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Together our impact is greater

Enhancing Capacity for Community-Serving Organizations to

Support HIV Self-Testing Programs
RFP Supplement Issued on February 1, 2022

Community Serving Organizations
Prospective Applicant Questions and Answers

Q1. Can you please clarify whether funds from this award are intended to be used for the purchase of

OraQuick HIV self-tests, and if so, the approximate proportion of funds that should be so budgeted?
Al. Yes, funds from this award are to be used to purchase OraQuick HIV self-test kits.
Approximate proportion of funds to be allocated for testing supplies is at the discretion of the
subrecipient. Applicants should describe how they have calculated the estimated amount
budgeted for test kits.

Q2: May we subaward funds to more than one recipient?
A2: Yes, applicants may subaward funds to more than one recipient.

Q3. If we are a subcontractor to an agency awarded a grant under CDC NOFO PS21-2102, are we eligible
to apply for the HIV Self-Testing opportunity?
A3. Yes, subcontractors to agencies awarded under the CDC NOFO PS21-2102 are eligible to

apply.

Q4. Will our organization’s last audit from a few years ago be sufficient?
A4. Yes, your organization’s most recent audit report or your most recent audited financial
statement would be acceptable.

Q5. How can we find the links to the required attachments for this RFP?
A5. All required documents including the project plan and budget templates can be found on
the CDC Foundation RFP webpage.

Qe6. Is this funding available to local health departments?
A6. No, local health departments are not eligible for this opportunity.

Q7. Can an LHD partner with a nonprofit to apply for funding?
A7. Yes, a local health department can partner with an eligible nonprofit organization or other
community serving organization who is applying for this opportunity.

Q8. Please clarify whether an organization (potential prime recipient) may invite a PS21-2102 or PS22-
2203 prime recipient to partner on the project work through a subaward/subcontract agreement?
A8. Yes, as long as the majority of funds (80% or more) stays with the prime recipient of the CDC
Foundation.


https://www.cdcfoundation.org/request-for-proposals

Q9. Can an organization apply for both RFPs (CSO funding opportunity and national/regional HIV-
prevention organization funding opportunity)?
A9. Yes, organizations are welcome to apply to both RFPs.

Q10. While reviewing the online proposal submission form, | did not see a place in the form to upload
the narrative or attachments; could you clarify where this is located on the form?
A10. After attesting that your organization is not being funded by the CDC PS21-2102, the rest
of the application becomes available, including the file upload section.

Q11. Can you define the priority populations CSOs can select to serve?
A11. Priority population include racial and ethnic minorities, people who inject drugs, gay and
bisexual men, transgender women, and other sexual or gender identity minorities who are
disproportionately affected by HIV in the U.S. Please let us know if you have any additional
questions.

Q12. Can you provide more about the cost of the OraQuick HIV self-tests to include them in our budget
proposal?
A12. OraSure Technologies provides detailed information about their HIV self-test product,
OraQuick In-Home HIV Test, including pricing for the tests.

Q13. My organization did apply for CDC Funding PS21-2103, but the results of that NOFO have not been
announced. What will be the process if we happen to be funded for both?
A13. CDC Foundation and CDC are working together to ensure that organizations that do receive
CDC Funding PS21-2103 will not be eligible for the CDC Foundation’s HIV Self-Testing funding
opportunity to ensure that no organization is dually funded by CDC and CDC Foundation.

Q14. When is the new CSO proposal submission deadline?
A14. The CSO proposal submission deadline has been extended to 5:00pm ET Monday, February
14, 2022.

Q15. Where can the templates and attachments needed to support our application be found?
A15. The templates and attachments needed for a complete proposal submission can be found
on our website (https://www.cdcfoundation.org/request-for-proposals) under the heading for
this RFP Enhancing Capacity for Community-Serving Organizations to Support HIV Self-Testing
Programs.

Q16. What is the difference between a Project Workplan and a Project Plan Template?
A16. The Project Plan Template is one of the attachments required for a complete proposal
submission and can be downloaded from the website (https://www.cdcfoundation.org/request-
for-proposals). It is a word doc. template that asks for details about planned notable events,
campaigns, or expected accomplishments over the 12-month project timeline.

The Project Workplan Proposal is not a required attachment for submission. Typically, this is a
document developed by a prospective applicant detailing the project description, goals,
objectives, partnerships and collaborations, deliverables, outputs/outcomes, and expected
impact. However, applicants are asked about each of these items in the Proposal Application
section of the online form and therefore, it is not a required attachment for submission.
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Q17. In the early days of HIV testing, client-centered counseling was a big focus. Will there be counseling
and crisis support services available to grantees to access, or does that link to mental health support
need to be created locally?
A17. While some resources may be provided regarding counseling and crisis support services, it
is encouraged that mental health partnerships should be developed at the local level.

Q18. In terms of obtaining HIV self-tests, will the CDC Foundation play a role in bulk ordering, or will
each grantee work alone?
A18. The contracted Technical Assistance (TA) Provider will be assisting grantees with securing
bulk ordering of OraQuick HIV self-tests.

Q19. Will CDC Foundation allow for costs for incentivizing self-testing?
A19. No, incentives are not an allowable cost.

Q20. Where can | access the recording for the applicant call?
A20. A recording of the CSO Applicant Webinar Conference Call can be found on the CDC
Foundation RFP webpage.

