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Budget Detail Worksheet 

1. Overview

1.1 Welcome 

Notes: 

Welcome to the Tribal Financial Management Center’s course Developing Your 

Budget: Using the Detail Worksheet (BDW). This course will cover the topics listed 

onscreen. Feel free to complete this training in any order you wish, whether it be in 

one sitting or many. You may also choose to only complete specific categories for 

further information. You can do this by navigating to the part of the training you 

wish to complete using the menu on the left side of your screen. Select the sample 

Budget Detail Worksheet button to download a completed example. You may want 

to refer to this as you work through this course. Select the next button to continue. 
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1.2 Navigation Directions 

Notes: 

To navigate this module, select each element with the mouse or use the Tab and 

Enter keys to navigate and select each interactive element. If you are using a screen 

reader, use the up and down arrow keys on your keyboard to highlight the text for 

the screen reader to read. By selecting the Menu link or hamburger menu at the top 

left, you will be able to display or collapse the table of contents. The table of 

contents (also known as the Menu) can be navigated with the arrow keys. The Notes 

link will display the audio transcript. The Resources link will show a list of resources 

that when selected, will open in a new window.  The volume control, play and pause 

control, and closed captioning are available at the bottom of the window. 

The Previous and Next buttons will appear in the lower right corner of the screen. 

For knowledge check questions, select Submit after selecting an answer, this button 

also appears in the lower right corner of the screen. 

Some slides may direct you to review more information by selecting buttons, when 

you select a button, more information will appear. 

All links in this course open in a new window. 

Select the Next button in the lower right-hand corner to begin this course.
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1.3 Introduction 

Notes: 

As you may already know, the Office of Justice Programs provides the Budget Detail 

Worksheet. The Budget Detail Worksheet combines the budget detail with the 

budget narrative in one document. 

The Budget Detail Worksheet is a user-friendly, fillable, Microsoft Excel-based 

document designed to calculate totals.  If an applicant does not have access to 

Microsoft Excel or experiences technical difficulties, an Adobe Portable Document, 

PDF version of the Budget Detail Worksheet is available.    

Let’s take a look at the BDW worksheet now.  Select the arrow to continue. 



Published by Articulate® Storyline www.articulate.com 

1.4 Tab Overview 

Notes: 

This is the Budget Detail Worksheet, it has nine tabs at the bottom. We are on the 

first tab, the Budget sheet instructions. Make sure to scroll down to see all the detail 

within the tab. The next few tabs are for budget details years, one, two, three, four 

and five. We will take a look at one of these tabs later. The next tab is the Budget 

summary which encompasses all five years detail. The next tab is an example of a 

Budget Detail Worksheet that is completed for you. And the last tab is a list of 

definitions. Again, make sure to scroll to see all the detail. Let’s take a look at the 

Budget Detail sheet for year one.  
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1.5 Category Overview 

Notes: 

We are now on the Budget Detail tab for year one. Within this worksheet and all 

worksheets for years 1-5, there are 10 categories. a) personnel, b) fringe benefits, c) 

travel, d) equipment, e) supplies, f) construction, g) subawards/ subgrants, h) 

procurement contracts, i) other costs, and j) Indirect costs.  Select the arrow button 

now to look at each category in detail.
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2. Construction

2.1 Welcome 

Notes: 

Welcome to the Construction category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin.
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2.2 Construction Category 

Notes: 

So what do we mean by construction?  Generally, when we say construction, we 

mean purchase, setup, and installation costs associated with modular and other 

prefabricated buildings as well as major renovations to existing buildings. 

When I say setup and installation costs, this can include the costs to clear land, 

move earth, pour foundations, hookup utilities, and attach these buildings to the 

ground. 

Major renovations are things like expanding the size of an existing structure and 

renovations that require additional utility systems to be installed, etc.  

We also fund minor renovations or remodeling, which include things like repairs or 

updates from normal use, repairing existing interior walls, replacing flooring inside a 

building, etc.  However, we’ve historically not considered this to be construction for 

the purpose of our NEPA review and compliance.  This is important to remember as 

I get into the historical context of what we’ve allowed grant funding to be used for in 

the past. 

We don’t currently fund “stick build” or “ground up” construction.  The FY 2023 

solicitation will permit this type of new construction, but only if a grantee can show 

that it is more cost effective than a modular or other prefabricated building.  The 

only place I anticipate stick build construction potentially being more cost effective 

would be in Alaska, because of the costs associated with shipping things there.
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2.3 Completing the Construction Category 

Notes: 

Select each button to learn more about that section of the construction category in 

the Budget Detail Worksheet. 

Purpose Layer: In the first cell, enter the “Purpose”. Describe the purpose for the 

construction. For example, enter “The new construction is to provide 4 extra family 

sleeping areas for our shelter.” 

Description Layer: In the second cell, enter the “Description”. Describe the 

construction project(s). For example, enter “There will be one 25 x 30 ft modular 

home at 900 sq ft.” 

Computation Layer: In the third cell, enter the “Number of Items” in the 

construction category. In the fourth cell, enter the “Cost” of each item. The Total 

Cost and Federal Request will total automatically. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “The new construction is to provide 4 extra family sleeping 

areas for our shelter. There will be one 25 x 30 ft modular home at 900 sq ft. The 

building will cost $18,000 total.” 
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Purpose (Slide Layer) 

Description (Slide Layer) 



Published by Articulate® Storyline www.articulate.com 

Narrative (Slide Layer) 



Published by Articulate® Storyline www.articulate.com 

2.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

Correct Choice 

Renovation costs 

Renovating the bathroom 

X Renovation costs to provide handicap accessible restrooms to staff and guests 

Two handicap stalls 

Feedback when correct: 

That's right!  This option has the full purpose for the renovation. 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

Try Again (Slide Layer) 
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2.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

Correct Choice 

New modular building in the back of the property. 

$18,000 cost for the modular building. 

The new modular building will serve as classroom space for students. 

X The new modular building will serve as classroom space for students. It is 2900 sq 

ft. The total cost is $18,000. 

Feedback when correct: 

That's right!  This is the best option for the narrative because it has the most detail. 
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Correct (Slide Layer) 

Try Again (Slide Layer) 
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2.6 Knowledge Check 3 

 (True/False, 0 points, unlimited attempts permitted) 

Correct Choice 

True 

X False 

Feedback when correct: 

That's right!  The answer is False. Minor repairs should be listed in the 

Contracts/Other category.  
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Correct (Slide Layer) 

Try Again (Slide Layer) 
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3. Personnel

3.1 Welcome 

Notes: 

Welcome to the Personnel category. This part of the course will take approximately 

5 minutes to complete. Select the Next button on the bottom right to begin.
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3.2 Personnel Category 

 

Notes: 

Award funds may be used to pay the salary for full and part-time employees who 

will spend their time and effort providing services to victims of crime. Applicants 

must follow provisions included in the DOJ Grants Financial Guide and follow the 

Uniform Guidance for Federal Awards in 2 CFR 200.  List each position by title and 

name of employee, if available. Show the annual or hourly salary rate and the 

percentage of time to be devoted to the project. Compensation paid for employees 

engaged in grant activities must be consistent for other work paid by the grantee. In 

the budget narrative, include a description of the responsibilities and duties of each 

position in relationship to fulfilling the project goals and objectives. All requested 

information must be included in the Budget Detail Worksheet and budget narrative. 

Select the Next button to proceed. 
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3.3 Completing the Personnel Category 

 

Notes: 

Select each button to learn more about that section of the Personnel category of the 

Budget Detail Worksheet. 

Name and Position Layer: In these cells, enter the “Name and Position” of the 

Personnel. 

For example, enter the name “John Smith” and position “Victim Advocate”. 

