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BUDGET GUIDANCE  
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Introduction

Proposal reviewers will be reviewing the information in your budget workbook to determine whether:
· It is consistent with the information about your program that you provided in your Program Narrative, including the Appendix: Training Timeline & Outcomes Table, and in the online application.
· Costs are allowable, allocable, reasonable and necessary, as described in Section 4 of the RFP and in this guidance.
· Calculations and cost explanations are clear, understandable and accurate.
· Original formulas have not been altered.
· Each sheet that applies to your program (Outcomes Chart, Internal Staff, Other Costs, Support Services, Contracted Services, Indirect) is fully completed and submitted in the original Excel format.
The budget is a procurement requirement and is worth 20 of the 100 points available: reviewers assess accuracy, allowability, reasonableness, alignment with the program design, documentation, match, leveraged resources and cost per outcome. If proposal reviewers encounter confusing or contradictory information, this may have a negative impact on your score or, if you are selected for a grant, could lead to delays in contract negotiations.
We strongly suggest that you ask someone in your organization or partnership to review each sheet in your budget workbook to check that calculations and explanations are clear and accurate, and to compare it with your Program Narrative, your MOAs and the online application before you submit it.


FY27 Budget Requirements

	Requirement
	FY27 rule

	Maximum request
	No more than $500,000 in grant funds.

	Grant period
	Two or three years. Earliest anticipated start date June 1, 2027; end date May 31, 2029 (two-year) or May 31, 2030 (three-year). Costs incurred before or after the contract period are not reimbursed.

	Match
	At least 30% of the grant request, in cash, in kind or both. See "Match" below.

	Indirect costs
	No more than 15% of modified total direct costs (MTDC), calculated in accordance with 2 CFR 200.414. See "Indirect" below.

	Fringe
	Fringe benefit rates must be reasonable and clearly itemized.

	Payment
	Cost reimbursement: grantees incur and pay allowable expenses first, then request reimbursement through a monthly Fiscal Status Report (FSR). No advance payments.

	Documentation
	All costs and match must be adequately documented. Back-up documentation must be submitted with the first two monthly FSRs, and on request after that.



Please note – only include costs and match you will be able to document if you are funded. Documentation may include invoices, receipts, payroll records, timesheets, proof of payment, contracts, and records supporting in-kind contributions.


Allowable Costs and Restrictions


Allowable costs
The RFP allows the following costs when they are directly tied to the approved program. The second column shows where each belongs in the workbook.
	Allowable cost (RFP Section 4.2)
	Where it goes in the workbook

	Outreach, recruitment, assessment, eligibility and selection
	Internal Staff; Other Costs (Marketing); Contracted Services

	Occupational training, contextualized workforce literacy, credential preparation
	Contracted Services (Training Contractors) or Internal Staff for in-house instructors

	Testing, licenses and credential fees
	Support Services (Participant Tuition & Fees)

	Training-related technology
	Other Costs (Equipment) for program equipment; Support Services (Program Supplies or Other) for participant devices or connectivity

	Instructional and program staff, partnership coordination, job development, career coaching, case management, data entry, fiscal administration directly tied to the award
	Internal Staff (lead applicant payroll); Contracted Services (partners)

	Participant supports: transportation, childcare, uniforms, tools, technology access, required materials, flexible assistance for documented barriers or emergencies
	Support Services (Transportation; Program Supplies; Other Support Services)

	Paid work-based learning, stipends and other approved participant payments
	Support Services (Training Stipend; Training Incentives; Work Experience)

	Limited evaluation, curriculum development and continuous improvement
	Contracted Services (Curriculum Development; Other) or Internal Staff

	Equipment needed to create or expand training capacity
	Other Costs (Equipment Purchase or Rental)




Restrictions
· Participant wages for regular employment are not reimbursable. Approved stipends or paid work-based learning must be clearly distinguished from employer payroll for regular productive work.
· Meals are not allowable unless expressly authorized in writing under a specific exception.
· Costs incurred before the contract start date or after the end date are not reimbursed.
· Costs that duplicate another funding source, primarily benefit the organization outside the approved program, or lack documentation are not allowable. Donnelly grants may not duplicate services, costs, participants or outcomes supported by another public grant.

