
FY 2006 BUDGET INSTRUCTIONS FOR THE COMPLETION OF THE 


DYCD BUDGET (FORM 100) 

This budget is a presentation of the proposer’s total offering price in terms of the proposer’s costs for providing each element of the Scope of Services.  At a minimum, the Budget will include total costs for Staff, Consultants, Sub Contractors, Stipend, and costs for Other Than Personnel Services (OTPS) that are allowable to the program.  These costs include consumable supplies, equipment, space rental, transportation, utilities and telephone, other operational costs, van maintenance and fiscal agent service.

BUDGET FACE SHEET IDENTIFYING INFORMATION PAGE 1 OF 4 TOP PORTION:
· DYCD ID#, Budget Code#, and Amendment #: These numbers will be assigned by the Department of Youth and Community Development (DYCD).

· Funding Component: Indicate the type of funding for this budget, i.e., YDDP, Discretionary, Beacons, CSBG, Literacy, Private Match and Tax Levy.

· Funded Through the Fiscal Agent: CAFD will determine whether an agency

cannot administer its own books and records.  Contractors not meeting established criteria would have their funds administered through the Fiscal Agent.  A CBO also has the option of utilizing the Fiscal Agent by paying the appropriate fee. (See fee schedule on Page 19 of the Fiscal Manual.)

· Indicate the official name of your organization, its address, telephone and fax numbers.

· The Executive Director is the person responsible for this contract, or in charge of the overall agency. Please include his/her telephone number.
· The Fiscal Officer is the person responsible for preparing the financial documents for this contract, i.e., the Comptroller, Bookkeeper and/or Accountant. Please include his/her telephone number.
· Federal Employer Identification Number (EIN): Indicate the contractor’s EIN #    (A copy of any official IRS document reflecting the Federal Employer Identification Number will be required before entering into contract with your organization.)
· State Unemployment Insurance Number (SUI): A number appearing on all correspondence relating to State Unemployment Insurance.  It is obtainable through the New York State Department of Labor.

· Operating Period: A separate budget must be submitted for each Fiscal Year from


July 1, 20XX to June 30, 20XX (should coincide with the dates that activities                          operate within the budget). 

· In-Kind Contribution is the amount of funds CBO allocates to this contract from other funding sources. It also includes resources that the CBO contributes to the program.
· Total CBO Budget (all sources) is the amount of funding the CBO receives for the entire year from all funding streams.

The budget is divided into three columns: Total DYCD Budget, Program Administered and Centrally Administered. 

· The Total DYCD Budget Column is the grand total of the budget (Program Administered + Centrally Administered = Total DYCD Budget).
· The Program Administered Column is the amount specifically administered by the agency (CBO). 

· The Centrally Administered Column is the amounts covered and paid by DYCD.  These costs are non-reimbursable items. 

BUDGET SUMMARY BY THE BUDGET CATEGORIES
To complete Page 1 of the budget you must complete Pages 2, 3, 4 as described below. Once calculated, transfer the appropriate totals for each budget category into the corresponding box on Page 1.

BUDGET SALARIES AND WAGES SUPPORT SHEET Page 2 of 4 
The Salaries are divided in two categories.  

Category 1 Full Time employees: A person that works 35 hours or more per week 

Category 2 Part Time employees: A person that works less than 35 hours per week
Note: Salary increases will be at the discretion of the CBO as long as it is within the scope of services of the contracts and approved by the Program Operations Department. (See Fiscal Manual Addendum)

Category 1 Full Time Employees

Column (1) Title Code

The Department of Youth and Community Development has developed position budget titles.

No other titles may be used under our contracts.  Attached is a list of approved title codes and their respective positions.

Column (2) # of Positions

Indicate number of persons employed under this title code who are paid salary under this contract.  

Column (3) Position/Title

The position selected from DYCD’s approved title codes. The title code & position/title should be consistent.

Column (4) # of Months

Please indicate the number of months that the full time employee’s salary will be charged to DYCD during the budget period.   For example, if your budget period is from 7/1/05-6/30/06 and your full time employee only works 5 months of the budget period on the DYCD contract you would indicate 5 in the # of  Months column.

Column (5) Annual Salary

Total cost for an employee for the entire fiscal year.

Column (6)

Percentage applied to DYCD

The percentage applied to this contract.

Column (7)

Total DYCD Cost

The total cost that will be charged to this contract.

CALCULATION METHODS FOR Full Time Employees SALARIES AND WAGES

To compute the total cost applied to DYCD use the following formula:

Multiply the Number of Positions (Column 2) by the Annual Salary  (Column 5) by the % applied to DYCD (Column 6).  This will give you the Total DYCD Cost (Column 7).  Sub-total all the amounts in Column 6 and place it in the box titled Sub-Total Full time Salaries. Please note that salaries should be grouped by number of positions, title and rate of pay.

The applicant should complete Columns (1), (2), (3), (4), (5), (6) (7). 

Example:

The table illustrates an example of how the Total Cost Applied to DYCD was calculated. 

     1          2                 3                                                   4                               5                        6               7  

	Title Code
	# of Pos.
	Position/Title
	# Of Months
	Annual Salary
	% applied to DYCD
	Total DYCD Cost

	ED
	1
	Executive Director
	5
	$50,000
	25
	$12,500

	PD
	1
	Program Director
	7
	$35,000
	50
	$17,500

	FO
	1
	Fiscal Officer
	12
	$26,000
	100
	$26,000


	Sub-Total Full Time Salaries
	$56,000


Helpful Hints 

To calculate the annual salary for FY 2006 multiply the hourly rate by 1827 hours per year (35 hours per week).

To calculate the number of hours per year multiply the number of hours worked per day by the number of days per year. (FY2006=261 days) 

To calculate the annual salary for FY 2006, multiply the hourly rate by 2088 hours per year (40 hours per week).

Category 2 Part Time Employees

Column (1) Title Code

The Department of Youth and Community Development has developed position budget titles.

No other titles may be used under our contracts.  Attached is a list of approved title codes and their respective positions. Part time salaries should be calculated on consolidating same titles with the maximum hourly rate.
Column (2) # of Positions

Indicate number of persons employed under this title code who are paid under this contract.  

Column (3) Position/Title (Consolidate Same Titles) 

The position selected from DYCD’s approved title codes. The title code & position/title should be consistent.

Column (4) Hourly Rate (Maximum Hourly Rate for Consolidated Titles)

The hourly rate of a part time employee

Column (5) Total Hours for Budget Period ( Total Hours for Consolidated Titles)

The total hours for a part time employee for the entire budget period.

Column (6) Total Amount Part Time Staff

Total cost for a part time employee that will be charged to this contract.

CALCULATION METHODS FOR PART TIME EMPLOYEES SALARIES AND WAGES

To compute the total cost applied to DYCD use the following formula:

Multiply the number of positions (Column 2) by the Hourly Rate  (Column 4) by the Total Hours for Budget Period (Column 5).  This will give you the Total Amount Part Time Staff (Column 6).  Sub-total the amount in Column 6 and place that amount in the box Sub -Total Part Time Salaries. Please note that salaries should be grouped by number of positions, title, and rate of pay.

The applicant should complete Columns (1), (2), (3), (4), (5), (6). 

Example:

The table illustrates an example of how the Total Amount of Part Time Staff was calculated. 

   1             2                   3                                              4                       5                        6

	Title Code
	# of Pos.
	Position/Title
	Hourly Rate
	Total Hours for Budget Period
	Total Amount Part Time Staff

	PR
	3
	Program Aide
	$10.00*
	350
	  $10,500

	TE
	5
	Teacher
	$25.00*
	270
	  $47,250

	JA
	1
	Janitor
	$5.75*
	261
	  $1,500


	Sub -Total Part Time Salaries
	$59,250


*Part Time salaries should be calculated by consolidating same titles with the maximum hourly rate

Add the two Sub-totals together and transfer the amount to Page 1, Salaries and Wages (1100)      both boxes

Helpful Hints

The minimum wage is $6.00 an hour as of January 1, 2005.  This is subject to change.  

II.  FRINGE BENEFITS – Page 3 of 4
The maximum rate for Fringe Benefits is 30%.  This rate includes all benefits under the Fringe Benefits category.  Fringe Benefits include FICA, Unemployment Insurance, Workers’ Compensation, Disability and Medical Benefits.  A minimum rate of 7.65% is required for each budget. If an agency is paying Fringe Benefits (FICA, Unemployment Insurance, Workers’ Compensation and Disability) from another funding source, they must submit a letter (on their letter head) stating that they will be responsible for this cost. 

All contractors have the option of buying into the NYC Central Insurance Program (CIP).  This includes Liability Insurance, Special Accident, Workers’ Compensation, Disability and Property Insurance.  The cost of the CIP- Basic Insurance Package is 4.5% of your total budget, in addition to each amendment thereafter.  See below for further instructions.

If you do not buy into our Insurance Package, you will be responsible for providing DYCD with an ORIGINAL Certificate of Insurance during budget preparation.

· A Contractor is required to provide Liability Insurance in the sum of not less than one million dollars per occurrence to protect DYCD and the City of New York against claims, losses or damages.  Such policy or policies of insurance must have the Department of Youth and Community Development and the City of New York listed as Certificate Holder, Co-insured, including the DYCD address.  In the event of cancellation DYCD must be notified within fifteen (15) days of cancellation. 
· This policy must be obtained from a company duly licensed to do business in the State of New York.

· The Comptroller’s Office will not register contracts without the required insurances.

Helpful Hints

Employers FICA is to be budgeted at 7.65% of total salaries.  The wage base for social security (OASDI) portion of FICA is $90,000.  The social security tax rate will remain at 6.2% for 2006, resulting in a maximum social security tax of $5,580.00 that must be paid by employees and employers.  There is no cap on earnings subject to the Medicare (HI) portion of FICA.  The Medicare tax rate will continue to be 1.45% for 2006.

State Unemployment Insurance (SUI) is to be budgeted at your insurance rate or a projected rate of 7.0% for up to and including the first $8,000 of an employee’s salary.  Please note: Staff terminated as well as new staff hired within the same calendar year must be covered by SUI. 

Medical Benefits, Workers’ Compensation and Disability: calculate the cost based upon your policies.
GUIDELINES FOR FRINGE BENEFITS NOT PART OF THE CENTRAL INSURANCE PROGRAM
Contractors not buying into the Central Insurance Program should add all Fringe Benefits including; FICA, Unemployment Insurance, Medical Insurance, Workers’ Compensation and Disability Insurance.    

Example:

1200
Fringe Benefits
Total
DYCD
 
Program 

Centrally

Budget

Administered

Administered
	$3,150
	$3,150
	


GUIDELINES FOR FRINGE BENEFITS UNDER THE DYCD CIP -BASIC INSURANCE PACKAGE

Add your FICA, Unemployment Insurance and Medical Insurance and reflect the amount on Page 3, Account Code 1200 Fringe Benefits.  Transfer Totals to Page 1 of the budget.  
Example:

1200
Fringe Benefits
Total
DYCD

Program 

Centrally

Budget

Administered

Administered




	$1,200
	$1,200
	


Multiply your total budget amount by 4.5% and reflect the amount on Page 3, Account Code 1300 Fringe Benefits. Transfer Totals to Page 1 of the Budget.  

Example:
Total DYCD Budget at $50,000 x 4.5% = $2,250

1300
Fringe Benefits
Total
DYCD

Program 

Centrally

Budget

Administered

Administered

	$2,250
	
	$2,250


CONSULTANT/CONTRACT SERVICES/SUB-CONTRACTS/STIPENDS Page 3 of 4 

          Consultant/Contract Services:  A consultant is an independent individual with                  professional and/or  technical skills retained to perform specific tasks or complete projects that cannot be accomplished by regular staff.  Consultant cannot be a salaried employee.  

          Contract Services - are agreements entered with an entity to obtain special              service(s) for a periodic or fixed length of time.  Example: Data processing, Contracted Cleaning Services and Accounting Services.

A Fiscal Conduit agreement should be Included in this category. (If applicable)         The Fiscal Conduit Agreement Form is attached.
2200
Sub-Contractors -  A subcontracting agreement is an agreement between the contractor and another entity to provide a service(s).  A subcontracting agreement will be part of the DYCD contract and will be registered with the NYC Comptrollers Office.

2300
Stipends are an incentive allowance ONLY for the benefit of a participant and/or client(s).  All contracts are allowed Stipends, with the exception of YDDP, BEACON, DISCRETIONARY, and RHY contracts, which are at the discretion of the Assistant Commissioner of Program Operations with CBO providing a detailed justification of the monies allocated.

