

City of Albuquerque
Department of Family & Community Services
Request for Proposals from Non-Profit or Governmental Agencies for   
Coronavirus Community Support and Recovery Fund Services 

RFP Number:  RFP-2020-048-FCS-IC


REQUEST FOR PROPOSALS  


1.0 Background

The federal government declared a national public health emergency on January 31, 2020 and declared a national emergency on March 13, 2020, named FEMA the lead agency on the COVID19 emergency response effort on March 19, 2020; and the New Mexico Governor issued Executive Order 2020-004 Declaring a State of Public Health Emergency on March 11, 2020 and on Wednesday, March 18, 2020 the Mayor issued a Declaration of Local State of Emergency Due to Novel Coronavirus COVID 19.  In response to this public emergency resulting from the COVID 19 pandemic, the City of Albuquerque is issuing this solicitation for emergency contracts per R-20-30 to address the unanticipated loss of income, the loss of job-related health care, the decreasing availability of support services, continuing bills, and unanticipated health costs.  

The City of Albuquerque’s established priorities for funding also include the following goals: 

Goal 1: Human and Family Development: People of all ages have the opportunity to participate in the community and economy and are well sheltered, safe, healthy, and educated.  

Goal 2: Public Safety: The public is safe and secure, and shares responsibility for maintaining a safe environment.
 

2.0	Purpose

The purpose of this Request for Proposals (RFP) is to solicit effective proposals from qualified non-profit and governmental organizations to provide food, shelter, and health services for low-income and at-risk residents whose economic situation have been negatively impacted by the 2020 COVID-19 pandemic, to be referred to as the Coronavirus Community Support and  Recovery Fund. Further, applicants shall be encouraged to spend funds locally where practical. The fund is not subject to rededication of budget allocation provisions of O-20-4. In addition, it is the City’s objective to ensure that the most vulnerable populations and communities within Albuquerque are able to access emergency contract funds.

Proposals will be accepted until 4:00 pm on May 8, 2020 and are to be submitted online at https://cabq.bonfirehub.com/portal/?tab=openOpportunities


3.0 Tiers of Submission

Offers will be evaluated on the proposed services and activities that would be provided to target populations. The type of contract that would be executed will suit the purpose and may include a Vendor Contract, Professional-Technical Contract or Social Services Contract. The time to process and execute the contracts will vary by the type of contract. 

Offerors recommended for award must comply with applicable Family and Community Services Purchasing Rule https://www.cabq.gov/family/documents/publications/fcs-social-services-procurement-guidelines.pdf and City Purchasing Regulations https://www.cabq.gov/dfa/documents/vendor-documents/article-5-public-purchases.pdf.

Offerors recommended for award as a Social Services Contract will be held to the standards as set in the most current version of the publication entitled "Administrative Requirements for Contracts Awarded under the City of Albuquerque, Department of Family and Community Services Social Services Program" (hereinafter referred to as the “Administrative Requirements”).  The publication contains uniform administrative rules for contracts awarded pursuant to the Department’s Social Services Program.  Contractors are expected to understand and comply with all applicable rules contained within the publication. Offerors who propose behavioral health services may also be required to comply with applicable sections of the most recent version of the Albuquerque Minimum Standards for Substance Abuse Treatment and Prevention Services (hereinafter referred to as the “Minimum Standards”), depending on the proposal. Contractors are expected to understand and comply with all applicable rules contained within the publication. Additional documentation will be required from these contractors at the time of contracting.


1. Scope of Work 

In response to the public emergency resulting from the COVID19 pandemic, the City of Albuquerque is issuing this solicitation for contracts for emergency needs per R-20-30, to address the unanticipated loss of income, the job-related health care, the decreasing availability of support services, and unanticipated health costs. The City is allocating $1,000,000 to fund multiple Projects to provide services and activities that shall provide immediate support for the health and safety of individuals and our community with the goal to expend funds for services rendered by December 31, 2020); including, but not limited to:  
· Expanding access to residents not adequately served by federal aid;
· Restoring lost access to behavioral health services because of COVID restrictions;
· Helping to retain housing, food security, and behavioral health stability when emergency restrictions are lifted;
· Providing safe domicile and/or services for survivors of sexual assault, domestic violence, or abuse or neglect;
· Providing additional supports for low-income and at-risk residents whose economic situation has been negatively impacted by the COVID-19 pandemic; and
· Services rendered through these funds are offered in an equitable and inclusive manner.
Requested City funds may be used to leverage other funding sources to maximize the number of people who can benefit from the services. 

