BUDGET ASSUMPTIONS/INFORMATION

To enable Commission staff to better understand the contents of the budget and what is to be funded by the budget, contractors are to provide the assumptions, unit costs, time frames, and calculations that will permit Commission staff to recreate the budget line items.  In other words, contractors need to “show their work” so it is clearly understood what is being purchased, at what cost, and for what period of time.  

Additionally, significant deviations from a previous budget should be explained.  Why is the line item decreasing or increasing?

1. Salary/Wages/Benefits

ID # or

Title
Name
Payrate*
Benefits
Other
Number of Payments        TOTAL

*Hourly, daily, monthly, annually.  Please specify.

2. Contract Professional Services

ID # or

Title
Name
Payrate*
Benefits
Other
Number of Payments        TOTAL

*Hourly, daily, monthly, annually.  Please specify.

3. Advertising

What is being advertised?  Where?  When?  Who or what agency is selling the advertising space?  How frequently will ads be run?  At what cost?  Please attach a draft of the ad campaign schedule and costs.

4. Books/Library Reference Materials

What books are being ordered?  Who will receive them?  How much do they cost?  Why are they needed?

5. Cash Awards/Subsidies/Contributions

Who is receiving the money?  How do the recipients qualify for the funds?  How is the amount calculated?  Are there restrictions on the use of the funds?

6. Communication and Postage


What is being purchased?  Why?  What assumptions were used to arrive at this amount?

7. Dues and Subscriptions

What membership or publication is being purchased?  Why?  Who will be listed on the account?  What assumptions were used to arrive at this amount?

8. Equipment Rental (Specify)


What is being rented (model, type)?  Why?  Who will use it?  How often?  What will it be used for?  What assumptions were used to arrive at this amount?

9. Insurance


What is being insured?  What company provides the insurance and what limits are in the policy?  What assumptions or cost allocations were used to arrive at this amount?

10. Meeting/Conference Expense


What meetings or conferences are being attended?  Who is attending?  What is the purpose of attending?  What knowledge will be gained?  What assumptions were used to arrive this amount?

11. Office Rent (Land, Buildings, etc.) 


What is being rented or leased?  Who is the owner of the property?  What is the location?  What other agencies will be working out of the location?  What services will be provided at the location?  What assumptions or cost allocations were used to arrive at this amount (ie: cost/square foot, occupancy allocations, etc)?

12. Office Supplies and Materials

What types of supplies and materials will be purchased and who will use them?  What assumptions or cost allocations were used to arrive at this amount?

13. Printing and Binding


What is being reproduced?  What will the printed materials be used for?  Who will be providing reproduction services?  What assumptions or cost allocations were used to arrive at this amount?

14. Repair and Maintenance


What equipment or facility is being repaired or maintained?  Who is the owner of the equipment or facility?  What is the location where the repairs will be made?  What other agencies or departments use the item to be repaired or maintained?  What assumptions or cost allocations were used to arrive at this amount?

15. Stipends 

Who is receiving the money?  How do the recipients qualify for the funds?  How is the amount calculated?  Are there restrictions on the use of the funds?

16. Travel


Who is traveling?  To where?  How often?  What conveyance is being used?  Why is the travel necessary?

17. Utilities


What utilities are being purchased?  Who is the owner of the facility or property where the utilities are consumed?  What is the location?  Who will be working in or out of the location?  What other agencies or services are provided at the location?  What assumptions or cost allocations were used to arrive at this amount?

18. Buildings and Improvements


What is to be constructed, leased, or improved?  What improvements are to be made?  Who is the owner?  What is the location?  What agencies will be working out of the location?  What services will be provided at the location?  What assumptions or cost allocations were used to arrive at this amount?

19. Equipment (Specify)


What is being purchased (model, type)?  Why?  What will it be used for?  Who will use it?  How often?  Who is it being purchased from?  What assumptions were used to arrive at this amount?

20. Is the request for additional monies, if any, due to a decrease in funding from another source?  If so, please explain.  

Please summarize below the changes from previous fiscal year to this fiscal year request:

