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This presentation will go over the grant application
process:

Getting Started

Personnel

Employee Benefits

Travel (Including Training)

Equipment

Welcome!

Supplies & Operating Expenses

Consultants
Construction
Other

Final Steps
References
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Getting Started

On the APPLICATION
SUMMARY
page, click Budget Detail

Troubleshooting Tip: If the Budget Detail section is not a live link that opens to the Budget Setup
page, go to the Main Summary Information section and check to see if you have your Recipient
Agency(ies) information entered. The Budget Detail section cannot be updated until you have a

Recipient Agency identified. See the Main Summary technical assistance guide for help in setting
up your Main Summary information.



Getting Started

Select Agency Budget if entering a budget for the applicant agency or a department withing
the applicant agency’s organizational structure.

Select Pass Through Budget if entering a budget for a partner agency that will implement all
or a portion of the project.

Be careful when setting up the budget and selecting budget type, as the
budget type will affect how the budget is entered throughout the application



Getting Started

Click on the link to open the
Budget Summary

Refer to the funding announcement for information about what “are”
and “are not” allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for
Grants provides additional insight into completing the application,

including the budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Getting Started

Click on the Personnel link

Please refer to the funding announcement for information regarding
allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for Grants
provides additional insight into completing the application, including the

budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

» Personnel costs include wages and salaries of an agencies or
organization’s employees assigned to the subgrant project.

e Costs of benefits are to be included in the Employee Benefits
category.

 Time and Effort Reports (timesheets) are required for all
personnel funded with PCCD grant dollars regardless of the funding
stream.

e In no case is dual compensation allowable.

» This category is for W2 employees. Contract employees that
receive a 1099 should be budgeted in the Consultants category.

Pers Onnel  Costs of compensation are allowable if:

e They are reasonable for the services rendered and consistent with
scales for employees from other sources.

e The method of appointment conforms to state and local law, with
regard to subgrant regulations and meets federal merit system
standards where applicable.

e They are documented by payroll records and supported by Time and
Effort Reports.

» Refer to the Applicant’s Manual — Financial and Administrative Guide for
Grants for additional insight into completing the Personnel category of the
budget, including Time and Effort Reports requirements.



https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Personnel

Add a justification for each
position being funded. Be
sure to follow the guideline in
the example.

When finished, click add new
line.



Personnel

Provide the name of the
position and employee name.
If the position has not been
filled, you can use TBD.

The highlighted fields are
required. If the position only
requires one year of funding, If entering multiple positions,
enter zeros in the unused year. click Save and Add Another
When finished click save.



Personnel

Verify the position title and
employee name for accuracy

Once finished click Save

Verify that each position
listed in the budget has a
proper justification

Then click
Return to Agency Budget Summary



Employee

Benefits

« Enter the total cost of each benefit for employees assigned to the

project

» Benefits can only be paid for personnel included in the grant

» Itemize all employee benefits

» The percentage of benefits should match the percentage of personnel
time budgeted for the position. Employees that are not working 100%
of their time on grant related activities cannot have benefits covered at

100%.

« Employers’ shares of the following are allowable unless noted otherwise
in the funding announcement:

Social Security

Medicare

Employees’ health and life insurance
Unemployment Compensation
Worker’s Compensation

Retirement plan contributions

Other employer paid benefits

Refer to the Applicant’s Manual — Financial and Administrative Guide for

Grants for additional insight into completing the Employee Benefits category

of the budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Employee Benetfits

Click the Employee Benefits link

PA COMMISSION ON CRIME & DELINQUENCY BUDGET SUMMARY

Agency Budgeat
BY CATEGORY YEAR1 YEAR2 TOTAL

Personnel 68,640.00 45,500.00 114,140.00
mployee Benefits 0.00 0.00 0.00
Travel (Including Training) .00 .00 0.00
Equipmenl 0.00 0.00 0.00
Supplies & Opzaratng Expenses 0.00 0.00 0.00
Consiitanis 000 nno 000
Construction 0.00 0.00 0.00
Other 0.00 0.00 0.00
Total: 68 640.00 45 500.00 114,140.00

Returmn to Budget Summary



Employee Benefits

In the justification section
include the employee's name,
position title, benefit, and
benefit cost

Choose the Position/Name
from the drop-down menu
and click Add New Line



Employee Benefits

From the drop-down menu
choose the benefit you would
like to include, then click
Add Selected Benefit Type



Employee Benefits

When calculating
benefits be sure that
your % Budgeted Cost
does not exceed the %
of budgeted hours.