Computation Layer: In these cells enter the “Salary” and “Rate”.  For example, enter 

“$40,000” for the salary and “Yearly” for the rate. In the next cells enter the “Time 

Worked”, number of hours, days, months, or years, and the “Percentage of Time” 

devoted to the project. The Total Cost and Federal Request will total for you 

automatically. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “The Victim Advocate will provide advocacy services to victims 

of crime and oversees the outreach and education component of the tribe's victim 

service program. This position is paid at a rate of $19.23 an hour and will devote 

100% of their time to this award.” 
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Name and Position (Slide Layer) 

 

Computation (Slide Layer) 
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Narrative (Slide Layer) 
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3.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  Part-time employees’ position and rate of pay 

  A description of the information listed in the narrative section 

X The amount of office supplies each employee requires 

  The percentage of the employees’ time devoted to the project 

 

Feedback when correct: 

That's right!  This is the best option. 

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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3.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X The Project Director is paid at a rate of $50,000 annually and will devote 15% of 

her time to overseeing implementation of the Tribal Victim Services Set-Aside 

(TVSSA) grant program, including supervising the Victim Advocate.  

  The Victim Advocate is paid at a rate of $19.23 an hour and will work directly with 

the families of victims. 

  The Project Director will devote 15% of her time to overseeing implementation of 

the Tribal Victim Services Set-Aside (TVSSA) grant program. 

 

Feedback when correct: 

That's right!  This is the best option for the narrative because it has the most detail. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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4. Fringe Benefits 

4.1 Welcome 

 

Notes: 

Welcome to the Fringe Benefits category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin. 

 

 



 

Published by Articulate® Storyline www.articulate.com 

4.2 Fringe Benefits Category 

 

Notes: 

Fringe benefits should be based on actual known costs or an approved negotiated 

rate by a federal agency. Fringe benefits may include FICA, social security, Medicare, 

workman’s comp, payroll taxes, health and life insurance, PTO, state unemployment 

taxes, and retirement benefits  List the composition of the fringe benefit package. 

Fringe benefits are for the personnel listed in the budget category (A) and only for 

the percentage of time devoted to the project. All requested information must be 

included in the Budget Detail Worksheet and budget narrative. Applicants must 

follow provisions included in the DOJ Grants Financial Guide and follow the Uniform 

Guidance for Federal Awards in 2 CFR 200.  

Select the Next button to proceed. 
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4.3 Completing the Fringe Benefits Category 

 

Notes: 

Select each button to learn more about that section of the Fringe Benefits category 

in the Budget Detail Worksheet. 

Name Layer: In the first cell, enter the “Name”. List each grant-approved position 

receiving fringe benefits. For example, enter “Victim Advocate Fringe” for the name. 

Computation Layer: In the second cell, enter the “Base”. For example, enter 

$41,000. In the next cell, enter the “Rate” of the fringe benefits. The Total Cost and 

Federal Request will total automatically. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read  “Victim Advocate fringe benefits are broken down as follows: 

FICA 6.20%, Medicare 1.51%, Worker's Comp 0.39%, Retirement 5.00%, Life 

Insurance 0.35%, Health Insurance 15% for a total of 28.45%.” 
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Name (Slide Layer) 

 

Computation (Slide Layer) 

 



 

Published by Articulate® Storyline www.articulate.com 

Narrative (Slide Layer) 
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4.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  This is True. 

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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4.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  This is True.  
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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5. Travel 

5.1 Welcome 

 

Notes: 

Welcome to the Travel category. This part of the course will take approximately 5 

minutes to complete. Select the Next button on the bottom right to begin. 
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5.2 Travel Category 

 

Notes: 

Travel costs are the expenses for transportation, lodging, subsistence, and related 

items incurred by employees who are in travel status on official business of the non-

federal entity.  

Grantees must reimburse travel expenses based on their agency travel policy, but at 

rates that do not exceed the federal per diem rates must follow provisions included 

in the DOJ Grants Financial Guide.  

All requested information must be included in the Budget Detail Worksheet and 

budget narrative. In the narrative, be sure to state whether the budget numbers are 

based on the tribal entity’s travel policies or if the Federal Travel Regulations are 

followed.  

