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	Appendix B: Budget Guidelines                                                                            FY 2016  Mental Health Consultation Grant 

	Line #
	Expenditure Category
	Program Expenditures
	Admin Expenditures
	Unallowable

	Funds associated with this grant must be used to support the FY 2016 Mental Health Consultation Grant objectives, goals and priorities and are subject to limitations outlined in the Grant Application.
Please reference these budget guidelines when completing the Lead Agency Budget (Part 4) and Subcontractor Budget(s) (Part 5). 
EEC reserves the right to approve, deny, or request modifications on planned fund use.

	Line #
	Expenditure Category
	Program Expenditures: Direct costs are those for activities or services that benefit specific projects, e.g., salaries for project staff and materials required for a particular project. Because these activities are easily traced to projects, their costs are usually charged to projects on an item-by-item basis.
	Admin Expenditures:  Administrative expenses are necessary costs that are associated with the management, administrative, clerical, and general functions of the grant.

	Unallowable: Unallowable costs are those expenses that cannot be paid through the use of  these grant funds.

	
	# of Staff &
FTE
	1. The number of staff and FTE columns should be completed for Administrators, Instructional/Professional Staff and Support Staff. 
1. Staff time must be reported in Full Time Equivalences (FTE) under FTE for this Grant. 
1. Note that number of staff can only be expressed in whole numbers while FTEs (full time equivalents) can be expressed in decimals. 
1. The figure used for the FTE should represent the percentage of the salary (or salaries) the grant is supporting. 
3. For example a staff person that works a total of 40 hours per week and carrying out grant specific work for 40 hours per week should be reported as a request for funds for “1.0 FTE” under FTE for this Grant.
· Full-time equivalent (FTE) is a unit that indicates the workload of an employed person in which a person works a minimum number of hours defined as such by his/her employer.  Companies commonly require from 30–35 or 40 hours per week to be defined as full-time.

	1
	Administrator 
	A person whose job is to manage a company, school, or other organization.  Costs associated with staff time will be used to fulfill the grant requirements by providing leadership and administrative oversight of the grant-funded project (Supervisor/Director and/or Project Coordinator). 

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Supervisor/Director 
	· A Supervisor may be a person who supervises a person or direct service activity.
· A Director may be a person who is in charge of an activity, department, or organization.  
· The portion of staff time used by the Supervisor/Director that is associated with carrying out the direct service requirement of the grant may be requested.
	· A Supervisor may be a person who supervises a person regarding administrative activities.
· A Director may be a person who is in charge of an activity, department, or organization.  
· The portion of staff time used by the Supervisor/Director that is associated with carrying out the administrative requirement of the grant may be should be reported as an administrative expense. 
	

	Project Coordinator
	A Project Coordinator may coordinate activities and functions of a designated project to ensure that goals and objectives specified for the project are accomplished.
	
	

	Stipends 
	Stipends paid to regular salaried project coordinators or direct administrators for activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  
	Stipends paid to regular salaried supervisor/director or  staff for activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  

	

	Other 
	This sub-line is used to indicate Administrator positions for program costs with titles other than listed above. 
	This sub-line is used to indicate Administrator position for admin costs with titles other than listed above. 
	

	2
	Instructional /Professional Staff 
	Professional staff who are certified or licensed to provide either instructional or direct services and are agency employees. This may include employees providing clinical supervisions to early childhood mental health consultation team (Advisor); employees delivering mental health consultations services, such as a Psychologists, Social Workers, Early Childhood Mental Health Clinicians (Clinician), Behavioral Specialists (Specialist), and/ or Coordinators responsible for project/program organization, integration and/or operation, like a Triage Coordinator (Coordinator). 

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Advisor 
	Advisors may be content experts in a particular field, and involved with the program in such a way that they can mentor or guide. This is inclusive of a salaried employee providing clinical supervisions to early childhood mental health consultation teams.
	
	

	Clinician
	Clinician may be individuals who are salaried employees who concentrate primarily on the delivery of mental health consultation services, such as a Psychologist, Social Worker, Early Childhood or Mental Health Clinician.
	
	

	Coordinator 
	Coordinators may be responsible for project/program organization, integration and/or operation, like a Triage Coordinator.
	Coordinators may be responsible for project/program organization, integration and/or operation that are administrative in nature. 
	

	Educator / Instructor 
	Unallowable use of FY 2016 ECMH grant funds.