Due to rounding this may
happen but the increase
is minimal and allowable.

When finished entering
the benefits click save to
return to the
Employee Benefits
Summary



Employee Benefits

Verify that you have included
all employees, their position
title, and benefit cost =

Verify that you have entered
the employees you wish to
include benefits for and click
save



e The costs for transportation, lodging, subsistence and related
items incurred by project employees who are traveling on official
project business are allowable expenses.

« In training projects where travel and subsistence of trainees are
included, these items should be listed separately, indicating the
number of trainees and unit costs involved.

» The purpose of travel must be clearly described in the justification.

Travel

* When travel is by personal automobile for the purpose of conducting
official project business, actual costs for mileage not exceeding the

(lnCIUdlng federal GSA rate or local government rate (whichever is lower) are

allowable expenses.

Training)

¢ The Commonwealth’s maximum per night lodging rate allowances for
reimbursement follow the Federal Government’s GSA per diem rates.

» The allowable rates for subsistence follow the Federal Government’s
GSA rates. The Commonwealth will only reimburse the meal portion
of these allowances and will not reimburse the incidental amounts as
defined by the GSA.

» Refer to the Applicant’s Manual — Financial and Administrative Guide
for Grants for additional guidance.



https://www.gsa.gov/travel
https://www.gsa.gov/travel
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Travel (including Training)

Click on the Travel (including
training) link

Please refer to the funding announcement for information
regarding allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for Grants
provides additional insight into completing the application, including the

budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Travel (including Training)

In the justification section
include the purpose of travel,
place of travel, method of
travel, and attendees

Click add new line to enter
travel details



Travel (including Training)

In the top section enter the
purpose of travel, location of
travel, and travel item



Travel (including Training)

Select travel items from the drop-down
menu. Mileage, subsistence (first/last
day) and lodging must follow GSA
Guidelines

Other can be used for parking, tolls,

shuttle fees, etc.

Save

Save And Add Another | Delete | Return to Travel (Including Training) Summary



Travel (including Training)

Verify that all travel is entered into the
budget, then click save

I

Verify that proper justification is
provided for all travel listed in the
grant application




» Do not budget for equipment purchases that will unnecessarily duplicate
existing equipment.

e Equipment rental or lease is preferred when such costs are less than the cost
of the equipment purchased after consideration is given to the project life over
which the benefits will accrue.

 Individual items costing $10,000 or more that have a life expectancy of
more than one year should be entered into the Equipment category.

If an item costs less than $10,000, it should be entered in the Supplies &
Operating Expenses category.

Include equipment information in the justification area that answers the

E quipment following:

« How will the equipment be used for the project?

« Will it be used 100% for the project? If it will be used for other
projects as well, the cost of the equipment must be pro-rated.

« How will the equipment be procured?

Refer to the Procurement Details Walkthrough for information and
guidance on using proper procurement methods.

Refer to the Applicant’s Manual — Financial and Administrative Guide for
Grants for additional insight into completing the Equipment category of the
budget.



https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Procurement%20Detail%20Walkthrough.pdf
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Equipment

PA COMMISSION ON CRIME & DELINQUENCY BUDGET SUMMARY

Mgency Budget

BY CATEGORY

Hersonnel bd, 640 00 45 50000 114,140.00
[Employec Benefils 37.055.00 22 052.00 59,100.0C
avz| ((ncluding Training) - - - 413300 C.00 4 133.0C
Equ pment Click on the Equipment link 000 C.0 090
|Supplias & Cparsting Expanses 0.00 C.00 0.0C
Consultants 0.00 C.00 0.0C
Corstructon 0.00 C.00 0.0C
|Dthar 0.00 C.00 0.0c
lotal: 109 629 00 b/ ohd 00 177,382 00

Return to Budget Summary

Please refer to the funding announcement for information
| regarding allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for Grants
provides additional insight into completing the application, including the
budget.



https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Equipment

To add line item click add
new line item

In the justification section
provide the items being
purchased, how they will
benefit the project, any
outcomes they may provide,
and the procurement method
that will be used to secure
the purchase.