(NOTE: travel expenses for consultants are listed under the “consultant travel” data 

fields in the Subawards/Subgrants-Procurement Contracts budget category). Select 

the Next button now. 
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5.3 Completing the Travel Category 

 

Notes: 

Select each button to learn more about that section of the Travel category of the 

Budget Detail Worksheet. 

Purpose Layer: In the first cell, enter the “Purpose”. Indicate the purpose of each 

trip or type of trip. For example, enter “Victim “Advocacy Skill Based Training”, 

“Advisory”, or “Group Meeting” for the purpose.  

Location, Type, Basis Layer: In the these cells, enter the “Location”, ”Type”, and 

“Basis”. Indicate the travel destination type of expense and the basis of the expense 

when applicable, per night or per mile, etc. For example, enter “Reno, NV” for 

location and  “Transportation” for type, and “Round Trip” for basis. 

Computation Layer: In these cells enter the “Cost”, “Quantity”, “Number  of Staff”, 

and “Number of Trips”.  For example, enter “0.51” per mile for cost,  “250” miles for 

quantity, and  “1” for number of staff, and “1” for number of trips. Only enter 

numerical data in the cells because the Total cost and Federal request will total 

automatically for you. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. “The project 

manager will attend Victim Advocacy Skill Based Training in Reno, NV and will use 

her own vehicle for a round trip at the rate of .51 per mile for 250 miles total.” 
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Purpose (Slide Layer) 

 

Location, Type (Slide Layer) 
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Computation (Slide Layer) 

 

Narrative (Slide Layer) 
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5.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  True 

X False 

 

Feedback when correct: 

That's right!  This is False. Per diem costs should be included in the Travel Category. 

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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5.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  This is True. Each type of cost should be separated out. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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6. Equipment 

6.1 Welcome 

 

Notes: 

Welcome to the Equipment category. This part of the course will take approximately 

5 minutes to complete. Select the Next button on the bottom right to begin. 
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6.2 Equipment Category 

 

Notes: 

The DOJ Grants Financial Guide defines Equipment as tangible personal property 

(including information technology systems) having 1) a useful life of more than one 

year and 2) a per-unit acquisition cost of $5,000 or greater (or the organization’s 

capitalization threshold, if it is less than $5,000). If the item does not meet those 

thresholds, categorize it under the Supplies category. In the budget narrative, 

explain how the equipment is necessary for the success of the project, and describe 

the procurement methods to be used. 

Award funds can be used to obtain equipment for program staff to use to carry out 

project activities. All equipment obtained with grant funds must be reasonable and 

necessary for project purposes.  

Here are some things to keep in mind.  After reading them,  

Select the Next button. 
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Equipment Tagging (Slide Layer) 
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6.3 Completing the Equipment Category 

 

Notes: 

Select each button to learn more about that section of the Equipment category of 

the Budget Detail Worksheet. 

Item Layer: In the first cell, enter the “Item”. List and describe each item of 

equipment that will be purchased. For example, enter “IT Network Hardware 

System” for the item. 

Computation Layer: In these cells enter the “# of Items” and the “Unit Cost”.  For 

example, enter “1” for the number of items and “$9,500” for unit cost. Only enter 

numerical data in the cells because the Total Cost and Federal Request will total 

automatically for you. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example,  the 

narrative could read “The team of victim advocates will need one IT Network 

Hardware System to access the intranet/internet and it will cost $9,500. We are 

following our agency’s capitalization policy.” 
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Item (Slide Layer) 

 

Computation (Slide Layer) 
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Narrative (Slide Layer) 
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6.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  Equipment should have a useful life of one year or longer 

  Equipment should have a per-unit acquisition cost of $5,000 or greater (or the 

entity’s capitalization threshold, if it is less than $5,000)  

X Expendable items like general office supplies should be included in the Equipment 

Category. 

 

Feedback when correct: 

That's right!  Expendable items like general office supplies belong in the Supplies 

category. 