	Home Visitor 
	

	Specialist 
	Specialists, such as Behavioral Specialists may be individuals who concentrate primarily on a particular subject or activity as well as people who are skilled in a specific and restricted field, who are salaried employees.  If specialist is used, please differentiate between the roles of the clinician and indicate the specialist's disciplinary focus in the budget narrative.
	
	

	Stipend 
	Stipends paid to regular salaried Instructional/Professional staff or direct administrators for activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  
	Stipends paid to regular salaried Instructional/Professional staff for admin activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  

	

	Other 
	This sub-line is used to indicate Instructional/Professional program costs with titles other than listed above.
	This sub-line is used to indicate Instructional/Professional admin costs  with titles other than listed above. 
	

	3
	Support Staff 
	Administrative costs associated with staff time will be used to fulfill the grant requirements by clerical, or non-professional staff who provide either non-instructional services or support services.

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Aide/ Paraprofessional 
	Unallowable use of FY 2016 ECMH grant funds.

	Secretary/ Bookkeeper
	
	· A Secretary may be defined as a person employed by an individual or in an office to assist with correspondence, keep records, make appointments, and carry out similar tasks.
· A Bookkeeper may record the transactions of a business.
	

	Stipend 
	Stipends paid to regular salaried Instructional/Professional staff or direct administrators for activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  
	Stipends paid to regular salaried Instructional/Professional staff or direct administrators for activities outside their contracted working hours (unless the recipient agency has a policy of paying overtime for such activities).  
	

	Other 
	This sub-line is used to indicate Support Staff program costs with titles other than listed above.
	This sub-line is used to indicate Support Staff admin costs with titles other than listed above.
	

	4
	Fringe Benefits 
	Fringe benefits are allowances and services by employers to their employees as compensation in addition to regular salaries and wages.  Fringe benefits include Federal Tax, State Tax, FICA, Mass Unemployment, Health Insurance, Worker's Compensation, Medicare, SUTA, Other Retirement Systems, Other Fringe costs, as applicable.  
· Please indicate what the fringe consists of for each funded employee requesting funding for fringe benefits.  
· Any fringe benefit related to staff working on this project MUST be listed in the budget unless 100% of those fringe benefits are being paid for by another source.  
· If the amount is coming from another source, please provide this information in the budget narrative.  
· If fringe benefit amounts exceed 35%, provide a breakdown of categories and percentages in the budget narrative. EEC reserves the right to disallow fringe benefit costs that exceed 35%. 
· If the amount of fringe is 35% or less, EEC reserves the right to request a breakdown of categories and percentages.          
	

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Direct
	Program Fringe Benefits are extra benefits supplementing an employee's salary that are applied to Direct Costs.
	
	

	Admin
	
	Admin Fringe Benefits are extra benefits supplementing an employee's salary that are applied to Admin Costs.
	

	5
	Contractual Services 
	Contractual Services:  Funds to pay to another individual to carry out a single purpose or specific service to meet the objectives of the grant at a specific rate per Hour/Day/Week/Year/Flat. Details regarding the # of Hours/Days/Weeks/Year/Flat should be outlines when requesting these funds. These individuals are not salaried employees. 

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Advisor 
	Advisors may be content experts in a particular field, and involved with the program in such a way that they can mentor or guide.  This is inclusive of clinical supervisions when not funded through a salaried position. 
	
	

	Clinician
	A contractual Clinician are qualified individuals providing mental health consultation services on a contractual based, such as Psychologists, Social Workers, Early Childhood Mental Health Clinicians.  These positions are not salaried employees.
	
	

	Consultant
	A contractual consultant may provide expert advice professionally, like interpreters or other translation supports.
Note:  Use contractual Consultant for persons who are not providing mental health consultation services. 
	A contractual services that are administrative in nature.
	

	Educator/Instructor 
	Unallowable uses of FY 2016 ECMH grant funds.


	Home Visitor 
	

	Specialist 
	A Specialist, such as a Behavioral Specialist  may concentrate primarily on a particular subject or activity and may be highly skilled in a specific restricted field.  If specialist is used, please differentiate between the roles of the clinician and indicate the specialist's disciplinary focus in the budget narrative. A contractual specialist is not a salaried employee.  
	
	

	Speaker
	Unallowable use of FY 2016 ECMH grant funds.


	Substitute 
	

	Stipend
	Those receiving pay via a stipend are paid a fixed regular sum, like an post-graduate internship stipend.
	
	

	Other 
	This sub-line is used to indicate Contractual Service program costs with titles other than listed above.
	This sub-line is used to indicate Contractual Service admin costs with titles other than listed above.
	