Equipment
Equipment may be purchased only when it is necessary to create or expand training capacity. In the Notes column, document the existing capacity, the need, how the equipment will be used, how it will be inventoried and controlled, and how its use will be sustained after the grant.

Consultants
If you propose to use a consultant, describe the consultant's role, why the consultant was selected, the services to be provided and the proposed hourly rate or other compensation structure. CommCorp may request additional information to assess the reasonableness of the cost and the selection process.

Stipends
For guidance on stipend amounts and structure, see CommCorp's Stipend Guidance. Stipends should be tied to participation in training and should appear in Support Services, not Internal Staff.


Completing the Budget Workbook

Read the Instructions sheet before you begin. The workbook is locked: enter information only in the ORANGE cells. GREEN cells contain formulas that pull from other cells or sheets, and BLUE cells contain information. Do not alter formulas. Enter the name of the lead applicant organization on the Outcomes Chart (cells I2:P2); it will populate the rest of the workbook.
Each cost sheet is divided into four sections: Budget – Start Up, Budget – Implementation, Match – Start Up and Match – Implementation. Enter grant-funded costs in the Budget sections and match in the Match sections.
For each cost, indicate in the Calculation (or Notes) column whether it is an actual cost (charged directly to the program) or a cost allocation (a share of a shared cost), and for allocations show the basis, such as percentage of square footage or staff time. 

Outcomes Chart
· Enter your cumulative quarterly goals for Enrollment, Completion, Credentialed and Placement (participants placed in training-related unsubsidized employment who retain it for at least 30 days), and the Average Hourly Rate at Placement. Quarters 1–12 cover a three-year grant; a two-year grant uses Quarters 1–8.
· The overall goals must match the totals in the Appendix: Training Timeline & Outcomes Table in your Program Narrative and the numbers entered in the online application.
· The RFP benchmarks are at least 85% of enrollees completing, and at least 75% of enrollees placed and retained for 30 days. If your rates are below a benchmark, use the Explanation field and the explanation row in the narrative Appendix.

Internal Staff
· List only staff on the payroll of the lead applicant. Staff of partner organizations and consultants belong in Contracted Services.
· Enter the name (or "TBA" for positions to be hired) in Column B and the title, role and responsibilities in Column C. Names and titles must match those in your Program Narrative (Sections 3A, 5A, 6A, 7B and 7D).
· In Column D, show the calculation for both salary and fringe, for example: "4 hrs/wk x 20 wks x $30/hr = $2,400; fringe 25% x $2,400 = $600." Enter the salary in Column E and fringe in Column F; Column G totals automatically.
· Itemize the fringe rate and what it includes. Rates must be reasonable.
· Hours should reflect the level of effort needed to carry out the role described in your narrative.
· Organizational leadership or administrative positions should be included only if they are essential to operating the program and are not already covered by your indirect costs.
· If a position is listed in both a Budget section and a Match section, explain clearly why it is supported by both and how time will be split.

Other Costs
· Enter amounts in Column C and an explanation of how each was calculated in Column D (Notes). Include only costs needed to deliver the program described in your narrative.
· Space Rental and Telephone: show how the cost was calculated in relation to the organization's overall annual cost and the share of staff time or space used by the program.
· Travel: describe who is traveling, why, and the rate used (for example, mileage x rate).
· Equipment Purchase or Rental: provide the documentation described under "Equipment" above.
· Other: be as clear and explicit as possible about what the funds will be used for.