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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6.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  Rented equipment is not included in the Equipment category. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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7. Supplies 

7.1 Welcome 

 

Notes: 

Welcome to the Supplies category. This part of the course will take approximately 5 

minutes to complete. Select the Next button on the bottom right to begin. 
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7.2 Supplies Category 

 

Notes: 

Award funds can be used to purchase supplies necessary to carry out project 

activities. Supplies are all other items of tangible personal property that are not 

equipment. This includes computing devices that cost less than $5,000 per unit (or 

the entity’s capitalization threshold, if that is less than $5,000). Grantee must follow 

provisions included in the DOJ Grants Financial Guide and Part 200 Uniform 

Requirements for federal awards. All requested information must be included in the 

Budget Detail Worksheet and budget narrative. 
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7.3 Completing the Supplies Category 

 

Notes: 

Select each button to learn more about that section of the Supplies category of the 

Budget Detail Worksheet. 

Supply Items Layer: In the first cell, enter the “Supply Items”. Provide a list of the 

types of items to be purchased with grant funds. For example, enter “Locking Filing 

Cabinet” for the supply item. 

Computation Layer: In these cells enter the “# of Items” and the “Unit Cost”.  For 

example, enter “2” for the number of items and “$900” for unit cost. Only enter 

numerical data because the Total Cost and Federal Request will total automatically 

for you. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “The project manager will need two locking filing cabinets to 

keep client information secure at the cost of $900 each.” 
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Supply Items (Slide Layer) 

 

Computation (Slide Layer) 
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Narrative (Slide Layer) 
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7.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right! This is True.  

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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7.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right! This is True. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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8. Subawards 

8.1 Welcome 

 

Notes: 

Welcome to the Subawards Subgrants category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin. 
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8.2 Subawards/Subgrants Category 

 

Notes: 

This section should be used to describe subawards, also called subgrants, which the 

lead grantee makes to its subrecipients to carry out part of the required activities 

under the grant award.  

An agreement that meets these criteria should be categorized as a subaward, not a 

procurement contract, even if your entity refers to the subaward agreement as a 

type of contract. Do not include procurement contracts in this section). Grantees 

must follow provisions included in the DOJ Grants Financial Guide and the Part 200 

Uniform Requirements. 

All requested information must be included in the Budget Detail Worksheet and 

budget narrative.  
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8.3 Completing the Subawards/Subgrants Category 

 

Notes: 

Select each button to learn more about that section of the subawards subgrants 

category in the Budget Detail Worksheet. 

Description Layer: In the first cell, enter the “Description”. Provide a description of 

the activities to be carried out by subrecipients. For example, enter “Provide services 

and conduct field work in a remote area included in the project.” for the description. 

Purpose Layer: In the second cell, enter the “Purpose”. Describe the purpose of the 

subaward (subgrant). For example, enter “Expand the service area for victims.” for 

the purpose. 

Consultant/Cost Layer: A consultant Provides goods and services within normal 

business operations, provides goods and services which are not subject to 

compliance requirements of the Federal Program, and operates in a competitive 

environment.  Examples include accounting firms, IT services, and Legal services. In 

this cell indicate if the subaward is for a consultant or not. If so, complete the 

Consultant Travel section and indicate the total cost in the next cell. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “The agency will make a subaward to provide services and 

conduct field work in a remote area. The $25,000 cost was calculated based upon a 

similar size project completed in the same area.” 

Consultant Travel Layer: If a consultant was used, use this area to indicate the 

“Consultant Travel”. This is completed the same way as the Travel Category. Please 

see that portion of this course to revisit this process. 
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Description (Slide Layer) 

 

Purpose (Slide Layer) 
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Consultant/Cost (Slide Layer) 

 

Narrative (Slide Layer) 
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Consultant Travel (Slide Layer) 
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8.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  This is true.  

