimated at $275 roundtrip train fare from Philadelphia, PA to Washington, DC x two trips=$550; ground transportation to/from Washington station/hotel at $25 x 2 trips= $50; 2 nights in hotel @ $150 per night including taxes x 2 trips=  $600; food per diem of $36 per day x 2 days x 2 trips for a total of $144.                                                                                                                                                                                                                       
	Year 3

$1,344

	B. Conference Travel:  The PI and one other key personnel will attend one relevant national conference in the final year to assist in disseminating the results of the project.  Costs are estimated at $1,500 for roundtrip airfare x 2 staff= $3,000; ground transportation at $50 x 2 staff= $100; 3 nights in hotel @ $175 per night including taxes x 2 staff= $1,050; food per diem of $36 per day x 3 days x 2 staff= $216.
	$4,366

	C.  Local Travel:  Three staff members will use their personal automobiles to travel between the 2 program sites to conduct the final assessments for the project.  3 staff members x 33 miles/day x 10 days x $0.45 per mile= $446.  
	$446

	                                                                                             Total Travel
	$6,156


MATERIALS & SUPPLIES:

Sponsors define “materials & supplies” differently.  So, again the best advice is to always read the sponsor guidelines carefully and follow instructions at all times.   Most federal agencies define supplies as any purchase under $5,000.   Examples include office supplies, educational and training supplies, computers (if less than the equipment threshold), computer supplies, and nutritional food supplies served as an incentive to attract study participants.  

Sample Materials/Supplies Budget Line Item and Budget Justification Language

	MATERIALS/SUPPLIES
	Year 1
	Year 2

	A. General Office Supplies

Based on previous studies of this nature, general supplies (paper, pens, tape, etc) are estimated at $75 per month x 3 staff x 12 months.
	$2,700
	$2,808

	B.    Educational/Training Supplies

Includes items such as curricula, workbooks for training sessions, handouts.  Estimated at $125 per study participant x 25 participants.
	$3,125
	$3,250

	C.  Computer

2.80GHz laptop computer with 40GB hard drive, 256MB of RAM, 8xDVD-ROM Drive, and one- year warranty.  The computer will be used by the To Be Hired- Study Coordinator to assist in coordinating the project.  
	$919
	$0

	D.  Computer Supplies

Computer supplies (toner cartridges, disks, and upgrades) is estimated at $75 per month per computer x 5 computers x 12 months.
	$4,500
	$4,680

	E.  Nutritional Food Supplies (Some sponsors have restrictions on this type of expense.  So, follow guidelines.)

These supplies will serve as an incentive to attract parents and students to participate in the proposed focus group meetings.  2 focus groups x 25 participants at $25 per person.
	$1,250
	$1,300

	                                                                                  Total Materials/Supplies                                                                                
	$12,494
	$12,038


CONSULTANTS:

Consultants are primarily external personnel that Principal Investigators/Project Directors hire to provide a service to the research project.  Because they are self-employed, they are required by the Social Security Administration to pay the employer’s and employee’s share of FICA and Medicare.  In addition they are also required by the Internal Revenue Service to pay estimated federal withholding in accordance with IRS rules and regulations.  Therefore, Rowan will not pay fringes or withhold taxes for consultants proposed on research projects.

To help determine whether proposed staff members are employees or consultants, the IRS has provided 20 common law factors.  A worker need not meet all or even most of these tests to be designated a consultant.  Since these IRS guidelines are lengthy and somewhat subjective, please find below some broad guidelines to follow.  For more guidance in appropriately classifying a proposed member of a research project, please contact the Office of Sponsored Programs.
In general, proposed personnel are consultants when:

· The worker does not have to comply with instructions about when, where, and how he or she is to complete the work.

· The worker does not receive training from the PI.

· The worker does not have a continuing working relationship with the project. 

· The worker does not have to follow set hours of work.

· The worker does not work full-time for the University.

· The worker does not conduct the work on the University’s premises.

Whether or not costs are involved, proposed consultants should be clearly identified and justified.  Persons who serve on external monitoring boards or advisory committees to the project should also be listed under the consultant category.   For each consultant provide the names and organizational affiliations.  In addition describe the service to be provided, the consultant’s expertise, normal daily or hourly compensation rate, number of days of anticipated consultation, travel, per diem and any other related costs. 