Q21. We are an LGBT community-based nonprofit organization; however, in the application portal, we
need to select a business classification. Is this a required field for nonprofits?
A21. Yes, applicants should select the option(s) that best describe their organization for
“Business Classification.” For more information, refer to the U.S. Small Business Administration

website www.sba.gov

Q22. What is the definition of minority serving institution within the drop-down menu for “Business
Classification”?
A22. Minority-Serving Institutions (MSlIs) are defined as accredited academic institution whose
enrollment of a single minority or a combination of minorities exceeds fifty percent of the total
enrollment, including graduate and undergraduate and full-and part-time students. For more
information, refer to the U.S. Small Business Administration website www.sba.gov

Q23. We are in the process of renewing our SAM registration. After we submit our application, our
expiration date may change. Will this be an issue?
A23. This will not be an issue. The expiration date of an organization’s SAM registration can be
updated later, as needed.
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Presenter
Presentation Notes
Hi, I would like to welcome everyone to our training today on the Cost Principles and how to develop your budget for your application. My name is Ashley Ross, and I am a Federal Grants Manager with the CDC Foundation. I have been working with grants from many different funding sources for over 30 years but especially federal funding and I understand the confusion and time spent figuring out all the details when you would rather be working on your project. I am very happy to be presenting this training today and hope to provide some guidance, clear some questions and help everyone move forward easily.

Our goal with this presentation is to help you, as an applicant, to create your budget, and provide an understanding of the things you should be thinking of when determining what costs to include and where to put them. 

We want to help reduce any challenges you may face with the budget and make it clear what we look for when we review your budget, so I will also provide some insight as to what the CDC Foundation program and financial staff considers during our review. 

One thing that will be helpful for this training is if you have out the sample budget detail worksheet that we have available on the invitation for this webinar.

Throughout the presentation we will use examples taken straight out of that document, so going through it as we discuss each cost category will really help maximize this training for you.

There will be time to answer a few questions at the end of the training. Please use the QA function to enter your questions and we will answer as many as we can today. Any questions that need further follow up or that we don’t address, will be answered offline after the presentation.


Budgets: Principles and
Standards

¢2::: CDC Foundation


Presenter
Presentation Notes
Just like with any other training, we have to start off with the basics, and that starts with understanding how to treat the costs that you can include in the budget. In the Uniform Guidance there is a section on Cost Principles, and they set the Federal government’s expectations for the recipients’ standards for administering Federal funds. 

So, what types of standards do we have for your costs and why is this important? 

When you are creating your budget, EACH and EVERY cost or line item in the budget should be allowable, reasonable, and necessary to the project. For this discussion, we will use the purchase of a laptop for an Advocate as an example, and go through each of these bullet points and how they are relevant. 

Documentation is the key to success – you may hear me say this a couple times today but experience says good documentation leads to a good audit.



Budgets: Principles and Standards

Standards for costs:

« Allowable

v' Federal and State regulations, program solicitation,
organizational policies, etc.

« Reasonable
v" Prudent person test
« Necessary and allocable
v' Justified and supported in narrative

«  Treated consistently between Federal and non-Federal funds



Presenter
Presentation Notes
First, is the cost allowable with all Federal and State regulations, with the program solicitation, with your internal policies, and any other legal authority that you would need to follow? So for the example with the Advocate’s laptop, the cost may be allowable in the Uniform Guidance, but may not be based on the program solicitation. So you need to consider all regulations and policies for the allowability of costs. A few other notable items that are generally unallowable in federal funding: For example, no food, no promotional materials, no incentives, etc. 

Next, is the cost reasonable? We perform what is called a “prudent person test” where we ask ourselves, would a prudent person say “yeah, that sounds like a reasonable cost for that item.” For our Advocate’s laptop, is the cost of $5,000 where it is used by scientists to send astronauts to outer space kind of reasonable, or is it a reasonable cost at like $800 and perfect for the staff’s position to perform their daily duties. 

Then, is the cost necessary? Based on the project and the activities that are performed by the advocate, is the laptop necessary for their work? This is why the narrative section for each line item is so important, because in the narrative, you have the chance to justify and support the need for the cost. In addition, if the Advocate in our example is not projecting to spend all of their time on this project, then you’d prorate the cost and allocate it by the percentage of time they will spend on the proposed grant. 

And last, all costs should be treated consistently, whether they’re funded by Federal or non-Federal funds, and in accordance with your organization’s policies and procedures. For example, you should have one travel policy that covers staff travel that does not vary depending on if it is for your grant or other non-Federally funded travel. It should be the same across the board, and you will hear me mention that a lot throughout the training because we get a lot of questions about this for different types of costs. 

So these are the things that you should consider when creating your budget because they are the exact things that we think about when we review it. 


Classification of Costs

Direct Costs

« |dentified specifically with a particular
project or activity

 Directly assign to activities easily and
with a high degree of accuracy

Indirect Costs

« Common or joint purpose
» Benefiting more than one activi

» Not readily assignable to a spe
project
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Ok, so now that we went over the standards for determining costs, we are going to move on to classifying your costs and go through each of the cost categories in the budget. 

The very first thing you want to consider is whether any cost you put in your budget is a Direct or Indirect cost. But what does that mean? 

Direct costs are all of those costs that are related specifically to your project or activity, and you can easily identify them as such with a high degree of accuracy. So this would include your staff who will work directly on the grant and their percentage of time for the project, their related fringe costs, their travel costs for the project, their program supplies, your partners’ costs, and anything else directly related to the project. 