On the lines under account codes 2100, 2200 or 2300 give a brief description of the      items budgeted for each category.

Example:

Consultants/Contract Services
Total DYCD

Program

Centrally

Budget

Administered

Administered

	$750
	$750
	


Description:
Data Processing Services                                                       

Cleaning Services                                                              

Facilitators/Workshop                                                           

OTHER THAN PERSONNEL SERVICES (OTPS)
TOTAL COSTS FOR EACH LINE ITEM CATEGORY 3100 TO 4000 BELOW SHOULD BE TRANSFERRED FROM BUDGET SUPPORT WORKSHEETS PAGE 4 TO THE CORRESPONDING CATEGORY ON THE BUDGET SUMMARY FACE SHEET

 PAGE 1.

Provide OTPS costs allocated to this program.

3100
Consumable Supplies -  This category relates to the purchase of supplies that are not lasting or permanent in nature, i.e., they include office, program and/or maintenance supplies.

3200 Equipment Purchase- This category relates to the purchase of equipment that is durable or permanent in nature, i.e., furniture, typewriters, calculators, telephones, computers, etc. All equipment and/or furniture purchased with DYCD funds at a cost of $200 or more become the property of The City of New York/ DYCD.  If the program is terminated, all such items must be returned to DYCD.

Attach an itemized listing detailing the items being purchased.  

Example:  3 Computers @ $1,200 Ea.


      2 Desks @ $500 Ea.


          * Note: Equipment under $200 must be placed under Equipment Purchases, not                     under Consumable Supplies.       

3300
Equipment Other -This category includes the rental, lease, repair and maintenance of office/programmatic equipment utilized in the performance of the program's operation. This category also includes Computer Software.
Note: Maintenance Service contracts for photocopiers, computers and typewriters should be charged to this category.

If the program leases a piece of equipment/furniture with an option to buy, this item will also become the property of DYCD in the event of the program's termination.
Note: DYCD will however consider requests for continued use or other recommended disposition of such equipment upon termination of a contact.
3400
Space Rental - This category is separated into two subcategories.  

3410
Public School -This subcategory relates to opening fees and room rentals paid to the Department of Education for school rental costs.

3420
Rent -This subcategory relates to all other rent paid by a 

Program for all sites utilized by that program.  It also includes all related charges associated with the use of the site such as minor repairs and maintenance costs.  No renovation or construction projects can be budgeted or paid for with DYCD program funds.
All contractors charging for rent are required to submit a Space Rental - Cost Allocation Plan. (Attached) 

In addition, you are required to submit a copy of your lease, DOE permit and/or month to month rental agreement at the time of the budget submission.
Calculate your subcategory costs and show the amount on each subcategory line.  Add both lines and reflect the total amount in the Space Rental boxes (3410+3420=3400). Transfer to Page 1.

Example:

Total DYCD
Program    Centrally

               3400        Space rental



Budget
Administered Administered


	$2,000
	$2,000
	


3410
Public School
	$1,000


3420
Rent / Other





	$1,000


3500
Travel -   This category relates to local travel (i.e., bus and subway fares) by the employees of the program to and from sites that are being used for day to day programmatic functions.  Expenditures for employees who use their personal automobile for business are reimbursed $0.35 per mile plus tolls, this is the maximum reimbursement allowed. 

Charge to this account all participant related travel; i.e. bus trips and local travel.

In addition, include expenses for Contractor owned vehicles used to support DYCD contracts such as car maintenance, gasoline, tolls and insurance.  Contractor-owned vehicles used to support DYCD contracts must be co-insured with the City of New York as named beneficiary.  Parking violations are not legitimate expenses and therefore must not be budgeted nor paid for with program funds.  
3600
Utilities and Telephone - Self-explanatory. 
3700
Other Operational Costs - This category is separated into two subcategories.
3710 This category includes items such as postage, printing and publications, subscriptions, internet fees, etc. Also include any other operating costs that cannot be classified in any other category. 
In addition, include participant related costs associated with and for the benefit of the participant members such as food, refreshments, entrance fees, awards, T-shirts, uniforms, and sporting equipment.

This category also includes general liability insurance for contractors not in the Central Insurance Program.