Funded projects may be required to work collaboratively with other entities as identified and requested by the City.

Services funded by this RFP are to commence upon execution of the contract and continue through December 31, 2020. 


5.0 Eligible Responders

An agency which is a unit of state or local government and/or an agency currently incorporated as a nonprofit corporation, duly registered and in good standing with the State of New Mexico Secretary of State, which has not-for-profit status under 501(c)(3) of the U.S. Internal Revenue Service Code and which has demonstrated capability in providing the services for which it is applying is an eligible responder for award of a contract pursuant to this RFP. 


6.0	Eligible Beneficiaries 

Programs supported, in whole or in part, with funding awarded as a result of this RFP must be targeted to residents of Albuquerque. 

Programs should target those whose annual family incomes are at or below 80% of the median family income for the Albuquerque Metropolitan Statistical Area (MSA) as established by the U.S. Department of Housing and Urban Development, unless otherwise specified, though an income test is not required for the use of these emergency funds, unless otherwise required. 


7.0     Technical Assistance

It is the responsibility of the Offeror to stay up to date with any clarifications to this RFP that may be posted on the Department website - Request for Proposals Page, and the City’s Purchasing website, including addenda and information materials.  Technical assistance will be provided at the written request of responder agencies by the City of Albuquerque Department of Family & Community Services, Myra Segal, Senior Advisor, at msegal@cabq.gov up until seven calendar days prior to submission deadline. Responses to questions in writing will be posted on the Department website.

For agencies interested in submitting proposals in response to this solicitation, there will be an optional pre-proposal meeting on Tuesday, April 28, 2020 at 1:00pm, online at  https://cabq.zoom.us/j/94919035598 You can also dial in at (346) 248-7799 and enter the meeting ID: 949 1903 5598 when prompted.


8.0	Application

The project Application, not including the required two budget forms, shall not exceed eight typed, double-spaced, 8 1/2" x 11" pages, with 12-point font. The Application form should be completed, saved as a PDF, and uploaded into the portal.     

The responder must also submit the two budget forms found at the end of this Offer: the Expense Summary Budget Form and the Program Budget Detail Form – Personnel. These forms are to be saved as PDF to be uploaded into the portal. 

8.1 Assurances

All contractors selected pursuant to this RFP will be required to procure and maintain, through the life of each of their contracts, a commercial general liability and an automobile liability insurance policy each with liability limits in amounts not less than $1,000,000 per occurrence and in the aggregate.  If any part of the contract is sublet, the contractor must include the subcontractor in its coverage or require the subcontractor to obtain all necessary coverage.  Policies must be written by companies authorized to write such insurance in the State of New Mexico. In some cases, the City may require sexual abuse and molestation insurance. 

Policies must include coverage for all operations performed for the City by the contractor, coverage for the use of all owned and all non-owned hired automobiles, vehicles, and other equipment both on and off work, and contractual liability coverage shall specifically insure the hold harmless provision of the contract.  The City must be named an additional insured on commercial general liability and the policies must provide that 30 days written notice will be given to the City before a policy is canceled, materially changed, or not renewed. 

The contractor shall ensure that all staff for whom professional liability is required by their licensing agent, including but not limited to, professionals providing health and behavioral health services, maintain professional liability insurance, errors and omissions coverage, or other additional coverages the city deems necessary, in amounts not less than required by the New Mexico Tort Claims Act as it is amended from time to time, for single limit of liability per occurrence and for the general aggregate. 

