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Budget	Narrative	Guidelines
• Download, complete, and attach the Microsoft Word 

(.doc) budget narrative template. 
• The budget narrative must be submitted as a 

Microsoft Word document. Do not submit a PDF file.
• Ensure all costs are:

– Necessary, well justified, and clearly linked to project 
activities and objectives.

– Reasonable and realistic estimates broken down into cost 
per unit.

– Incurred in a manner consistent with the applicant 
organization’s established practices.

– Allowable per the federal cost principles, USDA and 
CDFA requirements.



Unallowable	Costs
• All unallowable costs will be removed as a condition of 

receiving an award and excessive unallowable costs may 
result in disqualification.

• Common unallowable costs:
– Indirect Costs Charged Directly: Administrative and clerical 

services, rent, utilities, internet, telephone, general office 
supplies, insurance, etc.

– General Purpose Equipment: Office furnishings, 
information technology systems, printing equipment, motor 
vehicles, tractors, commercial refrigerators, etc.

– Capital Expenditures: Purchasing, constructing, or 
renovating buildings or facilities, purchasing land, site grading 
and improvement, architecture fees, etc.

• Reference the 2019 Grant Proposal Instructions and 
Allowable and Unallowable Costs Table.



Budget	Narrative	Tips
• Grounds for disqualification:

– Missing, blank, unreadable, corrupt, or otherwise 
unusable attachments.

– Total is less than $50,000 or greater than $450,000.
– Indirect costs exceed 8.00% of A. Salary and Wages plus 

B. Fringe Benefits.
– Excessive unallowable costs.

• Friendly reminders:
– Do not reference cost sharing.
– Check your math.
– Round costs to the nearest dollar.
– Get started early.
– Send questions to grants@cdfa.ca.gov before February 4.



Budget	Narrative	Sections
A. Salary and Wages

B. Fringe Benefits

C. Travel

D. Scientific Research Equipment

E. Supplies

F. Contractual

G. Other

H. Indirect Costs

Program Income

Fixed Amount Awards

= Total SCBGP 
Funds Requested





Project	Information
• Proposal Identification Number (PIN)
• Total Amount of SCBGP Funds Requested

– Sum of sections A through H; must match FAAST
– Must be between $50,000 - $450,000 

($50,000 - $150,000 for Fixed Amount Awards)
– Round to the nearest dollar



A.	Salary	and	Wages
• Salary and wages expense for employees of the applicant 

organization working on the project.

• For each employee, provide:
– Title and role in the project 
– Name (if known)
– Level of effort on the project (% FTE or hours)
– Funds requested 
– Justification briefly summarizing their duties and identifying the 

project objectives from the Project Objectives and Work Plan 
attachment that they will be responsible for completing. 

Formula for Salaried Employees:
(Annual Salary) x (Grant Duration) = (Total) x (% FTE) = Funds Requested
Example: $50,000/year x 2.5 years = $125,000 x 20% FTE = $25,000

Formula for Hourly Employees:
(Hourly Wage) x (Total Number of Hours Worked) = Funds Requested
Example: $10/hour x 500 hours = $5,000





B.	Fringe	Benefits
• Fringe benefits expense for employees of the applicant 

organization working on the project.

• Calculated as a percentage of salary or wages in 
accordance with the organization's established fringe 
benefits policy. 

• For each employee, provide:
– Title and role in the project
– Name, if known. Otherwise write, “To Be Determined”
– Fringe benefits rate
– Funds requested

Formula for Fringe Benefits:
(Salary/Wages Paid by SCBGP) x (Fringe Benefit Rate) = Funds Requested
Example: $25,000 x 40% fringe = $10,000





C.	Travel
• Travel expenses for employees of the applicant 

organization in support of project activities.

• Must not exceed GSA per diem  rates by location 
(http://www.gsa.gov) and must use the lowest reasonable 
commercial airfares. 

• In accordance with California Assembly Bill 1887, state 
funded and state sponsored travel to states with 
discriminatory laws is prohibited, including: Alabama, 
Kansas, Kentucky, Mississippi, North Carolina, 
Oklahoma, South Dakota, Tennessee, and Texas.



C.	Travel
• For each trip, provide the following:

– Trip destination (city and state)
– Type of expense (hotel, airfare, mileage, etc.)
– Unit of measure (nights, roundtrip flights, miles, etc.)
– Number of units (1 night, 1 roundtrip flight, 250 miles, etc.)
– Cost per unit ($95 per night, $500 per roundtrip flight, 

$0.58 per mile, etc.)
– Number of individuals claiming each expense
– Total funds requested for each expense
– Justification with the approximate dates of travel and an 

explanation of how the trip will achieve the objectives and 
outcomes of the project, as well as objective numbers. 