On the other hand, there are Indirect Costs, and these are much harder to assign to a specific project or activity, and they benefit common purposes or more than one activity for your organization. Examples of these would include the time spent for Human Resource or Finance activities, for staff who cannot directly track their time to one specific funding source or activity because it benefits everyone or the entire organization. -


Allocation of Costs

Best Practices

* Provide a reasonable linkage between
the cost incurred and the benefit to the
project

« Each methodology should be applied
consistently

 Allocation methodology should be
reviewed and adjusted periodically

» Ensure that the allocation
methodology is documented pri
the costs being incurred and
allocated.

» Retain the supporting
documentation so it is available
review and audit.
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Whenever possible, specific expenses should be individually charged to a specific award. 

When it is not possible or efficient to determine how much of the cost is used for each award, allocation of the expenses is allowable. 

Allocation is the process of assigning a cost to one or more awards in reasonable and realistic proportion to the benefit provided to the individual awards. So for instance, we purchase a computer but the person it is assigned to only works on the federally funded project for 25% of their time or we could say their level of effort is 25% federally funded. The federal project can only take on 25% of the cost to purchase that computer and the rest would have to come from other funding sources.

We will look at allocation in some of our examples today so if you have questions make sure to add it to the QA
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Presentation Notes
So first, we are going to go through each of the Direct cost categories, then we’ll discuss the Indirect costs. And remember, pull out the sample budget worksheet so we can go through it with the training.


Direct Costs

Personnel
« Compensation for applicant staff only
v" Do not include partner or consultant time
» Breakdown costs for projected time
» Narrative for all staff — describe project activities

Name/Position Computation Cost

Project Coordinator $75,000 X 25% X 12 months $18,750

Narrative: The Project Coordinator (Taylor Smith) will dedicate 25% of his/her time to the project
by coordinating and organizing regular council meetings between all partner organizations,
ensuring compliance with program requirements and serving as the central point of contact for
all project activities.
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First is the personnel category, and this includes the compensation you pay to staff working directly on the project. This is for the recipient staff only, not your project partners, not a contractor or consultant. Just your direct staff. 

You want to make sure you have a full breakdown of costs listed for each position and their projected time for activities related DIRECTLY to the project. The breakdown should include the salary or hourly base, the percentage of time or total hours, and the total years or months, which should be equal to the length of the project period stated in the Program Solicitation. 

Below the cost breakdowns, include a narrative for each of the positions listed in this section. It should include a description of the activities that each position will perform for the award. 

In the example you see at the bottom of the slide, which we pulled from the sample budget, are the costs for the Project Coordinator listed in the Personnel category. As you can see, the base salary is listed here at $75,000 per year and the applicant projects they will spend 25% of their time on the award for a total of 12 months years. And below that is the narrative that clearly describes their anticipated activities they will perform. 

Two of the most common mistakes we see in this category are that applicants do not include a full breakdown of the cost, and they do not include a narrative for ALL of the positions listed above it. So make sure that everything is included, and don’t forget to triple check your calculations. 


Direct Costs

Fringe Benefits

« Follow organizational policy and IRS guidance (https://www.irs.gov/publications/p15b)

« Consistent for Federal and non-Federal funded positions

« Do not combine the fringe benefit costs with direct salaries and wages in the personnel category.
 Salaried Fringe Benefit Rate = (Total Fringe Benefits / Annual Wages) X 100

« Hourly Fringe Benefit Rate = (Hourly Rate X # Weeks in a Year X # Hours worked per week) X 100

Name/Position Computation Cost
Program Coordinator
Employer’'s FICA $18,500 X 7.65% $1,434,38
Health Insurance $4,800/year x 25% x 12 months $2,000.00
Workers Compensation $18,500 x 1.00% S 1.87
Unemployment Compensation $18,500 x 0.25% S 176.50
Retirement $18.500 x 5% S 925.00

Narrative: The applicant is requesting fringe benefits for the Program Coordinator. Cost for Health Insurance reflects prorated cost
for each employee based on percentage of time projects on the project.
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Continuing through the cost categories, next we have Fringe benefits, and these costs should correspond directly with the staff costs from the Personnel category. A fringe benefit the basic principles for Fringe Benefits is that the amount you budget should be related to each staff person’s percentage of time on the grant AND that the benefits are consistently applied, regardless of the funding source. 

There’s sometimes confusion as to what can be budgeted here for Fringe Benefits – you can always check out the IRS publication to see what qualifies but ultimately it will vary based on what is provided through your organization.

So you would include the same benefits under this award as you would for non-Federal funded work and follow your organization’s policy for Fringe Benefits. And the portion of Fringe that you charge should be equal to the portion of time allocated by that staff member in the Personnel category. You can see how that applies in the example at the bottom of the slide under Health Insurance. The program Coordinator, if we remember from Personnel, projects their time at 25% in the budget, so here in Fringe, we will budget their cost for Health Insurance at 25% as well. 

This slide shows an example of a manual calculation of fringe benefit. Remember that Fringe benefit rates may have been negotiated with the federal government in your NICRA and, in these cases, you would follow the set rate example on the budget sheet. You can also apply the 2 formulas listed and I will briefly cover those on the next screen

And last on this topic, some other questions we get are about cost of living increases and merit increases, and whether or not they’re allowable. Those should be based on an organizational policy and applicable across the organization, not just for positions funded with Federal grant dollars. So if it’s something you normally provide for all staff in accordance with your internal policies, then you can include it in the budget as well. Just make sure you add the justification for an increase in the narrative.