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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9. Other Costs 

9.1 Welcome 

 

Notes: 

Welcome to the Other Costs category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin. 
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9.2 Other Costs Category 

 

Notes: 

Costs that do not fit into the other budget categories, but that are necessary for the 

victim services proposed in the project are set out in this category. Computations 

for other costs include line items for rent, telephone, reproduction (copies), and 

postage. Specific details about the quantity, per unit costs, and period of time 

needed are used to calculate the total costs. The narrative provides additional brief 

details for each line item cost. Grantee must follow provisions included in the DOJ 

Grants Financial Guide and Part 200 Uniform Requirements for federal awards. 

All requested information must be included in the Budget Detail Worksheet and 

budget narrative. Select the Next button to proceed. 
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9.3 Completing the Other Costs Category 

 

Notes: 

Select each button to learn more about that section of the other costs category of 

the Budget Detail Worksheet. 

Description Layer: In the first three cells, enter the “Description”. List and describe 

items that will be paid with grants funds. For example, enter “Rent”, “Telephone”, or 

“Postage” on separate lines for the description. 

Computation Layer: In these cells enter the “Quantity”, “Basis”, and “Cost”. For 

example, enter “500” for rent,  “sq feet” for basis, and “$2.51” for cost. Or for a 

telephone example, enter “1” for quantity, “monthly rate” for basis, and “$50” for 

cost. In the next cell, enter the “Length of Time” which is how many bills per year.  

For example, enter “12” for monthly or “4” for quarterly. The Total Cost and Federal 

Request will total for you automatically. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “Rent is charged at $2.51 per square foot per month. 

Telephone is charged $50 per month for 12 months.” 
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Description (Slide Layer) 

 

Computation (Slide Layer) 
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Narrative (Slide Layer) 
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9.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  Cost of renovating a kitchen area 

  Accountant consultant’s travel costs 

X Cost for internet 

  Costs for the staff to attend a convention out of state 

 

Feedback when correct: 

That's right! The cost for internet does not fit in any other category and should be 

included in Other Costs. 

 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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9.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  Rent costs 

X Cost for all terrain vehicles 

  Cost for internet 

  Printing and copying costs 

 

Feedback when correct: 

That's right! The cost for vehicles should be listed in the Equipment category. 
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Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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10. Indirect Costs 

10.1 Welcome 

 

Notes: 

Welcome to the Indirect Costs category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin. 
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10.2 Indirect Costs Category 

 

Notes: 

Indirect costs may be charged to an award only if: a) The recipient has a current 

(unexpired), federally approved indirect cost rate; or b) the recipient is eligible to use, 

and elects to use, the “de minimis” indirect cost rate described in the Part 200 

Uniform Requirements and the DOJ Grants Financial Guide. In the budget narrative, 

explain how the Indirect Costs numbers were generated, as well as any explanation 

of the proposed indirect costs for this project. Select the Next button to proceed. 
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10.3 Completing the Indirect Costs Category 

 

Notes: 

Select each button to learn more about that section of the indirect costs category of 

the Budget Detail Worksheet. 

Description Layer: In these cells, enter the “Description”, “Base”, and “Indirect Cost 

Rate”. Describe what the approved rate is and how it is applied. For example, enter 

“Indirect Costs” for the description, “$121,725” for the base, and “12.54%” for the 

indirect cost rate. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “Indirect costs are based on Federally approved rate of 12.54% 

on total direct labor (Personnel + Fringe) $121,725.” 
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Description (Slide Layer) 

 

Narrative (Slide Layer) 

 

 

 

 

 

 



 

Published by Articulate® Storyline www.articulate.com 

10.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

 

Correct Choice 

  Indirect costs are allowed only if the applicant has a current, federally approved 

indirect cost rate. 

  Indirect costs are allowed only if the applicant elects the de minimis method, costs 

must be consistently charged as either indirect or direct costs, but may not be 

double charged or inconsistently charged as both. 

X An applicant with a current, federally approved indirect cost rate is not required 

to attach a copy of the rate approval, a fully-executed, negotiated agreement. 