Audit Cost should be charged under line 3710. 

Please note: DYCD will accept a portion of your audit fees for Fiscal Year 2006. If your organization receives additional funding besides DYCD, you may only include DYCD’s proportionate share.  The proportionate share should be calculated by dividing the total DYCD budget by the agency’s total budget and applying that percentage to the total audit cost.
You must submit an Audit Cost Allocation Plan with your budget. (Form attached)
3720 Indirect Cost (Administrative Cost only) should be charged under line 3720. 

The purpose of indirect cost is to capture overhead costs incurred by a CBO operating its programs.  This rate is meant for CBO’s that operate several programs and whose administrative costs cannot be distributed in a reasonable, practical fashion among several operations. The following procedures are to be followed if you are requesting Indirect cost:
· A letter to the Assistant Commissioner of Contract Agency Finance requesting approval for utilizing this category
· A detailed justification
· An analysis from a CPA or Audit detailing how the rate was determined
· Maximum allowable rate is 10%
3800 Van Maintenance - If DYCD has assigned you a City owned van, the Department of Youth and Community Development will provide maintenance through the Department of Citywide Administrative Services.  The amount of $2,000 must be entered under Van Maintenance.  This is a centrally administered cost and is not reimbursable. 

Example:



Total DYCD
Program
   Centrally

Budget
Administered    Administered

            Van Maintenance


	$2,000
	
	$2,000


3900
Fiscal Agent Services - All contractors now have the option of purchasing the services of the Fiscal Agent . The following is a brief description of services that will be offered by the Fiscal Agent:

· Establish financial records

· Maintain and report on available budget balance

· Verify invoices

· Provide payroll services and personnel reporting

· Fiscal Agent will be responsible for the timely filing and payments of employment related taxes.

· Fiscal Agent’s Accounts Payable and Ledger system will be in accordance with generally accepted accounting practices and procedures.

Fiscal Agent services will be charged from your total budgeted amount at this scale:

Budget $ Value

Fiscal Agent Services Fee

$0 - $25,000



$1,200

$25,001 - $50,000


$3,500

$50,001 - $$100,000


$5,100

$100,001 - $250,000


$7,100

Over $250,001


$10,000

        An agency that chooses to utilize the Fiscal Agent or is mandated to utilize the Fiscal            Agent must  have all DYCD contracts administered by the Fiscal Agent.       

        Please note that fees may change based on our negotiations with the Fiscal Agent.

         This is a centrally administered cost and is not reimbursable.  Those agencies                        mandated due to poor fiscal performance (under “S” rating) will be notified by                     DYCD under separate cover.

         ===========================================================
         Note:
A new title code has been added for FY 2006 to the approved Title Codes already in place:                            =====CZ – Computer Specialist=====
Only approved title codes should be used in preparing your budgets.

By not utilizing the approved title codes, the budget approval process will be delayed.