The contractor must also comply with the provisions of the Worker's Compensation Act, the Subsequent Injury Act, and the New Mexico Occupational Disease Disablement Law.

During construction, if any, a contractor must maintain Builders Risk Insurance in an amount equal to the full construction cost to cover the construction work for fire, theft, extended coverage, vandalism and malicious mischief.

If, during the life of the contract, the Legislature of the State of New Mexico increases the maximum limits of liability under the Tort Claims Act (Section 41-4-1 through 41-4-27 NMSA 1978), the City may require the contractor to increase the maximum limits of any insurance required.

Proof of insurance is not a requirement for submission of a proposal, but responders should be aware that no work may begin under a contract funded through this program until the required insurance has been obtained and proper certificates (or policies) are filed with the City. Before submitting a proposal, the agency should contact its insurance agent to determine if it can obtain the required coverage. 

8.2 Other Assurances		

a. Compliance with Civil Rights Laws and Executive Orders
Contractors are required to comply and act in accordance with all federal laws and Executive Orders related to the enforcement of civil rights. In addition, recipients will be required to comply with all New Mexico State Statutes and City of Albuquerque Ordinances regarding enforcement of civil rights (will be required if recommended for award of contract). 

b. Goods Produced Under Decent Working Conditions
It is the policy of the City not to purchase, lease, or rent goods for use or for resale at City owned enterprises that were produced under sweatshop conditions. The responder certifies, by submittal of its proposal in response to this solicitation, that the goods offered to the City were produced under decent working conditions. The City defines “under decent working conditions” as production in a factory in which child labor and forced labor are not employed; in which adequate wages and benefits are paid to workers; in which workers are not required to work more than 48 hours per week (or less if a shorter workweek applies); in which employees can speak freely about working conditions and can participate in and form unions. 

c. ADA Compliance
Contractors must agree to meet all the requirements of the Americans with Disabilities Act of 1990 (ADA), and all applicable rules and regulations which are imposed directly on the Contractor or which would be imposed on the City as a public entity. The Contractor must agree to be responsible for knowing all applicable requirements of the ADA.

d.  Federal Reimbursement
[bookmark: _Hlk38604118]Contractors may be required to meet other requirements that make the funds that the City uses to pay for services eligible for reimbursement or expenditure under federal guidelines applicable to COVID-19 or emergency funding.


9.0 Review Criteria: Proposals will be reviewed based on the criteria that follow:

   9.1.1
· Expanding access to residents not adequately served by federal aid;
· Providing immediate (by December 31, 2020) support for the health and safety of individuals and our community;
· Restoring lost access to behavioral health services because of COVID restrictions;
· Helping to retain housing, food security, and behavioral health stability when emergency restrictions are lifted;
· Providing safe domicile and/or services for survivors of sexual assault, domestic violence, or abuse or neglect;
· Providing additional supports for low-income and at-risk residents whose economic situation has been negatively impacted by the COVID-19 pandemic;

9.1.2    Explains how the proposed services are directly related to the COVID-19 emergency.

9.1.3 Provides justification for requested funding to cover costs.

9.1.4 Describes the feasibility to expend the emergency funds in the given timeline.

9.1.5 Describes how proposed service activities will increase equity and access to opportunity, especially for diverse communities that have been traditionally excluded from economic opportunity.

9.1.6 Describes how the proposed funding could leverage other funding sources.

9.1.7 Describes how the services would be provided in multiple languages as needed and applicable.

9.1.8 Demonstrates organizational capacity to provide proposed services based on previous performance.

9.1.9 Demonstrates ability to expend City funds in a fiscally responsible manner.



9.2 Review Process/Deadlines

a. Preliminary Staff Review
[bookmark: _GoBack]Proposals will be initially reviewed by staff of the Department of Family and Community Services to determine if the proposal is complete and conforms to this RFP. Completeness means that all required forms and attachments are included.  

b. Review Panel 
The applicable City Department will review past performance of Offerors who have had contracts with that Department over the previous three years and provide this information to the Oversight Committee per R-20-30 who makes the final determination of contract awards. A recommendation for award does not constitute an award of contract. The award occurs after a contract is negotiated and approved by the City. 
	 
