Attachment B

                         
BUDGET PREPARATION INSTRUCTIONS 


The following instructions explain the costs the Bureau wants organizations to include in each budget category when preparing a proposal for overseas processing activities.  For policy guidance concerning U.S. Government regulations or admissible expenditure limits, etc., please refer to OMB circulars A-122 and A-110.  A sample budget format is provided as attachment IV.  

PERSONNEL

This category should include annual salaries, wages, stipends, consultant fees, allowances, bonuses or extra months salary, and any anticipated termination or severance pay for all personnel (regular or contractual) to be charged to the proposed agreement.  Caseworker staff must be proficient in using WRAPS, e-mail, PC’s and Windows applications.  Note that the plan for staffing must include information technology staff qualified to maintain WRAPS.  The network administrator should be competent in Windows 2003, Windows XP, IIS, SQL Server 2005, Microsoft Exchange, Microsoft Office, router configuration and management.  Include a staff roster with the above information, indicating existing and proposed positions, an organizational chart, and show total FTE (full-time equivalency) for each type of position in the designated column and actual number of employees occupying each position in the comments column.  Information on COLA and proposed salary increase or adjustment should be noted in the narrative accompanying the budget worksheet.  For consultants, show the proposed daily rate and indicate the number of days of consultant service anticipated in the comments column.
  
Attach a copy of your organization's established salary schedule showing different pay levels and step increases on which the budget is based.  

ALLOWANCES

The comments column of the budget worksheet should specify the number of employees being given each service; i.e., housing for 3 employees; education allowance for 2 children of 2 employees, etc.  

Explain anticipated termination or severance expenses in the Narrative Section.

FRINGE BENEFITS

Show total cost of fringe benefits provided to International Hire and Local Hire employees.  It is not necessary to identify individual benefits provided.  Where applicable, the percentage of salaries used to calculate benefits should be shown.  The benefits must be consistent with the organization's established personnel policies and practices for all of its employees.

TRAVEL

List local program travel in this category (headquarters staff travel should be included in the Headquarters Expenses category below.)  Provide one total for in-country project travel and one total for furlough/home leave travel.  All anticipated international trips must be listed individually.  Show only the total cost of each trip. Do not itemize by category; rather, list general categories included in the trip total (airfare, per diem, etc.) in the comments column.  

EQUIPMENT

This category should include both expendable and non-expendable equipment the organization expects to purchase for program activities.  Non-expendable equipment is defined as tangible personal property having a useful life of more than one year and an acquisition cost of $5,000 or more per unit. List items with a useful life of more than one year and an acquisition cost of $1,000 - $5,000 per unit separately as expendable equipment.  Consolidate like items of lesser value by type of equipment (i.e., telephones, office furniture) with quantities or types to be purchased noted in the comments column.  See Attachment III for WRAPS requirements.

If your organization has established levels for equipment at a lesser amount than $5,000, items may be shown according to organization policy, as long as the policy is explained in the Narrative Section.  The organization must apply its definition consistently in all U.S. government funded arrangements.

Also include equipment to be leased, including vehicles, as well as anticipated maintenance and repair costs for equipment (including contracts.)

SUPPLIES 

In this category include such items as office and automotive supplies and computer software. 

CONTRACTUAL SERVICES

Include here any anticipated sub-contracts, such as security guards, payroll services, etc.  Do not include contracts for regular personnel, maintenance and repair of non-expendable equipment, or audits, which are listed elsewhere.

OTHER DIRECT EXPENSES
 
Please follow the attached format for inclusion of other direct costs of the program, indicating separately anticipated costs for utilities, space rental, communications, insurance, printing/duplicating, and audit, as well as other costs not included elsewhere in the budget.

HEADQUARTERS EXPENSES

This category should include any anticipated U.S. domestic or international travel of headquarters staff in support of this program as well as any personnel costs or other expenses to be directly charged by the organization to the program (for personnel, include percentage of time dedicated to this program.)

CULTURAL ORIENTATION

The organization operating the RSC will provide cultural orientation to approved refugees aged 15 and above in accordance with guidelines developed in conjunction with the Bureau by the Center for Applied Linguistics (CAL) and described in the publication “Welcome to the United States--A Guidebook for Refugees” (CAL, 2004) and other CAL materials (see www.culturalorientation.net ).  The cultural orientation training will be for a period of three days and at a minimum address the following subjects:
· Role of the Resettlement Agency 
· Rights and Responsibilities of Refugees 
· Transit 
· Early Employment Priority 
· Work plus English Study 
· Public Assistance Benefits 
· Cultural Adjustment 
· Education 
· Health Care
· Housing 
INDIRECT COST RATE

Please note your organization's percentage rate and attach a copy of the most recent negotiated indirect cost rate agreement with the cognizant U.S. government agency.  Also note base of application in the comments column.

COMMENTS

Comments are not required for every budget line item.  This column provides space for further identification, as needed, of items included in the budget categories.  For example, under travel, each individual trip should be identified and total cost for each trip provided under the “Proposed Budget” column, with items included in the costs, e.g., airfare, per diem, taxis, etc., specified under “Comments”.  The Comments column is not intended to replace the Narrative section.

BUDGET SUMMARY PAGE

Include budget category totals on the summary page.  

BUDGET NARRATIVE

The Narrative section describes the proposed program and how refugee processing functions will be performed.  It also explains the budget request.  The Narrative should specifically identify any cost of living (COLA) request and provide a dollar amount for the total cost of the COLA (broken down by international-hire and local-hire, as appropriate). 