Direct Costs

Fringe Benefits Examples

Name/Position Salary Cost
Salary TBD $80,000

Social Security $4,960
Medicare $1,160
Unemployment $1,300
Worker's Compensation $1,000
Health, Life and Disability $7,500
Retirement Benefits $4,080
$20,000/580,000 = .25 X 100 = 25% times the total salary for the project.
Name/Position Hourly Cost
Hourly TBD $25 per hour

Social Security $3,224
Medicare S 754
Unemployment S 800
Worker's Compensation S 722
Health, Life and Disability $3,740
Retirement Benefits $2,200

$25 per hour X 52 weeks X 40 hours = $52,000 in annual wages
(811,440 / $52,000) X 100 = 22%
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Remember the formulas on the prior page – here are some examples of how to calculate the fringe benefit for your personnel on this project.

So let’s say the Project coordinator has an annual salary of 80,000 with total annual benefits of 20,000. You would have a list of all the specific fringe benefits broken down. Then you could divide the annual fringe benefit by their annual salary and multiple that by 100 to get you’re the fringe benefit percentage. Once you have the percentage you could apply that to the total amount of salary for this project so multiply the fringe percent by 25% to get the total.

Hourly employees follow a similar process. The employee’s total fringe benefits are $11,440. Divide the total fringe benefits by the employee’s annual salary. To get the employee’s annual wages, multiply the hourly rate by the number of weeks in a year (52) and the number of hours worked per week (40).
$25 per hour X 52 weeks X 40 hours = $52,000 in annual wages
($11,440 / $52,000) X 100 = 22%


Direct Costs

Travel

 Direct recipient travel only
v Do not include travel for: Consultant/Partner, clients or attendees
» Follow organizational travel policy or FTR

» Break down all costs and provide narrative

Instate/Local Travel Location # Trips # People Computation Cost
Travel to community events TBD 9 2 475 miles x $.585 S 277.88
and listening sessions

Out of State Travel Location # Trips # People Computation Cost
Off-Site Visit San Diego, CA 1 2 (see attachment)  $2,154.00
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The Travel category is for travel costs incurred by the applicant’s direct staff. If you want to budget any travel costs for your consultants or partners, those go to the Consultants, Contracts, and Subawards category. Any other travel for clients or for attendees should be allocated in the Other category. 

All travel costs should be broken down, with a supporting narrative, and follow your organization’s documented travel policy. Some organizations use the GSA Federal Travel Regulations, and that’s fine too. Just remember that all travel costs should be consistent across the board, and should not vary, depending on the funding source. 

We have some examples of costs that can be included in this category and how they should be broken down. First listed here is the required travel allocation that you might find if you had any out of state travel planned for a site visit. You have to make sure that you label it as such, so that when we review your budget, we can easily identify it and know that you are correctly budgeting for the required amount. 

The other example we have is for instate/local program mileage. This is a cost that might be included if the program staff anticipate traveling locally for project purposes, like to travel between project site, main office, and partner organizations, and use his or her own vehicle, which by the way is exactly what you would describe in the narrative. And as you can see, the computation estimates 475 miles per year or 40 miles per month at a reimbursement rate of 0.585 cents per mile for the life of the project. So make sure to show the computation and then in the narrative, describe the purpose for the cost. 

The most common mistakes we find her are a lack of breakdown of costs, missing narrative descriptions, calculation errors, and costs included in this category that are NOT for direct applicant staff. 


Direct Costs

Equipment

* Items are not consumed during use and retain their original identity during the period of
use

v" Furniture, television, tables [2 CFR §200.33]
« Useful life of more than one year
 Fair market value of $5,000 or as defined by organizational capitalization policy
* Rented or leased equipment should be included with Contracts
« Break down all costs and provide narrative

ltem Computation Cost
Video Cameras S1,500/camera x 2 cameras $3,000

Narrative: The portable video cameras and tripod package will be used during the interviews of local influencers, as well
as to record testimonies in preparation for social media story telling. Our capitalization threshold is $1,000; therefore,
these items are classified as Equipment
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Moving on to equipment, you will use this category for non-expendable tangible property with more than a year’s useful life. And unless your organization’s capitalization threshold is lower than the Federal threshold, equipment items should have a fair market value of $5,000 or more. Check your internal policies if you are not sure what your capitalization threshold is, because as I mentioned, it may be lower, like in the example we have here. 

If you need to budget for equipment items that are rented or leased, they should be budgeted with Contracts. And last on here, as with every other cost in the budget, make sure to show your calculation breakdown of the cost and that it is supported with a narrative. 

Our example here shows the cost for two video cameras at fifteen hundred each, and the narrative provides the justification that describes the purpose and the need for the cameras. You will also notice that in this example the applicant’s capitalization threshold is $1,000, which is why the cameras at $1,500 each are in this category. And we know that because it is listed in the narrative.

On the budget worksheet you will find an example of a camera/video with justification for $8500 well above the federal definition for equipment

So to recap for this category, make sure you focus on your calculations, include a narrative for each line item, only include costs that meet your capitalization threshold, and only include costs that are for the purchase of equipment and not a rental or lease. 


Direct Costs
Supplies

Expendable/consumable materials

v Ex: office supplies, copy paper, training materials, postage
» Break down all costs and provide narrative

» (Costs estimated and allocated

« Examples include but are not limited to: office supplies (paper, pens), cell phones, sof
and laptops. [2 CFR §200.94].

ltem Computation Cost
Office Supplies (paper,toner, pens, etc) $250/month x 53% x 12 months $1,590
Printer HP Laserjet Pro M255dw $365x 1 S 368

Narrative: General office supplies are required to support the day-to-day activities of the project. The organiza
monthly budget averages $10 per month per employee and four employees will be supporting this project.