If, during the review process, additional information is needed regarding a proposal, the Department staff will request such information from the responder.  
				

10.0 Submission Process 
 
Submit one complete original PDF version of the application, including the expense summary budget form and the program budget detail/personnel form through the City’s purchasing online portal.

Proposals must be received prior to 4:00 p.m. local time, Friday, May 8, 2020, through the City’s purchasing online portal. Proposals stamped later than 4:00 p.m. local time, on Friday, May 8, 2020 will be ruled non-responsive to this RFP and will not be considered for award. 	
		 
10.1 Acknowledgment of Amendments to the Request for Proposal

Receipt of an amendment to the RFP by a responder must be acknowledged (a) by signing and returning the amendment or (b) by letter. Such acknowledgment must be received prior to the hour and date specified for receipt of proposals and can be submitted as attachment to the Offer. 
It is the responsibility of the Offeror to stay up to date with any clarifications or amendments to this RFP that may be posted on the Department website - Request for Proposals Page, and the City’s purchasing website, https://cabq.bonfirehub.com/portal/?tab=openOpportunities  - including addenda and information materials. 




[bookmark: _Toc196881020]City of Albuquerque
Department of Family and Community Services
One Application Form Plus Two Required Budget Forms

City of Albuquerque
Department of Family and Community Services
APPENDIX #1:  Application Form

	Agency Name:  
	

	

	Name of Contact Person:  
	

	

	Phone number of Contact Person:  
	




1) Services to be Provided for low-income and at-risk residents whose economic situation has been negatively impacted by the COVID-19 pandemic (check all that apply):
☐ Food
☐ Housing (e.g., Eviction Prevention, Rental Assistance) 
☐ Emergency Shelter (e.g., overnight, motel vouchers, medical recuperation)
☐ Case Management
☐ Public Assistance/Grants/Loans
☐ Behavioral Health Care
☐ Physical Health Care
☐ COVID19 Response Care 
☐ Education
	☐	Other please specify:
	



2) Populations To be Served (check all that apply):
☐ Children
☐ Youth
☐ Young Adults
☐ Families
☐ Adults
☐ Seniors
☐ Immigrant Communities
☐ People Experiencing Homelessness or Precarious Housing
☐ People Experiencing Behavioral Health Challenges
☐ People Experiencing Physical Health Challenges
☐ People Experiencing Food Insecurity
☐ People Experiencing Unemployment
☐ People Formerly Incarcerated 
	☐	Other please specify:
	




3) Primary Geographic Location of Service Population (check all that apply):
☐ South Valley
☐ Downtown
☐ Southeast
☐ Near Northeast
☐ Far Northeast
☐ North Valley
☐ West Side
	☐	Other please specify:
	



4) Have you requested/received any other grants or relief funds specific to COVID?
☐Yes
☐No	
	If yes, how much and for what purpose?  
	



The following section provides an opportunity to describe the services you propose. Please remember that the content of this form should not exceed 10 pages. 

5) Describe the services you would like to provide in response to COVID-19. Include in your description: 
A. The services to be implemented/expanded through the requested funding;


B. The number of clients you already provide this service to (prior to implementation/expansion); 


C. The number of clients you anticipate serving with the requested additional funding;


D. The location of services;


E. The target population(s) to be served; 


F. The anticipated impact of services.


6) What is estimated cost to provide the additional services described above in #5? (Estimated cost can include staff time, supplies, equipment, etc.)


7) What is the time frame for implementation of proposed services?


8) What additional processes do you need to put into place before you can implement the services?


9) Have you had to reduce services that could help keep people safe and healthy, due to COVID-19 related revenue losses? 
☐ Yes	
☐ No

If Yes, please explain and include an estimate of the amount needed to restore those services?  