  In order to use the “de minimis” indirect rate an applicant would need to attach 

written documentation to the application that advises DOJ of both the applicant’s 

eligibility (to use the “de minimis” rate) and its election. In order to use the “de 

minimis” indirect rate an applicant would need to attach written documentation 

to the application that advises DOJ of both the applicant’s eligibility (to use the 

“de minimis” rate) and its election. 
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Feedback when correct: 

That's right! That is false. 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 

 

Correct (Slide Layer) 

 

Try Again (Slide Layer) 
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11. Procurement Contracts

11.1 Welcome 

Notes: 

Welcome to the Procurement Contracts category. This part of the course will take 

approximately 5 minutes to complete. Select the Next button on the bottom right to 

begin.
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11.2 Procurement Contracts Category 

Notes: 

Award funds can be used to procure goods or services for the benefit of the grantee. 

Procurement transactions must be conducted using an entities process. Sole source 

procurement contracts in excess of $150,000 must receive the prior approval of OJP.  

Grantees must follow provisions included in the DOJ Grants Financial Guide and the 

Uniform Guidance for federal awards in 2CFR 200, which details requirements and 

restrictions imposed on recipients and subawardees/subrecipients that use Federal 

assistance funds to procure property or services needed to carry out the grant-

funded project. All requested information must be included in the Budget Detail 

Worksheet and budget narrative. Select the Next button to proceed.
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11.3 Completing the Procurement Contracts Category 

Notes: 

Select each button to learn more about that section of the Procurement Contracts 

category in the Budget Detail Worksheet. 

Description Layer: In this cell enter the “Description”, “Purpose”, “Consultant” and 

“Cost”. Provide a description of the products or services to be procured by contract 

and an estimate of the costs. Applicants are encouraged to promote free and open 

competition in awarding contracts. A separate justification must be provided for 

sole source procurement in excess of the Simplified Acquisition Threshold (currently 

$150,000). For example, enter “William Penn” for description, “Accounting 

Assistance” for purpose, “Yes” for consultant used, and “$9,400” for cost. 

Consultant Travel Layer: In this section, enter the “Consultant Travel” if applicable. 

This area is completed in the same way as the Travel Category. Please revisit that 

part of the training for further information. 

Narrative Layer: Lastly, enter the “Narrative.” Describe in additional detail the 

information and numbers that were entered in the worksheet. For example, the 

narrative could read “William Penn will assist in completing financial reports as well 

as tracking award expenditures. Mr. Penn’s rate is $47 per hour and we estimate he 

will provide 200 hours of services.” 
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Description (Slide Layer) 

Consultant Travel (Slide Layer) 
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Narrative (Slide Layer) 



Published by Articulate® Storyline www.articulate.com 

11.4 Knowledge Check 1 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

Correct Choice 

$1 million 

X $150,000 

$100,000 

$15,000 

Feedback when correct: 

That's right! In excess of $150,000 must receive prior approval by OJP. 

Notes: 

Now it is time to practice what we have learned. Complete the knowledge check 

questions by choosing the best answer. 
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Correct (Slide Layer) 

Try Again (Slide Layer) 



Published by Articulate® Storyline www.articulate.com 

11.5 Knowledge Check 2 

 (Multiple Choice, 0 points, unlimited attempts permitted) 

Correct Choice 

X True 

False 

Feedback when correct: 

That's right! Award funds should be used to benefit the grantee. 
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Correct (Slide Layer) 

Try Again (Slide Layer) 
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12. Resources

12.1 General Resources 

12.2 Personnel Resources 
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12.3 Fringe Benefits Resources 

12.4 Equipment Resources 
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12.5 Supplies Resources 

12.6 Construction Resources 
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12.7 Travel Resources 

12.8 Subawards/Subgrants Resources 
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12.9 Procurement Contracts Resources 

12.10 Other Costs Resources 
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12.11 Indirect Costs Resources 
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13. Image Citations

13.1 Image Citation Slide 1 

13.2 Image Citation Slide 2 
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14. Conclusion 

14.1 Conclusion  

 

Notes: 

Congratulations, you’ve completed the course. 

 

You may review any topics using the menu and or select Close Course to exit. 
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