Printer will be used to print flyers to be handed out at events and educational materials to be used a communi
session. The printer will be used exclusively for this project.
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Now, unlike the equipment items, the Supplies category is for materials that ARE expendable and consumable. Items in this category may include general office supplies, copy paper, training materials, postage, brochures, program supplies, and plenty of others. And all costs should be broken down and supported with a narrative. Every item listed must have enough detail to determine why the supplies are necessary for the project, how many are needed and how much each one costs. Without this specificity, your budget cannot be approved without amending it.

Now when you are putting your budget together, you’ll include estimates for these costs, since it’s not always known how much you’ll need, and then for any shared costs, like general office supplies, include the allocation method that equitably distributes the cost. The basic premise for this is that in order to include costs that are shared amongst office staff, or used by someone for more than one project, there needs to be a system in place to share the cost in an equitable way. 

Remember to check the application and guidance documents for specific unallowable costs.

In our example at the bottom of this slide, you will see there are a couple different types of costs that we want to emphasize. First, is for general Office Supplies, and like I mentioned, you can estimate the monthly cost, and then if it is a shared cost, like this is, include the allocation percentage. In the narrative is where you will include the computation that you used to get that percentage, which is shown in the sample budget worksheet. Next, we have program supplies, and this cost is still estimated, but as you can see there is not an allocation computed against it. That is because this is for a direct supply cost that is used solely for the program, and not a shared cost, so the cost is not allocated. 

So to highlight the most common errors we find in this category, make sure to break down all costs, support EACH line item with a narrative, and most importantly, if you have shared costs, make sure your budget describes the allocation method that distributes the cost and that you show the computation used to get the percentage. 


Direct Costs
Federal Equipment and Supplies (Property) Inventory.

All tangible items that meet the following criteria must be inventoried and tracked from
date of purchase through official disposition as determined by the federal awarding ag

and the CDC Foundation:

« Moveable, not attached as a permanent part of a building or structure;

« Life expectancy through normal use of more than one year;
« (Categorized as reusable; and

 Acquisition cost of (a) equal to or greater than $200.00.

Best Management Practices should include
« Taking a physical inventory every quarter
« Have a system to safeguard property from theft, loss, damage

« Developing a plan for disposition with your CDC Foundation program staff
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We discussed what counts as equipment and supplies and how to budget for those in the prior slides but I wanted to take a brief moment to discuss inventory and disposition of federally funded equipment and supplies – jointly termed as property.

Anything that falls into the definition of property, also needs to be inventoried and tracked from purchase to disposition. 

Tracking includes tagging the asset with a physical decal and a unique number for identification and tracking. There should be a full record that describes the property, lists any defining information about it like a serial number, model number etc as well as the funding source like your project or a program number. From experience, I also recommend taking a photo of the property and adding it to the record.

Inventorying should also include items like acquisition cost and date; location and condition of the property, physical inventory check dates and then have a system to safeguard from loss or theft.

Final disposition needs to be determined and defined in writing by the CDC Foundation and the federal funding agency.


Direct Costs

Consultants/Contracts/Subrecipients

« Use appropriate agreement type based on the nature of the service
v Contract — procurement for goods or services (including consultants)

v' Subawards — carry out program activities

« Substance of the relationship is more important than the form of the agreement

» Develop internal process to document review and determination process
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We are going to move on to some material that is a little heavier than what we have discussed so far as we go through the Consultants, Contracts, and Subawards category. This part of the training is a bit more complex, but when not followed properly, can leave organizations open to audit findings, which is of course something we want to avoid. 

So this category is where you’ll budget any contracts you have for goods or services, including your consultant costs. And also here is where you’ll include any subawards you issue, like you would with your partners. But where the complex part in all of this comes into play is when you’re making the determination if that organization’s services that they’re providing for your project fall under a contract or a subaward. 

We will go through some slides that describe the characteristics of each, but it’s important to first understand that the substance of the relationship you have with the organization and the nature of the services they provide is more important than the name of the agreement. So what that means is you can call everything a contract, BUT when issuing an agreement that is more closely aligned with a subaward, you still have to follow all of the requirements for administering and monitoring subawards. So it still would need to be treated like a subaward, regardless of what you call it. 

We are placing a greater emphasis on this topic because we see far too often that subawards are being treated like contracts and their costs are broken down in the budget like contracts, and not subawards. 

We are going to start off by going through the characteristics of Contracts and Subawards, then we’ll go through the requirements that you will need to follow, if you’re awarded, when issuing either agreement type. But one thing I want to go over before we begin is that we get a lot of questions from applicants who are trying to figure out if their agreements in the budget are contracts or subawards because they find that they fall in a grey area, where they have characteristics for each, and that might happen. 

So what we recommend doing is developing an internal process where you document your review of the characteristics when you determine if the agreement is a contract or a subaward, so that if you’re asked about it in the future, you have documentation that supports the decision you made and the reasons for it. Not every agreement is going to match all of the characteristics that are listed out for each. But you’ll have to use your best judgement and like I said, document your decision making process and maintain it internally on file. Again, this is important because subawards and contracts each carry different requirements that you will need to follow if you are awarded, so you want to make sure you are following the right requirements. 


