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Budget Instructions

Budgets should be submitted in the standard SFHSA format.
Forms are available at:
https://sfcitypartner.sfgov.org/pages/Events-BS3/event-
search.aspx

Click on “Human Services Agency” in the Department drop-down
menu and then click the link for this RFP.

The attached spreadsheets are in Excel. There are six (6) tabs:
Budget Summary, Salaries and Benefits, Operating-Direct,
Subcontractors-Pass Thru, Capital Expenses, and Justification.

Please note these must all be clearly and easily attributable to
the specific program being funded.

The Budget Justification should be a narrative, providing detailed
information and calculations supporting the amount allocated for
each budget line item. Please detail all mathematical
computations for each line item. Show how the total dollar
amount was derived, e.g., the number of square feet of office
space to be utilized multiplied by the rate per square foot, the
cost per month for insurance multiplied by the number of
months in the grant term, etc. For the Salaries and Benefits
section, list the position, a brief sentence of the position's
responsibilities, the basis for the percentage of FTE allocated to
the activity, and the mathematical computation used to arrive at
the total dollar amount. Also list everything being included under
Fringe Benefits.

The Cost Allocation Plan is required. Respondents must follow
the City’s cost allocation guidelines for nonprofit grantees, which
largely follow those described by Generally Accepted Accounting
Principles (GAAP) and in Federal OMB Circular A-122. The plan
should include how indirect costs were calculated.
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For any proposed Subcontracts over $25,000, attach a separate
detailed Subcontracting budget using the standard SFHSA
format. Provide a brief explanation of the subcontracting
arrangement, as well as a budget breakdown. Please note, the
total subcontractor budget amount should appear on the
Subcontractors-Pass Thru sheet.

Indirect rates are not allowable on Subcontractor indirect
expenditures, Subcontracts over $25,000, Capital Expenses, or
Direct Client Pass-Through payments: aid payments, direct
voucher payments, or any stipend, subsidy or expense paid on
behalf of a client (i.e., security deposit, rental payment
assistance, transportation vouchers, etc.). These examples are
not intended to be a comprehensive list.

These guidelines provide general information. If further
clarification or technical assistance is required, consult your
Contracts Manager directly.
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