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ILLINOIS CHILDREN’S HEALTHCARE FOUNDATION

DIRECTIONS TO COMPLETE GRANT EXPENDITURE REPORT FORM
Previously, there were some misunderstandings about the information ILCHF wanted to have reported in the Grant Expenditure Report Form.  In order to make sure that we receive consistent reports, we have revised the Grant Expenditure Report Form.  Please use the required template to report all of your grant expenditures for the grant-to-date.   
The template is protected, so (if we have done our work correctly) you will not be able to adjust or change any of the categories or titles. The form should allow you to enter data only where the data is required to go on the form.   

The grey shaded cells in the spread sheet are protected. They contain formulae that provide calculations (sums or ratios) based upon your input. 


When completing the report, please pay attention to the following:

Identifying Information.  Provide all of the identifying information at the top of the form that is requested about your grant. This should be the information that is in your Grant Agreement Letter.
Section I. Personnel. (For questions about the use of these terms, refer to the budget definitions included in Attachment  C) 
· Fringe Benefits.  Provide the percentage that you use to calculate this allocation.
(NOTE: If different rates are used for different positions, explain the percentage used to calculate the fringe benefit costs for each individual in the Budget Narrative.  If the rate for any individual exceeds 30%, please provide a list of the benefits included.)
· Staffing.  You may have more than 1 position title in each Position Category, e.g., Program Staff, Case Managers, Dental Hygienists,  LCSW Counselor, Pediatric Nurse, and Behavioral Consultant. For each Position Category provide:

· FTEs (full-time equivalents). This should be the amount of staff time and effort that was allocated to the program in the grant application and in the approved budget, e.g., 1 full-time person would be 1 FTE; 2 half-time people would be 1 FTE.   
· #.  This should reflect the number of individual staff that was allocated to the program. Indicate how many actual staff persons comprise the FTEs for each Position Category. 
Sections I, II, III and IV. In each of the following categories, provide the following financial information for each line item:

· Total Program Budget.  The total amount allocated for the program as submitted in your application to operate the program. 

· Budgeted.  The total amount that was approved in the grant agreement letter.

· Total Spent.  The total amount that was spent on each line item for the grant-to-date.  


NOTE:  Any and all changes to either the “Total Program Budget” or the “Budgeted” as agreed upon in the Grant Agreement Letter must be requested in advance and in writing to your ILCHF Program Officer. Changes between individual personnel in each Personnel Category do not need to be requested, however changes between position titles do. 
If you are requesting a budget revision(s), you must provide an explanation of what effect, if any, it will have on the implementation of the logic model for the project, including the outcomes, timelines and the service deliverables that were submitted with your original proposal. 

ILLINOIS CHILDREN’S HEALTHCARE FOUNDATION

DIRECTIONS TO COMPLETE BUDGET NARRATIVE

Use the Budget Narrative to provide the details of the actual expenditures grant-to-date for the program or project, based upon the descriptions in Section C below. The expenditure objects in each budget category and line item must match with those items listed in the Budget Narrative in your grant application.
The Budget Narrative report is to be a cumulative report, and should identify all staff costs, operating expenses, purchases, and contracts for the grant project-to-date.  For each reporting period requirement, simply add to the report the expenditures for the past 3 months to the list of items and expenditures in your previous reports.     

Position Categories.  In the Budget Narrative, under each Position Category please include the following:

· A brief description of each position’s primary responsibilities, regardless of the source of funding;

· The FTE (full-time equivalency or percentage of effort) that were devoted to the project by all of the individual employees in the position;

· The base annual salary for the position;

· The charges for the position to the grant to-date. 

Other Direct Costs.  Provide specific details about the types of expenditures and the amount for each line item that was approved in the grant budget.  The descriptions should list the types of actual items that were planned for expenditure under each line item in the grant, and include the costs that justify the respective expenditure amounts that were charged.
Purchased Services.  In the Budget Narrative, please list the items being funded under this subcategory and the amount budgeted for each item. Provide the following:
· Names of the individuals or organizations performing the services;
· A description of the services and the specific deliverables that were provided as part of the contract; 

· The specific amount paid for each contract; 
· The unit cost of the services that were purchased; 

· The number of hours or units of services that were purchased. 

Indirect Costs.   You are not required to charge expenditures in the grant to Indirect Costs.  However, the Indirect Costs that are charged to the ILCHF grant may not exceed 10% of the total cost of Personnel, Other Direct Costs, and Purchased Services identified above. 


ILLINOIS CHILDREN’S HEALTHCARE FOUNDATION

DEFINITIONS OF BUDGET/EXPENDITURE CATEGORIES

I.  Position Categories:  

This category captures all of the personnel costs required to perform the project.  Costs for project staff who are not/will not be employees of the applicant should be entered under Purchased Services.

Personnel subcategories:

· Project Director/Principal Investigator: Direct project time associated with such positions as project director, principal investigator, and co-principal investigators providing leadership to the project. 
· Project Staff: Salary/wages of employee titles that perform activities directly related to carrying out the program’s work plan and implementing the logic model, e.g., a project manager, project coordinator, case manager, senior staff, research assistants, etc.
· Administrative Staff: Salary/wages of employee titles that perform administrative support that is directly charged to the project (e.g., clerical, receptionist, administrative assistant, program assistant, secretary).
· Other Staff: Any salary costs not covered under the other Personnel subcategories.

· Fringe Benefits:  Should include all federal, state and local taxes as well as health insurance, tuition and other benefits provided to employees.

· FTEs (Full-time equivalent). This is a term used to measure a position's involvement or effort in work on a project.  FTE is the percentage of time a staff member works represented as a decimal. A full-time person is 1.00 FTE, a half-time person is .50 FTE, and a quarter-time person is .25 FTE.
II. OTHER DIRECT COSTS:  

These are the direct non-personnel, project-related costs excluding consultant fees and contracts.    

Direct Cost Subcategories:

· Office Operations:  Includes supplies, printing/duplicating, telephone, postage, service/maintenance agreements, software, and computer use (includes payment for costs associated with processing information on a mainframe computer or server), and staff training directly related to the project.  

· Communications/Marketing:  Funds needed to increase awareness and visibility as well as to promote a project; includes costs of written or electronic materials.

· Travel:  Travel by project staff and consultants directly related to the project; includes such costs as travel to professional meetings to present program findings/conclusions, to promote the program, or guest speaker travel, etc.

· Meeting Expenses:  Project-related expenses for meetings, including meeting room rental, A/V equipment, presentation costs, and meals/refreshments. 
Guest speaker fees should be included under the category Purchased Services. Speaker travel/lodging should be included under the category Travel.

· Surveys:  Costs associated with conducting surveys that do not fall under Personnel or Purchased Services; includes items such as temporary help, polling costs, design/development of a survey, mailing surveys, telephone survey costs, etc.

· Equipment:  Equipment means an article of nonexpendable, tangible personal property that was specifically purchased to implement the program or project. Computers, printers, fax machines, telephones, postage meters, etc. that was purchased or leased for the program. 
· Construction/Remodeling:  Costs related to any construction or remodeling that was approved in the Grant Letter. 
· Project Space:  Space costs required as a result of this project; includes the prorated costs of the occupied space or the actual costs of the additional space requirements (Please provide the basis used to calculate the amount that was spent).

· Other:  Includes any other cost not previously covered under Other Direct Costs.

III. PURCHASED SERVICES.  

Activities identified in the scope of work of the project that are delegated to a third party.  The cost of providing these activities is recorded in this category. 

· Consultants:  Fees or honoraria paid to individuals for a specific service provided based upon an agreed-upon rate. This could include speaking fees, service on an advisory committee, technical assistance, etc.

· Contracted Professionals.  Costs related to a service negotiated for a specific period of time with specific deliverables, and provided through a signed contract. This should include the salaries and fringe benefits of personnel working on the project who are not employees of the grant organization. 
IV. INDIRECT COSTS. 

Indirect costs are those costs that are necessary to the operation of the organization, and for a common or joint purpose. They benefit more than one project or objective, but they are not readily identified or assigned to a particular program or cost objective.  These might include such things as administrative expenses that are related to overall operations that are shared among projects and/or functions (e.g., executive officers’ salaries, personnel, accounting, grants management, legal expenses, utilities, and facility management).
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