Direct Costs

Consultant/Contract Characteristics May Include:

« Normally operates in a competitive environment

* Provides goods and services within normal business operations and ancillary to
the operation of the Federal program

» Purpose is to obtain goods and services

» Not subject to compliance requirements of the Federal program as a result of the
agreement

Note: See section 2 CFR Part 200.330
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First, we will start off with contractors, who normally operate in a competitive environment. They provide goods and services within their normal business operations to many different purchasers, and the goods and services are generally providing necessary support to the primary activities  and the operation of the Federal program. The main purpose of contracting with them is to obtain goods and services for your own use or benefit. You typically would not have them comply with Federal program requirements as a result of the agreement, although similar requirements may apply for other reasons. 

Some examples of services that are generally contracts include hiring a web designer to update your website for the project, or an auditor who performs the Single Audit for your organization. And take note, at the bottom of the slide we reference where you can get more information on all of this in 2 CFR Part 200.330. 


Direct Costs

When Issuing Contracts:

* Procurement policy should be the same for Federal and non-Federal funds
* Free and open competition

« Reasonable rate of compensation for consultants

v" Prior Approval threshold = $508/day or $63.50 per hour

« As of 2021, Exec Il rate $132,552-5199,300
« Daily rate = $508.11 (132,552/2087 x 8) -

v" This is threshold, not a standardized rate

 Prior Approval for sole-source contracts (non-competitive) $250,000 +

Note: See section 2 CFR Part 200.317 — 200.326 and HHSAR 331.101-70(b),
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If you determine that the nature of the agreement does in fact most closely align with a contract, then you would also need to make sure that you’re following your procurement policies if you’re awarded. This should allow for FREE and OPEN competition. Noted here at the bottom of the screen are the procurement standards from the Uniform Guidance so please reference these if you have any questions about procurement. 

The rate that the contractor is compensated should be reasonable and consistent with rates they have received in the past for providing similar services in the marketplace. Now, something we have to discuss is that we hear all the time that there is a standard Federal rate for consultants. Please understand, this does not exist, and is commonly confused with a threshold that we have. So to clarify, if a consultant rate is expected to EXCEED $508 per day for an 8 hour day, or $63.50/hour based on 2021 contractor salary limitations, then that grantee must first obtain prior approval for that rate before entering into any contract. So there is no standard rate you should pay a consultant, and each consultant’s rate should be evaluated on a case-by-case basis for reasonableness and consistency with market rates and should not be $508 per day across the board. 



Direct Costs

Subrecipient Characteristics May Include:

Uses Federal funds to carry out a program for public purpose, as opposed to
providing goods or services for the benefit of the pass-through entity

Performance measured against award objectives
Adheres to applicable Federal program requirements (flow-down provisions)
Determines who is eligible to receive what Federal assistance

Responsibility for programmatic decision making

Note: See section 2 CFR Part 200.330



Presenter
Presentation Notes
Next, we have the list of characteristics for subrecipients. Generally, subawards are issued when Federal funds are used to carry out a program for a public purpose, as opposed to just providing goods and services for the benefit of your organization. Their performance is measured against the program objectives, and they often report to you with their progress so you can include their stats in your reports. Subrecipients also need to adhere to the program requirements, so if you have special terms and conditions on your award, you would pass those through to the subrecipient as well. They can also at times determine who is eligible to receive assistance or services with program funds, and sometimes have responsibility for programmatic decision making. 

An example here would be if, as part of your project, you identify and partner with another local nonprofit organization who hires an Advocate as part of your award’s project to provide vaccine education and administration in the area where they’re located. They’re also included as one of your MOU partners, and you reimburse them for the Advocate’s salary, fringe, travel, supplies, and other costs they incur that are directly related to the project. They report to you regularly on their progress and they also follow the same rules you follow when carrying out their part of the award. This is an instance where you would issue a subaward. 




Direct Costs

When Issuing Subrecipient Awards:

Clearly identify the agreement as a subaward and include all required information
Evaluate subrecipient’s potential risk for non-compliance with Federal statutes,
regulations, and award requirements, and add additional special conditions as
needed

Monitor activities, financial/performance reports, and audit compliance (as
required in Subpart F)

When necessary, take enforcement action for non-compliance

Responsibility for programmatic decision making

Note: See section 2 CFR Part 200.331
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If after going through the list of characteristics you determine that the agreement most closely aligns with a subaward, then you must ensure that if you are awarded, that you are properly administering and monitoring these agreements. There is an entire section in the Uniform Guidance that goes through the requirements that a direct recipient, as the pass-through entity who is issuing a subaward, would need to follow, but we listed out a few important ones here that we will go through real quick. 

First, you will need to clearly identify the agreement as a subaward and include all of the required information which is listed in 2 CFR 200.331, as you can see at the bottom of the slide. There is a long list of elements that must be included on the subaward document, so make sure to go through this section before issuing a subaward. 

Next, you need to make sure that the subrecipient does not pose any potential risk if they receive funding, and can comply with the same Federal rules and regulations that your organization needs to follow for the award. Again, take a look at this section of the Uniform Guidance for more factors that should be considered when evaluating potential risk of a subrecipient. 

Additionally, you will need to monitor the subrecipient’s activities and have a policy in place that documents your subaward monitoring process. 

If you find that there are any areas that could potentially pose a risk or any deficiencies with their ability to administer the subaward, it is your responsibility to take action and use the tools you have available to ensure compliance. This can include required training and technical assistance, performing on-site reviews of their operations, or imposing special conditions to their subaward. 


Direct Costs

Consultant Example

Name of Consultant Service Provided Computation Cost
Consultant/Trainer Spanish Translation S75/hour x 120 hours $9,000.00
Contract Example

ltem Computation Cost
Therapist S50/hr x 20 hours/mo x 7 months $7,000.00
Copier and Printer Lease S262/month x 53% x 12 months S 1,666.32
Cell Phone Service S75/month x 53% x 12 months S 47708
Subrecipient Award Example

Subrecipient Name Computation Cost

XYZ Organization

Advocate $40,000 per year x .25 FTE x 1 years $10,000.00
Advocate Benefits x 28% of FTE Salary S 2,800.00
Mandated Training and | ocation and cost TBD S 4,000.00

Technical Assistance
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So we went over the characteristics for contracts, consultants, and subawards, but we also want to go over how you would demonstrate these costs in your budget. 

So first, let’s start off with the example for Consultants. Here we have a consultant/trainer who will provide Spanish translation services and listed in the budget is their hourly rate of $75 for 120 hours of work. Like we discussed previously, that rate was determined on an individual basis and the consultant demonstrated that this rate is consistent with what they normally charge for this service in the marketplace, and if awarded, the recipient’s procurement procedures would have been used before contracting these services. One last thing to note is a reminder that you do not break down costs for consultants or contracts. We will go over how to break down their costs in the last example on this slide for subawards. 

Moving on, in the next example we have various types of contracts listed with their breakdowns in the budget. The first is a Therapist whose rate is $50 per hour and projected at 20 hours per month. This rate should be consistent with their normal fee for service and, if you are awarded, you will use your procurement procedures to contract for the services. Next is a cell phone contract that is charged at 100%, so the staff person who uses the phone should also be listed in the budget at 100% of their time. And last, is a contract for the lease of a copier and printer. As you see here the cost is prorated based on your organization’s allocation method because it is shared by all staff in the office, and in the narrative, make sure to include how you determined the allocation rate. 

The last example here is for subawards. As you can see, the way they break down their costs is very different from the examples above. Since the subrecipient, or your MOU partner, is not making a profit from this service nor do they charge in a fee-for-service manner, they will break down their costs just like you did throughout the rest of the budget. So for each subaward or MOU Partner, you will list out their costs that they anticipate incurring as a result of their participation on the project. In the example here, we have XYZ Organization, and the budget starts off with their compensation for the advocate’s time by listing their annual salary, percentage of time of the subaward, and the total years. Next is the cost for their fringe benefits, and last is their cost for travel, and in this example, they plan to attend the required program training and technical assistance events. I mentioned earlier in the Travel category how important it is to use the correct title for the travel requirement, and that’s because when we review the budget, we add up all the travel costs that are identified for this purpose to make sure the applicant has budgeted the correct amount of funds, based on the program solicitation requirement. Any other costs that the subrecipient anticipates incurring related to their work on the project should be included in this same section, and you would break them down using the same principles applied to how your costs need to be detailed in the budget. 

From a budget creation perspective, the main takeaway with these examples is that applicants need to think carefully and thoughtfully about how they issue agreements with other organizations or vendors, and that the budget reflects the breakdown associated with the appropriate agreement type, whether it’s a contract or a subaward. Far too often do we see MOU Partner costs broken down like consultants and contracts, when in fact it should be a subaward. Please make sure to go through this section of the training as many times as you need to, or review the Uniform Guidance in the sections that I referenced, to make sure you have an understanding of these principles and your budget reflects a breakdown of costs consistent with the appropriate agreement type. 




Direct Costs
Other

« EXx. —rent, registration fees, participant support costs, etc
« (Costs estimated and allocated
« Break down all costs and provide narrative

« Property owned by grantee can charge proportionate amount of cost of ownership in some
cases (insurance, maintenance, depreciation, etc)

ltem Computation Cost
Bus Vouchers S15/participant x 10 months x 36 vouchers S 5,400
Volunteer Allowance S 50/month x 8 months x 9 Volunteers $ 3,600

Narrative: Volunteers will support the project activities by assisting with recruitment of target population, hand out flyers,
help setup and dismantle stations at events, and help direct target population to event stations. Payment will compensate
volunteers for incidentals such as travel costs.

Bus vouchers will support participants who are referred from partners and need transportation when attending a vaccine
event or receiving other direct services and are estimated at $15 per voucher. Vouchers are maintained in a secured area
and the Cashier tracks the details and both parties sign distribution list.
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So let’s get back to the budget categories and continue through to the Other cost category. A lot of what goes in this category are costs that don’t fall under the other more specific categories that we already went through. Some examples of costs that go here include rent for your office space for staff, registration fees for training events, costs like participant transportation, and other types of participant support costs. 

All costs must be broken down to show the calculation of how you determined the total cost and supported by a narrative that describes and justifies the need for it. 

In our budget example here we have the cost for bus vouchers for participants when attending a vaccine event or receiving other direct services, and are estimated at $15 per voucher. The important thing to take away from this line item example is that in your narrative, you should describe for any voucher or gift card, the internal controls that you have in place to ensure their proper maintenance, inventory, and distribution. Are they kept in a locked box? How often are they inventoried, and by whom? When they’re distributed, are they required to be signed out by a specific staff person or two, and what is the oversight of the process? Are these processes all documented in your internal policies and procedures? All of this should be described in the narrative, because that’s what we look for in the review process. So be proactive and include it in the budget. 

So to highlight the most important things to remember with this category, is to break down all costs, include a narrative for all line items to describe and justify the cost, all shared costs are allocated and the allocation method is described in the narrative, and any vouchers or gift cards, if they’re allowed by the program, include a description in the narrative of the documented internal controls you have in place. 
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Now that we’ve finished going through all of the direct costs, we want to briefly go through the indirect cost section. As previously described, Indirect costs are those that cannot be readily identifiable to a specific cost objective, and they tend to benefit more than one activity. 


