


Food Assistance Employment & Training (FAE&T) Plus
Budget Instructions for Plus Contractor


FAET-100B Plus Budget  

The budget must be filled out by the organization submitting the FAE&T Plus proposal to the Michigan Works! Agency (MWA).

[bookmark: _Hlk7773082]Accurate, realistic budgets are the priority.  The budget values must represent ONLY the costs associated with serving FAE&T Plus participants with non-federal funds. This means the percentage or number anticipated to be eligible and the portion paid for with non-federal funds.  The MWA will need to understand the total costs to deliver the program and how the costs are paid to determine the reasonableness of the Plus budget. Please be prepared to explain how the organization arrived at the Plus budget. 

· The Excel spreadsheet is protected so calculations are not disabled, and all costs are rounded to the nearest whole dollar.
· The organization must fill out all the fields highlighted in green, beginning with the ‘Total Plus Budget’ worksheet tab.
· The ‘Cost Explanation-Allocation’ worksheet tab must be completed, or a separate cost allocation methodology document must be included with proposal.  
· Budget items must be directly related to the proposed activity for Plus participants.
· If budgeting for staff training or marketing, it must specifically relate to FAE&T Plus. 
· Ensure realistic values appear in all populated cells (ex. review any obviously large or small amounts that may indicate an error was made in data entry)

· The spreadsheet must be returned to the MWA in the Excel format and not as a .pdf.

‘Total Plus Budget’ Worksheet Tab:

· The ‘Total Plus Budget’ compiles information from the Supportive Services (participant reimbursements) budget and the individual fifteen ‘Activity’ budgets.  In addition, the following must be entered in the ‘Total Plus Budget’ worksheet tab.

· Enter the organization name and address.

· The date must be updated each time a change is submitted to the MWA.

· The anticipated number of participants on the ‘Total Plus Budget’ worksheet tab is an unduplicated count.  Only count the participant once, no matter how many activities they may be assigned to during the budget period.  Enter the anticipated number of participants.

· Responses are required for the Budget Certifications section.

· Responses are required for the Financial Documents section.
‘Cost Explanation-Allocation’ Worksheet Tab:

· Provide a written cost allocation methodology that aligns with the budget. A separate document may be attached.

· Provide a brief explanation for any budgeted costs that are not clearly explained by the cost allocation methodology.

‘Supportive Services’ Worksheet Tab:

· Supportive service costs can be added to the ‘Supportive Services’ worksheet tab if the costs apply to all activities or to the individual ‘Activity’ worksheet tab (Activity 1, Activity 2, etc.) if the supportive service is budgeted specifically for those in a certain activity. 

· The date must be updated each time a change is submitted to the MWA.

· The total amount of non-federal funding available must equal or exceed the value of the total supportive services listed.

· If Reutilized Funds will be a source of the non-federal funding, the organization must keep a separate record of the funds starting with the first reimbursement.  (Reutilized Funds are funds received from reimbursement of FAE&T Plus expenditures and they will be used for future invoices) 

· Ensure the same supportive service is not repeated within a specific activity unless the budget is for a different customer base. 
· Ex: if everyone gets a monthly bus pass no matter which activity or how many activities they are involved in, this cost would be on the ‘Supportive Services’ worksheet tab only.  

· The following items are not allowed for reimbursement and should not be included in the budget.
· Automobile insurance.
· Automobile ownership/operator taxes (tag and title).
· Automobile purchase.
· Drug/alcohol counseling or therapy.
· Food staples and groceries.
· Stipend.
· Mental health treatment.
· Personal computers.
· Relocation expenses.
· Student loans, fees, penalties or fines.
· [bookmark: _Hlk7774311]Expenditures to support employment that was obtained prior to enrollment.


· The number of Plus participants the cost was based upon is a duplicate count.  The same customer can be counted as receiving multiple supportive services.



‘Activity’ Worksheet Tabs:

· A budget is required for each activity and the information is entered separately in an ‘Activity’ worksheet tab. (Ex: Activity 1, Activity 2, Activity 3, etc.)

· The worksheet tab may be renamed to match the title of the activity.

· The name of the activity should be how the organization refers to their program/activity. 

· The MWA will determine what corresponding FAE&T Plus allowable activity will be associated with the proposed activity.

· The date must be updated each time a change is submitted to the MWA.

· The anticipated number of participants assigned to each activity should be for the entire budget period. (The same customer can be counted in multiple activities).

· The total amount of non-federal funding available must equal or exceed the value of the total budget for the activity.

· If Reutilized Funds will be a source of the non-federal funding, the organization must keep a separate record of the funds starting with the first reimbursement.  (Reutilized Funds are funds received from reimbursement of FAE&T Plus expenditures and they will be used as non-federal funding for future invoices).

· Budgeted costs must be directly linked to the approved activity and projected to be paid for with non-federal funds to qualify for reimbursement.

· Personnel expenses must be based on the anticipated amount of time staff will spend supporting FAE&T Plus.  Indicate the percentage of a full-time equivalent as appropriate.

· Detail must be provided for facility expenses that include contractual services.

· [bookmark: _Hlk531859328]Material and supplies are direct costs if kept in a supply cabinet for only FAE&T Plus staff.  If they are kept in a general supply cabinet for multiple programs, they would be percentage-based costs.  These percentages are based on staff time worked on FAE&T Plus. 

· Staff travel and training costs must only include projected costs related to FAE&T Plus.       

· What is an Indirect Cost? An indirect cost is a cost that is not directly traceable to a cost object. Rather, the cost is common to several objects and requires an allocation. 

· If the organization will be using an indirect cost rate, whether de minimis or federally approved, enter the rate in the field below ‘Enter ICR %’ for each activity.

· When determining the ‘program delivery direct costs’ for the purpose of calculating the ‘indirect costs’ do not include any indirect costs that are detailed in the budget categories.  Also, do not include costs associated with supportive services.

· The value for the indirect costs will be automatically calculated based on the amounts entered in the ‘program delivery direct costs’ and the ‘Enter ICR %’ fields.  

· If the organization has ever had a federally approved indirect rate, and will be requesting reimbursement for indirect costs, a copy of the letter is required.

· If the organization is providing supportive services or case management to help customers maintain employment (obtained after participating in other FAE&T Plus activities) the organization must have an approved Job Retention Services activity and these costs are only reimbursable for 90 days.

· The spreadsheet must be returned to the MWA in the Excel format and not as a .pdf.



FAET-100B Plus Budget Instructions (Revised 6/3/2020) 		Page 2 of 4 