Support Services
· For each item, enter a description in Column B, the calculation in Column C (for example, "15 participants x $25/week x 12 weeks") and the total in Column D. Multiple rows are available in each category.
· Every support described in your Program Narrative (Section 5B) should appear here, in the match, or be covered by a named partner. Do not budget for supports that are not described in the narrative.
· Calculations must use the same participant numbers as your Outcomes Chart and narrative Appendix.
· Training Stipend, Training Incentives and Work Experience: describe eligibility, amount and frequency. Work Experience covers paid work-based learning only, not wages for regular employment.
· Participant Tuition & Fees: include credential, testing and licensing fees identified in narrative Section 4E.
· Program Supplies and Other Support Services: use these for items such as uniforms, tools, technology access, childcare and emergency assistance, and describe each item specifically. Meals are not allowable.

Contracted Services
· List every organization or individual that is not on the lead applicant's payroll and will be paid to deliver program services. Each partner listed here should have a signed MOA, and names and services should match your Program Narrative (Sections 4A, 5A, 6A and 7A).
· Categories are Training Contractors, Curriculum Development Contractors, Other Contractors, , MassHire Contractors and Third Party Contractors. Use the category that best describes the service.
· For each contract, enter a description in Column B, the calculation in Column C (for example, "120 instructional hours x $85/hr") and the total in Column D. The cost and level of effort should match the role described in your narrative.
· For consultants, provide the information described under "Consultants" above.

Indirect
Enter your proposed indirect costs for the budget and, if applicable, the match. Indirect costs may not exceed 15% of modified total direct costs (MTDC).
· MTDC includes direct salaries and wages, fringe benefits, materials and supplies, services, travel, and up to the first $50,000 of each subaward.
· MTDC excludes equipment, capital expenditures, rental costs (such as space rental), tuition, scholarships, participant support costs (such as stipends, participant transportation and fees paid on behalf of participants), and the portion of each subaward over $50,000.
· Show how you calculated your MTDC base and indirect amount. 
Indirect costs are an organization's shared overhead (such as accounting, human resources, facilities, insurance and organizational leadership) that cannot be tied to a specific program. Program-specific administrative costs, such as program coordination, data entry and fiscal reporting for this grant, are direct costs and belong in Internal Staff. Do not charge the same cost as both direct and indirect.

Budget Roll Up, Match Roll Up, Budget Summary and Match Summary
· These sheets calculate automatically. Use them to check your work.
· Confirm that the Total Cumulative Budget on the Budget Summary is no more than $500,000 and matches the amount requested in the online application.
· Confirm that the Match % on the Match Summary is at least 30%.
· Overall Cost Per Enrollment is your total budget divided by planned enrollment. Overall Cost Per Placement is your total budget divided by the number of participants expected to achieve the placement and 30-day retention outcome. These calculations use the numbers on the Outcomes Chart.
· If your cost per outcome exceeds $10,000 explain your rationale in the Explanation field on the Budget Summary.
Cost reasonableness is related to the needs of your population, the hiring requirements of the occupation and the services it will take for participants to succeed. A higher cost per participant or outcome will not disadvantage your application if it is reasonable in that context and is explained. Reviewers will look for public funds concentrated on measurable worker results.


Match

Awardees must provide match equal to at least 30% of the grant request. Match may be cash, in kind or a combination, and must be necessary to the approved program, reasonable in value, supported by source documentation, and not counted toward another public match requirement unless expressly allowed.
Enter match in the Match sections of each cost sheet. For each item, state in the Description column who is providing it (the lead applicant, a named partner or a named employer) and whether it is cash or in kind.
Employer and partner contributions entered as match should be the same contributions described in their signed MOAs and in narrative Section 6B. The table below lists the documentation you will need to maintain for each type of match if you are funded.
	Type of match
	Documentation required

	Staff time
	Role, activity, time records, rate and fringe support

	Employer or partner contribution
	Signed commitment, valuation, dates, and evidence that the contribution was provided

	Facilities, equipment and supplies
	Reasonable valuation, program allocation, period of use and source records

	Participant supports and training
	Invoices, payment records, participant eligibility and connection to the approved program

	Cash contribution
	Source, amount, receipt, and expenditure for approved purposes





Common Issues to Avoid


Overall
· The total grant request is different from the amount requested in the online application or exceeds $500,000.
· Calculations or cost explanations for line items or positions are inaccurate or do not appear justifiable in relation to the program described in the Program Narrative.
· The total match does not equal or exceed 30% of the grant request, or match sources are not identified.
· Indirect costs exceed 15% of MTDC, or the same cost is charged both directly and as indirect.
· Sheets that apply to the program are incomplete.
· Proposed costs are not identified as actual or cost allocation.