Sample Consultant Budget Line Item and Budget Justification Language

	Bill Collins, PhD- Associate Professor of Psychiatry from the University of Delaware will provide an assessment and evaluation of all study participants seen in the Wood Street clinic.  Assessment and evaluation measures are fully described in the narrative in section X.    Dr. Collins has extensive experience in conducting these assessments for clients as part of his study entitled “xxxxx” from the University of Delaware.   Costs are estimated at 100 hours @ $75 per hour for a total of $7,500.  In addition, travel funds calculated at 100 miles@ $.45 per mile for a total of 10 trips from the University of Delaware to Rowan is also requested in the amount of  $450. 


	 $7,950

	Trainers and Special Events- Contractual fees for visiting artists, musicians, and trainers to conduct presentations on topics such as alcohol and other drug abuse- prevention activities, violence reduction, character educations, careers, leadership, and mentoring that Rowan personnel cannot provide.    Costs are estimated at 9 hours per month @ $30 per hour x 12 months x 1 site.
	$3,240

	                                                                                                  Total Consultants
	$11,190


SUBAWARDS/SUBCONTRACTS:

Subaward/subcontract arrangements are often required when a significant part of the research or substantive effort is required by another organization working in collaboration with the PI.  In these cases a clear description of the work to be performed and the basis for the selection of the subawardee should be clearly identified and justified.  Cost associated with subawards/subcontracts may include personnel costs, supplies, and other allowable costs, including indirect (facilities and administrative) costs.  Because of this, a separate budget is required. 

OTHER:

The “other” budget category is for items that do not fit into any other category.  Examples may include student tuition, publication/dissemination costs, duplicating costs, rental & leases, service contracts, postage, and advertising. 

	Other
	

	A. Student Tuition

 Undergraduate tuition is requested in the amount of $10,000 x 2 students.
	$20,000

	B. Publications/dissemination

Funds in the amount of $100 are requested to create posters to be presented at two relevant conferences.  $200 is requested to purchase software to create a website to disseminate the project findings.  


	$300

	C.    Duplicating 

Funds are requested to provide 250 participants with a 2 page survey @ $0.05 per page to be collected twice during the year.


	$50

	D.    Service Contracts

Funds are requested to acquire a one-year warranty for the laptop needed for the program coordinator.
	$149



	                                                                                                       Total Other
	$20,499


 INDIRECT COSTS (FACILITIES AND ADMINISTRATIVE):

Administrative costs associated with operating a project are very seldom permitted as direct costs on research projects.  If they are permitted they are highly scrutinized by reviewers.  However, most sponsors will agree “up front” to pay administrative overhead via an Indirect Cost Rate negotiated with a federal agency.

Rowan’s current federal indirect cost rate negotiated with the Department of Health and Human Services may be found at http://www.rowan.edu/open/provost/grants/policies_and_procedures/policies_and_procedures.cfm.  This rate must be applied to all federal applications and should be used whenever possible for other sponsors as well.  Please check the RFP or Program Announcement/Solicitation for any restrictions.  If IDC is not permitted, please note on the required Proposal Planning and Submission form.   

COST SHARING (MATCHING):

Cost sharing or matching is defined as that portion of the project costs not borne by the sponsor.  Typical expense categories of cost sharing may include:

· All of the direct cost categories (Salaries, fringes, supplies, etc)

· Cash donations

· In some cases it can be:
a. Space

b. Cost of renovating the space

c. Indirect costs

 There are actually three types of cost sharing defined below:

1. Mandatory

2. Voluntary committed

3. Voluntary uncommitted

Mandatory cost sharing means that you must have cost sharing in order for your proposal to be considered for award.  Usually with these types of proposals, you are required to actually provide an amount on a separate line item within the sponsor’s budget.  It is very important for you to understand that the amount you list on this line item becomes a requirement if awarded and is subject to audit.

Voluntary committed means that you mention cost sharing in your proposal, but this not a condition to be considered for the award.  Voluntary uncommitted, is effort or expenditures that you will need to conduct the work but you make no mention of it anywhere in the proposal.

Detailing cost sharing to sponsor’s is often tricky and very confusing.  So, in general the Office of Sponsored Program recommends that you not describe the cost sharing unless it is mandatory.  However, we understand that often the contribution is necessary to ensure success of a highly competitive proposal.  So, please contact the Office of Sponsored Programs if you would like to describe cost sharing under these circumstances.  Also, please note that for internal purposes, only mandatory cost sharing must be captured on the Rowan Cost Share Form.
MULTI-YEAR BUDGETS

The Office of Sponsored Programs recommends a 4-5% annual increase for each line item of any multi-year budgets.  
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