	6
	Supplies & Materials
	Supplies that will be used to carry out the required services of the grant.  These supplies and materials are items costing less than $5,000 per unit or having a useful life of less than a year.

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Educational & Instructional Materials 
	Educational and instructional materials may be defined as materials that are designed primarily for the education of children, educators, and families.  Educational & Instructional Materials may include but are not limited to program- and classroom-level screening, observation, and assessment tools, child and family-focused screening and assessment tools used to assess programs’ environments, children’s social, emotional, behavioral skills as well as educator and family support needs; and/or other instructional materials for learning environments used to promote children's positive social and emotional development. These are direct service costs.
	
	Diagnostic assessments used to determine eligibility for clinical therapeutic services. 

	Instructional Technology including Software
	For purposes of providing direct services such as the provision of family-focused screening and assessment tools used to assess programs’ environments, children’s social, emotional, behavioral skills as well as, educator and family support needs, using tools such as eDECA, etc. These are direct service costs.
· Tablets (price not to exceed $600.00 per tablet)
	
	Laptops

	Non-Instructional Materials 
	
	· Non-Instructional Materials are those supplies are related to the administrative function of the grant, and may be described as materials that will not be used to provide direct services and consultation and may can include: 
· office supplies, pens, toner, copy paper, and cleaning supplies, etc.
	

	Other 
	This sub-line is used to indicate Supplies and Materials program costs with titles other than listed above.
	This sub-line is used to indicate Supplies and Materials admin costs with titles other than listed above.



	

	7
	Travel 
	Travel expenses for in-state travel costs required to implement grant specific activities (i.e. mileage) such as travel to grantee technical assistance meetings, travel to Community Service Agency meetings, travel to conduct outreach, cost related to travel to and from programs, family child care provider, and families who participating in mental health consultation services. (i.e. mileage).

	Supervisory Staff
	In-state Travel for Supervisory Staff 
	
	Out-of-state travel expenses are not an allowable use of FY 2016 ECMH grant funds.


	Instructional Staff
	In-state Travel for Instructional Staff positions, which include Early childhood mental health consultants travel expenses. 
	
	Out-of-state travel expenses are not an allowable use of FY 2016 ECMH grant funds.



	Other 
	Other Travel for in-state travel related to staff training development for grant-funded positions. The combined total for staff training including in-state travel must not exceed 5% of the grant.
	

	Out-of-state travel expenses are not an allowable use of FY 2016 ECMH grant funds.






	8
	Other Costs
	This sub-line is used to indicate costs associated with a variety of activities outlined in the application instructions. 
· Note that photocopying costs belong under printing/reproduction in this line, while amounts budgeted to purchase paper for the photocopier would be listed under Supplies.  The lease of a photocopying machine would be listed under Rental Equipment in this line.  

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Advertising 
	The costs of conducting outreach to programs, providers and stakeholders.   include direct mail, exhibits, electronic or computer transmittals, and the like.
	The costs of advertising media and corollary administrative costs. Advertising media include magazines, newspapers, radio and television.
	

	Equipment Rental
	
	Equipment rental may include the provision of equipment or tools of all kinds for a limited period of time to users in exchange for money, like the lease of a photocopying machine.
	

	Maintenance/Repairs
	Unallowable use of FY 2016 ECMH grant funds.

	Membership Subscriptions
	Membership subscriptions may be defined as the regular costs for maintaining memberships. Costs of membership in civic, business, technical, and professional organizations are not an allowable use of FY 2016 ECMH grant funds.

	Printing/ Reproduction
	Reproductions defined as the act of making a copy of something, that will be distributed educators and programs, providers and educators as part of the delivery  mental health consultations is considered a direct service expense. 
	· Printing may be defined as the production of books, newspapers, or other printed material.
· Reproductions may be defined as the act of making a copy of something, like a referral form or case file is considered an administrative expense. 
	

	Staff Training
	Staff Training may be defined as the acquisition of skills and knowledge for staff development in order to enhance their capacity to implement the requirements of this grant. Professional Development for staff must be approved by EEC/DMH for grant-funded personnel and contracted consultants that specifically address grant priorities and required services.  EEC reserves the right to approve/deny any costs associated with training requests if justification is deemed insufficient and unacceptable. Cost related to staff training and Other Travel related to staff training must not exceed 5% of the grant allocation.
To maximize training resources, grantees must consider including other mental health professionals (non-funded) for these grant-funded training opportunities.  Funds may support costs associated with attendance at training activities held on a statewide basis. 
Note: Staff training requiring in-state lodging and meals as a result of overnight training if applicable, must be approved by EEC prior to attendance and requested in the Other Travel  line item.  A detailed description must be delineated on the budget narrative.  The combined cost of staff training must not exceed 5% of the grant. 
EEC reserves the right to approve/deny any costs associated with training requests if justification is deemed insufficient and unacceptable.
	