Equipment

Enter the item being
purchased, total UNIT cost,
quantity, and percent of cost
being applied to the grant.

If no purchases are being
made in a specific year, enter
Zeros.

When done entering the line
item click save.
If adding additional line
items, click Save and Add
Another



« Items in this category include:
 Printing and postage
« Telephone, utilities and fuel

» General supplies and repairs for motorized equipment,
maintenance service

» Rental of real estate and equipment

Supplies & » Office supplies and educational supplies

* Maintenance materials and supplies

OP el' ating « Software and user licenses

 Individual items with a unit cost of less than $10k

Expenses

 Flat fees are not allowed, and all costs must be broken down
» Items cannot be lumped into one line item
« Justification is required for all items listed within this section

Refer to the Procurement Details Walkthrough for information and
guidance on using proper procurement methods.

Refer to the Applicant’s Manual — Financial and Administrative Guide for
Grants for additional insight into completing the Equipment category of the
budget.



https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Procurement%20Detail%20Walkthrough.pdf
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Supplies & Operating Expenses

Click on the Supplies &
Operating Expenses link

Please refer to the funding announcement for information
regarding allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for Grants
provides additional insight into completing the application, including the

budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Supplies & Operating Expenses

Enter a brief description of
each line item you are
including in the budget.

“ Explain how this item will be J
used and how it is directly
related to the program
initiative

TP U T

Click Add New Line to enter
the budgeted line items



Supplies & Operating Expenses

Enter the unit cost, quantity,
and % applied to the grant.

If the item is only being
purchased in one year, enter
zeros in the fields not being

used

Click save if finished.

If adding additional lines,
click Save and Add Another

Enter the supply item name




Supplies & Operating Expenses

Verify all supplies & operating
expenses have been entered
into the budget

Click save to return to the
Budget Summary

Verify that all line items have
a proper justification



 Federal/state regulations require the procurement of professional
and personal services through competitive, good faith negotiations.

 Contracts with consultants must be in writing.

e List each contractor or individual consultant by name (if known). For
each contractor/consultant entry, list the service provided and the
proposed fee rates day or by hour, and the amount of time to be
devoted to such services. Time and effort reports are required
for individual consultant expenses.

Consultants

» Fees for individual consultants that are more than $81.25/hr. or
$650/day require prior PCCD approval. Pricing should be
competitive and consistent with the going market rate the services
provided.

* Travel expenses for contractors and individual consultants should
be included in the Consultants-Travel category as separate line
items.

» Refer to the Applicant’s Manual — Financial and Administrative Guide
for Grants for additional insight into completing the Consultants
category of the budget.



https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Consultants

Click on the Consultants link

Please refer to the funding announcement for information
regarding allowable budget items and expenditures.

The Applicant’s Manual — Financial and Administrative Guide for Grants
provides additional insight into completing the application, including the
budget.


https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Consultants

The Consultants section is

To enter a consultant click made up of (3) sections
Add New Consultant I 1

1. Consultant
2. Consultant Travel
3. Products or Service



Consultants

Enter an hourly or daily rate.
Then enter the duration.

If the service is not being
provided in all years, enter
Zeros

Enter the name/position and
service being provided

Click save to return to the
consultant section or Save
and Add Another to add
additional consultants



Consultants

GSA Rates Apply to all

Consultant Travel In the justification section list

the travel that is required for
the consultant(s)

Select the consultant from

the drop-down menu Add the location if known

After selections have been
made, click Add New Travel
Item


https://www.gsa.gov/travel/plan-book/per-diem-rates

Consultants

Add the location the
consultant is traveling to and
the travel item

From the drop-down menu
choose the travel item

Add the items specific to the

line item you chose.

Click save when finished or
Save and Add Another



Consultants

Provide details in the
justification section specific
to the products and services

and how they relate to the
program

Select the consultant from
the drop-down menu

Enter any products or
services the consultant is
offering in the Products or
Services Section.

When selection has been
made, click Add New Product
Item



Consultants

Enter the unit cost, quantity,
and % applied to the grant

Click save when finished to
return to the Consultants
section or Save and Add
Another

Add the item/service the
consultant is providing



Consultants

Once back at the main
Consultants section verify
that all consultants and
consultant expenses have
been entered

Click save when finished



Construction

« Under some very specific circumstances, certain types of funds may
statutorily be used for construction purposes. If in doubt, refer to the
Funding Announcement or contact the respective PCCD program
office for specific guidance.