================================================================
DEPARTMENT OF YOUTH AND COMMUNITY DEVELOPMENT

TITLE CODES

DEPARTMENT OF YOUTH AND COMMUNITY DEVELOPMENT

TITLE CODES

CODE
 
TITLE

AA

ADMINISTRATIVE ASSISTANT

AB

ASSISTANT BOOKKEEPER

AC

ACCOUNT SPECIALIST

AD

ADMINISTRATOR

AE

ASSISTANT EXECUTIVE DIRECTOR

AI

ARTISTIC INSTRUCTOR

AP

AFTER SCHOOL PROGRAM DIRECTOR

AR

ART SPECIALIST – ARTS PARTNER

AS

ACTIVITY SPECIALIST






AT

ATTENDANT

AX

ACTOR

BA

BA CASE PLANNER

BK

BOOKKEEPER






BM

BUDGET MANAGER






BS

BILINGUAL SPECIALIST

CA

COACHES

CC

CHILD CARE PROVIDER

CI

CAMP INSTRUCTOR






CK

COOK

CL

CLERK

CM

CONTRACT MANAGER

CO

COUNSELOR

CP

CASE PLANNER

CR

COORDINATOR

CS

COUNSELING SPECIALIST

CT

CONTROLLER

CU

CUSTODIAN

CW

CASE WORKER
CZ

COMPUTER SPECIALIST






DC

DRUG COUNSELOR

DD

DEPUTY DIRECTOR

DE

DIRECTOR

DF

DIRECTOR OF FINANCE

DI

DANCE INSTRUCTOR






DP

DIRECTOR OF PERSONNEL





DR

DOCTOR






DS

DEVELOPMENT SPECIALIST

DT

DIRECTOR OF PROGRAM AND JOB DEVELOPMENT

DV

DRIVER

DEPARTMENT OF YOUTH AND COMMUNITY DEVELOPMENT

TITLE CODES

CODE
 
TITLE

EA

EDUCATIONAL ADVISOR

EC

EDUCATION COORDINATOR (TEACHER LICENSE)

ED

EXECUTIVE DIRECTOR

EI

EDITOR






EP

EXHIBITION PREPARER



ES

EMPLOYMENT/EDUCATION SPECIALIST






FA

FACILITATOR

FC

FAMILY COUNSELOR

FD

FOSTER CARE DIRECTOR

FO

FISCAL OFFICER

FW

FAMILY WORKER

GL

GROUP LEADER






GW

GROUP WORKER






HC

HEALTH COUNSELOR

HM

HOUSE MANAGER

HP

HOUSE PARENT






HS

HOUSING/HOMELESS SPECIALIST

IC

IMMIGRATION COORDINATOR

IN

INSTRUCTOR

IS

IMMIGRATION SPECIALIST

JA

JANITOR

JC

JUVENILE COORDINATOR

JD

JOB DEVELOPER

JR

JOB READINESS COUNSELOR

LA

LITERARY ARTIST

LC

LATCHKEY COORDINATOR

LD

LEADERSHIP DEVELOPMENT SPECIALIST

LG

LIFEGUARD

LS

LEADERSHIP SPECIALIST

MA

MAINTENANCE

MC

MEDIATOR COUNSELOR

ME

MENTOR

MI

MUSIC INSTRUCTOR

MS

MSW CASE PLANNER

OM

OFFICE MANAGER

OW

OUTREACH WORKER

PA

PROGRAM DIRECTOR ASSISTANT

PB

PHYSICIAN’S ASSISTANT

PC

PROGRAM COORDINATOR

DEPARTMENT OF YOUTH AND COMMUNITY DEVELOPMENT

TITLE CODES

CODE 

TITLE

PD

PROGRAM DIRECTOR

PE

PARENT AIDE

PJ

PROJECT COORDINATOR

PL

PARALEGAL

PM

PROGRAM DIRECTOR (MD LICENSE)

PO

DIRECTOR OF PROGRAM OPERATIONS

PR

PROGRAM AIDE

PS

PROGRAM SUPERVISOR

PT

PROGRAM DIRECTOR (TEACHER LICENSE)

RC

RECEPTIONIST

RD

REGIONAL DIRECTOR

RE

RELIEF

RN

REGISTERED NURSE

RR

RECREATION COORDINATOR

RS

RECREATION SPECIALIST

SA

STAFF ATTORNEY

SC

SERVICES COORDINATOR

SE

SECRETARY

SF

ADMINISTRATIVE SECRETARY

SG

SECURITY GUARD

SI

SHOP INSTRUCTOR

SN

SENIOR ACCOUNTANT

SS

SUMMER STAFF

ST

STREET WORKER

SU

SUPERVISOR

SW

SOCIAL WORKER (M.S.W.)

TA

TEACHER AIDE

TE

TEACHER (TEACHER LICENSE)

TH

THERAPIST

TL

TEAM LEADER

TM

TRAINING MONITOR

TS

TRAINING SPECIALIST

TU

TUTOR

TY

TYPIST/TEACHER AIDE

UD

UNIT DIRECTOR

UH

URBAN HOUSING SPECIALIST

VA

VISUAL ARTIST

VC

VOLUNTEER COORDINATOR

WF

WORKSHOP FACILITATOR

DEPARTMENT OF YOUTH AND COMMUNITY DEVELOPMENT

TITLE CODES

CODE
 
TITLE

WI

WRITING INSTRUCTOR

WL                  WORKSHOP LEADER

WS

WATER SAFETY INSTRUCTOR

YC

YOUTH COUNSELOR

YE

YOUTH EMPLOYMENT COORDINATOR

YW

YOUTH WORKER

1
1