	Out-of-State Staff training are not an allowable use of funds.  



	Rental of Space
	
	Rental of Space may be defined as the necessary cost or amount paid for rent on a particular location. 
	

	Telephone/Utilities
	Costs in this line item may be defined as costs that pay for telephone service or utilities services, including internet and Wi-Fi for the purposes of providing direct services such as the provision of service referrals to families and programs, to administer social emotional screening with educators and families using tools such as eDECA, etc.
	Costs in this line item may be defined as costs that pay for telephone service or utilities services, including internet and Wi-Fi for administrative tasks.
	

	Direct Service Transportation
	This is not an allowable use of FY 2016 ECMH grant funds.

	Other
	This sub-line is used to indicate Other program costs with titles other than listed above.


	This sub-line is used to indicate Other Admin costs with titles other than listed above, for example cost associated with professional credentialing and insurance fees are considered an administrative cost.
	Purchase of Food is not an allowable use of FY 2016 ECMH grant funds.
Lobbying Expenses:  Grant funds shall not be used to cover costs incurred by employees, lobbyists, or consultants to influence any local, state or Federal legislation or policy in either the Legislative or Executive branch.



	9.
	Capacity Building
	Capacity Building:  Professional Development Opportunities are limited to the cost of the provision of focused training for educators that is provided within the context of delivering an array of other mental health consultation services. This is a direct services expense.    

	Professional Development Opportunities
	Professional Development Opportunities / Training Costs for on-site training provided to programs and educators within the context of delivering specific mental health consultation services. These professional development sessions cannot be the only consultation service received.   Other programs and providers can be considered for inclusion in this training opportunity to maximize access to training resources. 
	
	Cost associated with offering professional development for Educators, when the training is the sole service to be delivered.


	Application Fees
	Unallowable uses of FY 2016 ECMH grant funds.


	CEU Courses
	

	College Courses
	

	Other
	

	10.
	Indirect Costs
	Indirect Costs are costs incurred for common objectives that benefit multiple programs administered by the grantee organization, or the organization as a whole, and as such are not readily assignable to a particular program funding stream.
· An applicant can use an indirect cost rate ONLY IF it submits documentation stating the approved rate on letterhead from the approving agency.  The Indirect Cost Rate Letter (Federal) is usually from Health and Human Services. In the absence of having a current approval letter for an Indirect Cost rate, applicants must use the Administrative cost section to itemize in the budget.

	
	Program Expenditures
	Admin Expenditures
	Unallowable

	Indirect Costs
	
	· Indirect Costs are part of the expenses allocated to administrative funds.  
· Under no circumstances can the use of the indirect cost rate exceed the amount of funds (8% of the total grant) allocated to administrative purposes.
	

	11. 
	Equipment
	Equipment means tangible nonexpendable personal property including exempt property charged directly to the award having a useful life of more than one year and an acquisition cost of $5000 or more per unit. However, consistent with recipient policy, lower limits may be established.  

	Instructional Equipment
	Unallowable uses of FY 2016 ECMH grant funds.


	Non-instructional Equipment
	

	Other
	


 (
Unallowable 
Use of funds:
Grant funds cannot be used to provide direct clinical services to children or families.  Therapeutic direct services must be referred to mental health service providers. 
Grant funds cannot be used to provide services for children with disabilities when such services are prescribed in a family’s Individualized Family Service Plan (IFSP) or a child’s Individualized Educational Program (IEP).
Grant funds cannot be used to supplant federal or state supplemental Head Start funds allocated for the purposes of providing comprehensive mental health services; however, EEC Mental Health Consultation Grant funds may be used to provide supplemental mental health consultation services, on an intermittent basis. 
Grant funded services cannot supplant health care services or mental health services that are reimbursable through insurance.
)

 (
NOTE: Subcontractor Budget (Part 5) -
 
 
If an applicant proposes subcontracting some of its required services, the applicant must submit the proposed subcontracted services from each subcontractor and other partners in a separate subcontractor budget as  part of its grant application response.  
The guidelines for allowable and unallowable costs apply for 
all subcontracting entities. 
It is the responsibility of the grantee to ensure that all subcontracting partners meet these fiscal requirements. 
)
Page 1

image1.jpeg
(x#y uassacuuserTs Mass.

w—‘—\