 Include in this category the costs of:

 Acquisition, expansion or repair (including remodeling and
restoring) of existing buildings or other physical facilities

 Acquisition or installation of initial equipment, including
architect’s fees, but not the cost of land acquisition. Initial
equipment includes heating, plumbing, air conditioning,
electrical, elevator, and other building-related equipment and
fixtures.

* Do not include in the Equipment category removable machinery or
equipment that is not inherently a part of the building or facility
(such as office equipment).

» Refer to the Procurement Details Walkthrough located on the Grant Guides
webpage for information and guidance on using proper procurement
methods.

» Refer to the Applicant’s Manual — Financial and Administrative Guide for Grants
for additional insight into completing the Consultants category of the budget.



https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Procurement%20Detail%20Walkthrough.pdf
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Construction

Click on the Construction link

Construction is often a prohibited activity. Refer to the funding announcement for
guidance on whether construction is an allowable activity.

The Applicant’s Manual — Financial and Administrative Guide for Grants provides
additional insight into completing this section when allowable.



https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Construction

In the justification section
include the type of
construction to take place,
contractor if know, how the
services will be procured, and
why the construction is
necessary to the project.

Click Add New Line



Construction

If the cost is known include
that on the computation line.
If it is unknown, include an
estimate. Your fiscal contact
will reach out to you for
additional details.

Include a description of the
construction to be completed

Click Save when finished or Save and Add Another to
add additional line items



Construction

Verify that all construction
has a proper justification

Verify that all construction
costs have been properly

Click Save when finished
entered



 Items that do not fall within any of the previous categories should
be entered into the Other category.

« An example of an appropriate item would be indirect costs.

 Refer to the Procurement Details Walkthrough located on the
Grant Guides webpage for information and guidance on using
proper procurement methods.

» Refer to the Applicant’s Manual — Financial and Administrative Guide
for Grants for additional insight into completing the Consultants
category of the budget.



https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Procurement%20Detail%20Walkthrough.pdf
https://www.pccd.pa.gov/Funding/Documents/Applicants%20Manual/Applicants%20Manual%20-%20Current%20Version.pdf

Click on the Other link



Provide a clear
description of the
product, service, or cost.
You must include a cost
breakdown for items in
the other category.

Click Add New Line



Enter in the description
of the cost

Provide a complete
computation of the cost

Enter the total cost

Click Save
Or
Save and Add Another



e Once all budget line items have been entered and verified for
accuracy you must mark the budget summary completion status to:
Complete

e To do this the Recipient Agency, By Category, and By Source
line totals must match




Final Steps

There are three sections to the Budget Summary.
BY RECIPIENT AGENCY shows the yearly breakdown and total requested budget. BY
CATEGORY shows the category breakdown of the requested budget.

BY SOURCE shows the origin of the funding to be applied to this budget. This information
needs to be entered before the budget can be marked as complete.



Final Steps

To submit the Budget
Summary, the
completion status must
be set to Complete

To do this all three
sections must match
before the budget can be
set to complete



Final Steps

Enter the amount of funds requested on the
appropriate source line(s). Refer to the
funding announcement for confirmation of
the funding source (state or federal)

If a match is required you will also enter that
amount in the lines provided.

If all column totals match, from the
Completion drop-down menu choose complete
and click Save



Final Steps

If you clicked Save and received the
error on this slide, there is a typo in
one of the column totals.

Make the correction, change the
completion status to Complete, and
click Save



Final Steps

Once you have successfully completed
the budget detail section you will
return to the Application Summary
screen to complete the remaining
section of the grant application



For additional resources please follow the
links below:

Applicant Resources — A complete list of Grant Application
Guides to help you navigate each section of the grant
application.

References Administration — Details on how to administer your
grant once it has been awarded.

Management - Regulations and Guidelines to
assist you in meeting compliance requirements.

For E-grants support please contact: EGRANTS Support



https://www.pccd.pa.gov/Funding/Pages/Applicant-Resources.aspx
https://www.pccd.pa.gov/Funding/Pages/Grant-Administration.aspx
https://www.pccd.pa.gov/Funding/Pages/Grants-Financial-Management.aspx
mailto:ra-egrantssupoort@pa.gov

Thank you!
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