D.	Scientific	Research	Equipment
• Must be:

– Tangible, nonexpendable, personal property.
– Useful life of more than one year.
– Acquisition cost that equals or exceeds $5,000 per item.
– Used only for research or scientific activities. 

• Purchasing general purpose equipment is unallowable. 
• Costs to rent general purpose equipment should be listed under 

section G Other.

• For each unit of scientific research equipment, provide:
– Name of the item and manufacturer
– When it will be purchased (grant year)
– Funds requested (must exceed $5,000 per item)
– Justification describing how it will be used to achieve the 

objectives and outcomes of the project





E.	Supplies
• Materials, supplies, and fabricated parts costing less 

than $5,000 per unit. 
• All supplies must be tied to specific project activities; 

do not include indirect costs (e.g. office supplies). 
• For each supply, provide:

– Type of supply (no general use office supplies)
– Cost per unit (must be less than $5,000 per item)
– Number of units to be purchased
– When the supply will be purchased (grant year)
– Total amount of funds requested for each supply
– Justification describing how the supply is necessary for 

the completion of the project’s objectives and outcomes.





F.	Contractual
• Expenses associated with purchasing goods and/or procuring 

services performed by an individual or organization other than the 
applicant in the form of a procurement relationship.

• Projects with contractors must provide:
– The contractor name/organization.
– The project objectives the contractual services will support.
– The fee structure of the contractor (e.g., Salary and Wages, Fee for 

Professional Services, or Flat-Rate).
– The total amount of funds requested for the contractor.
– A justification describing the project activities the contractor will 

accomplish to meet the objectives and outcomes of the project. 
– Additional justification is required if:

• Salary and Wages exceeds GS 15 Step 10 
• Fee for Professional Services exceeds GS 15 Step 10 
• A flat-rate fee structure is utilized





F.	Contractual
Additional	Breakdown	of	Expenses

• Contractors using Salary and Wages / Fee for 
Professional Services fee structure:
– Provide a breakdown of costs for budget sections 

A through H for each separate contractor by 
copying the tables provided.

• Contractors using a Flat Rate fee structure:
– A breakdown of costs for budget sections A 

through H is not required.



Additional breakdown required (sections A-H)

Additional breakdown not required





G.	Other
• Expenses not covered in the previous budget categories.

– For example: Hosting meetings, conference registration fees, 
rental expenses, advertisements, publication costs, data 
collection, lab analysis fees, tuition, etc.

• For each expense, provide:
– Description of the type of expense
– Cost per unit
– Number of units to be purchased
– When the expense will be incurred (grant year)
– The total amount of funds requested
– Justification describing how it achieves project objectives.

• Meal costs for hosted meetings:
– Justify why the meal is needed and is not an entertainment cost. 
– Must not exceed the GSA rate for the meeting location. 
– Providing breakfast is unallowable.





H.	Indirect	Costs
• Incurred for common objectives and cannot be readily identified 

with an individual project, program, or organizational activity 
(e.g. facilities operation and maintenance costs, depreciation, 
administrative expenses, etc.).

• Provide:
– Total personnel costs (A. Salary and Wages + B. Fringe Benefits)
– Indirect cost rate (8.00% maximum)
– Funds requested



Program	Income
• Gross income generated by grant-supported activities 

during the grant period of performance. 

• Cannot be used as profit and must be reinvested back 
into the project to solely enhance specialty crops.

• Cannot be used to cover unallowable costs.

• Provide:
– A description of the source/nature of program income.
– An explanation of how program income will be 

reinvested into the project and will be used to solely 
enhance specialty crops.

– The total amount of estimated program income.



PROGRAM INCOME

Source/Nature of 
Program Income

How will Program Income be Reinvested 
into the Project to Solely Enhance 

Specialty Crops?

Estimated 
Program 
Income

Workshop
registration fees

The applicant organization will charge a 
$50/person fee to attend the project workshops 
and it is estimated that 100 individuals will 
attend. Income generated from the registration 
fee will be reinvested into the project and will 
be used to solely enhance specialty crops by 
(explanation).

$5,000



Fixed	Amount	Awards
• Only projects submitted to a Fixed Amount Award 

funding category should complete the objective 
schedule in the budget narrative. 
– Funding request must be between $50,000 and $150,000
– Grant duration cannot exceed two years.

• Fixed Amount Award projects must provide:
– The project objectives (must align with the Project 

Objectives and Work Plan attachment).
– The deliverable that will result from completing each 

project objective.
– The estimated date each objective will be completed.
– The amount of funds requested to complete each 

objective.



FIXED AMOUNT AWARDS

# Objective Deliverable Completion
Date

Funds 
Requested

1

2

3

4

Total Grant Funds

*The funds requested in the final payment of this schedule must equal or exceed 10 percent of the 
total funds requested. For additional information on this requirement, see the Fixed Amount 
Awards supplement.



Questions