Outcomes Chart and Budget Summary
· Enrollment, completion, credential or placement goals differ from the numbers in the narrative Appendix or the online application.
· No explanation, or an unclear rationale, for a cost per outcome above the threshold.
· Completion or placement rates below the RFP benchmarks without an explanation.

Internal Staff
· Names, titles and roles that are not consistent with the Program Narrative. Any lead applicant employee named in the narrative whose role is essential to the program should be listed in a Budget or Match section of Internal Staff, with the same title.
· Hours that are not consistent with the level of effort described in the narrative.
· Leadership or administrative positions that do not appear essential to the program or that duplicate indirect costs.
· Calculation descriptions in Column D that are incorrect or inconsistent with the amounts in Columns E and F.
· Positions listed in both Budget and Match sections without a clear explanation.
· Positions in the Match sections that have no clear relation to the program or more hours than is justifiable.
· Positions that are not on the lead applicant's payroll. These belong in Contracted Services.

Contracted Services
· Contractors or services that are not consistent with the Program Narrative or are not supported by a signed MOA.
· Costs or levels of effort that are not consistent with the role described in the narrative.
· Calculation descriptions in Column C that are incorrect or inconsistent with the total in Column D.
· Consultants without a description of role, selection and rate.

Other Costs
· Line items that are not relevant to delivering the program or conflict with the narrative.
· Space Rental or Telephone requests without a method for calculating the program's share of the organization's overall cost.
· Equipment purchases without documentation of need, use, inventory control and sustainability.

Support Services
· Supports described in the narrative with no corresponding budget, match or partner resource.
· Calculations inconsistent with the number of participants on the Outcomes Chart and in the narrative Appendix.
· Budget requests for services that are not described in the narrative.
· Requests for meals, or for participant wages for regular employment.

Match
· Line items that are not relevant to the program, appear inflated or unrealistic, or would be difficult to document.
· Employer or partner contributions that do not match their signed MOAs.
· Match already counted toward another public match requirement.


Checklist

Here is a checklist for developing your budget.
☐  Before beginning, you have read the Instructions sheet in the workbook and this guidance, including the allowable costs and restrictions.
☐  The total grant request is no more than $500,000 and matches the amount in the online application.
☐  The goals on the Outcomes Chart match the narrative Appendix and the online application, and the same numbers were used in your Support Services calculations.
☐  You have compared the names, titles and roles on the Internal Staff sheet with the positions in your Program Narrative and there are no inconsistencies.
☐  You have compared the contractors and services on the Contracted Services sheet with your Program Narrative and signed MOAs and there are no inconsistencies.
☐  You have compared all proposed staff and contracted costs with the level of effort described in your narrative.
☐  Every support service described in your narrative is funded in the budget, the match or by a named partner.
☐  Each line item has a clear calculation that equals the total entered, and indicates whether it is an actual cost or a cost allocation.
☐  Fringe rates are itemized and indirect costs are no more than 15% of MTDC, with the calculation shown.
☐  The Match % is at least 30%, and each match item identifies its source and whether it is cash or in kind.
☐  You are not requesting funds or proposing match for any item for which you could not provide documentation that matches your cost explanation.
☐  If your cost per outcome exceeds the threshold, you have provided a rationale in the Explanation field on the Budget Summary.
☐  No formulas have been altered, and the workbook is saved in its original Excel format with no password protection.
☐  Someone else in your organization has reviewed the budget and compared it with your Program Narrative, MOAs and online application.
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