Indirect Costs

Costs Include:

« Common or joint purpose costs

« Benefiting more than one activity — not readily assignable to a specific project or
activity

« Ex. — operating/maintaining facilities, general administrative/expenses
(time/expenses for executive officers, personnel administration and accounting)

« (Can ONLY charge Indirect by using:
v Federally Negotiated Indirect Cost Rate Agreement

v De minimis Rate: 10% Modified Total Direct Costs

Note: See section 2 CFR Part 200.414



Presenter
Presentation Notes
Some examples include costs for operating and maintaining facilities, general administrative, and plenty of others. For example, let’s say you have finance staff, and they process all of the payroll, invoices, financial statements, and everything else financial related for the organization. Because all of their activities benefit the entire organization, and cannot be easily tracked to one specific funding source, their time, fringe, and any other related overhead costs, should all be included as indirect costs, and not charged directly. 

Now there are only two ways that you can include costs in this category. The first is by having a CURRENT Federally Negotiated Indirect Cost Rate Agreement. Take note of my reference to the agreement being current. Far too often we review budgets that use agreements that are expired. The range of time that the rate agreement covers is listed on the document itself. 

The second way you can recover indirect costs is by using the de minimis rate, which is where you calculate 10% of modified total direct costs. There is an entire section in the Uniform Guidance, referenced at the bottom of this slide in 2 CFR Part 200.414, that goes over who can use the de minimis rate and how to apply it, so make sure to take a look if you plan on using it. 


Indirect Costs

Federally Negotiated Indirect Cost Rate Agreement Example:

Description Computation Cost
32% of Direct Salaries $212,700 x 32% $68,064
(Excluding Fringe Benefits)

Narrative: The Indirect Cost Rate Agreement was approved by the Department of Health and
Human Services, the applicant’s cognizant federal agency on January 1, 2020. (A copy of the fully
executed, negotiated agreement that covers the current period is attached)

De Minimus Rate Example:

Description Computation Cost
10% of Modified Total $467,009 x 10% $46,701
Direct Costs

Narrative: We have elected to use the de minimus rate of 10% of Modified Total Direct Costs. Our
organization has never received a Federally Negotiated Indirect Cost Rate Agreement.
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We have two examples here for recovering indirect costs in the budget. The first is for applicants who have an approved rate agreement with their cognizant agency. So in this example, the rate is 32% with a base of Direct Salaries, excluding Fringe Benefits. And from our sample budget worksheet, the total for just salaries from Personnel, came to $212,700, so the applicant here multiplies the total salaries against the indirect cost rate of 32%, for a total of $68,064 for Indirect Costs. Also note the narrative, where the applicant indicates that they are using their approved rate agreement that is current and attached to the application package. Now there are plenty of ways for an indirect cost rate to be computed, especially with the base. As you see in this example, the base to which the rate is computed is total salaries, but there are other bases, like salaries plus fringe, or modified total direct costs. You have to make sure you are following exactly what your rate agreement says for the base when you’re calculating this part of your budget. 

The second example is for the de minimis rate. If you elect to use the de minimis rate, then indicate that in the budget clearly. Really often I see applicants just write “10% indirect costs” and not even indicate that they are using the de minimis rate. You have to tell us that’s what you’re using. 

Also, what’s really helpful and will reduce a ton of guesswork and additional questions on our part is if you include in the narrative the breakdown for how you came up with the total for modified total direct costs. The definition for modified total direct costs can be found in the Uniform Guidance, so make sure you review it so you know exactly what can and cannot be included in this base, and show us your calculation for how you came up with the total. 

If you are following along on the budget worksheet, there are a couple of examples using the expenses from the worksheet. If you have any difficulties, please make sure to reach out to your CDC Foundation program staff.





Final Reminders

General Highlights

Break down all costs

Shared costs are allocated — show computation
Provide a detailed narrative for all costs

Use only the Federal Cost Categories

Total project time complies with Program Solicitation

Triple Check your calculations

¢2::: CDC Foundation
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So to wrap everything up, we listed out some of the most common errors we encounter that we want to highlight for you. So please remember: All costs require a breakdown that show the calculation for how you determined the total; All shared costs should be allocated with the allocation method and computation described in the narrative. And speaking of narrative, every cost in the budget should have a corresponding narrative description of the cost and justification of why it’s necessary. Please only use the Federal Cost Categories that we just went through and don’t make up any new ones. 

If you have any questions about a cost and you’re not sure where it goes, feel free to contact your CDC Foundation Program Officer with your questions. 

The total project time that you budget for should be equal to total time listed in the solicitation. If the program solicitation says that the projects are for 36 months, then make sure that you are budgeting for a full 36 months’ worth of activity. 

And last, and I cannot emphasize this enough, triple check your calculations. It is one of the easiest and parts of creating a budget, but I can’t tell you how often we review budgets with simple calculation errors. Have someone else check all the calculations for you if you think that would help, but it really helps move things along quickly on our end when calculations are accurate, and makes for a nice clean budget. 




Questions?

CDC Foundation
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I really hope that this training was able to provide some insight on how to create your CDC Foundation budget, and give you some guidance on the things we see most often that we have questions about. Good luck with your application, and keep doing great work! Thank you. 


*2::: CDC Foundation

Together our impact is greater

www.cdcfoundation.org
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