Certifications & Releases

10) Please select one descriptor of the applying entity: 
☐ Governmental entity
☐ For profit entity (NOTE: for-profit entities are not eligible for this Offer)
☐ Non-profit entity (holds a letter of non-profit status from the IRS)
☐ Volunteer organization

11) Does the applicant have a current contract with the City? 
☐ Yes
☐  No

CERTIFICATIONS (please initial)

___ I hereby certify that all representations, warranties, or statements made or furnished by me to the City of Albuquerque in connection with this application are true and correct in all material respects. 

___ I understand that it is a criminal violation under New Mexico law to obtain anything of value by making fraudulent representations or omissions. 

___ I further certify that no gratuities, in the form of entertainment, gifts or otherwise, were, or will be offered or given by me or my agent or representative to any officer or employee of the City with a view toward securing a recommendation of assistance or subsequent assistance or for securing more favorable treatment with respect to making a recommendation of assistance. 

___ I warrant that I presently have no interest and shall not acquire any interest, direct or indirect, which would conflict in any manner or degree with the receipt of assistance and to the best of my knowledge, no officer, agent or employee of the City who shall participate in any decision relating to this application and resulting assistance, currently has, or will have in the future, a personal or pecuniary interest in my business. 

___ I acknowledge and agree that the City has the discretion to award assistance as it sees fit, the assistance is subject to the availability of funding, and there is no guarantee of assistance even if applicants meet eligibility requirements

___ It is understood and agreed by the undersigned that: 1) Any funds awarded as a result of this request are to be expended for the purposes set forth herein and in accordance with all applicable Federal, state, and city regulations and restrictions; and 2) the undersigned hereby gives assurances that this proposal has been prepared according to the policies and procedures of the above named organization, after having obtained all necessary approvals by its governing body prior to submission, that the material presented is factual and accurate to the best of her/his knowledge, and that she/he has been duly authorized by action of the governing body to bind the Corporation.

	Name of Authorized Official (Board /Highest Signature Authority):
	



	Title of Authorized Official (Board /Highest Signature Authority):
	




	Signature

	



	Date:
	





Instructions for Form #2
Expense Summary Form


	Expenditure Category

	Expenditures charged to Social Services category must conform to the FCS Administrative Requirements, be reasonable, allowable and allocable.

	

	Personnel Costs

	Salaries and Wages:  A formula may be embedded in the excel worksheet to automatically enter the amounts from Appendix #4.  Manual Calculation: Enter the amounts budgeted to pay salaries and wages for regular staff of the organization employed to carry out project-related activities.

	

	Payroll and Benefits:  A formula may be embedded in the excel worksheet to automatically enter the amounts from Appendix #4. Enter the amounts budgeted to pay payroll taxes, and employee benefits.  Payroll taxes should include legally mandated payroll taxes for regular employees of the organization, including FICA and unemployment insurance tax. The amounts charged to the City must constitute an allocable percentage of salaries and wages.

	

	Total Personnel Costs: A formula may be embedded in the excel worksheet to automatically enter the sums of salaries, wages, payroll taxes, and employee benefits.  Manual Calculation: provide a subtotal for Personnel costs in this section.

	

	Operating Costs

	Contractual Services: Enter the amount budgeted to pay the costs of services provided to the project through contractual agreements with organizations and individuals who are not regular employees, with the exception of the costs for conducting annual or special audits.  

	

	Audit Costs: Enter the amount budgeted to pay the costs of conducting annual or special audits of the organization.  The amount budgeted to the City shall not exceed the proportion that the City contract revenue is of the total agency revenue budget.  

	

	Consumable Supplies: Enter the amount budgeted to pay the costs of supplies and equipment utilized by the project that have a price not exceeding $5,000 per unit.

	

	Telephone: Enter the amount budgeted to pay for the costs of project telephone services, including installation, local service, and long-distance tolls.

	

	Postage and Shipping:  Enter the amount budgeted for project postage and shipping.

	

	Occupancy 

	Rent:  Enter the amount budgeted for space lease/rental costs allocable to the project.

	

	Utilities:  Enter the amount budgeted for the cost of project allocable electrical services, heating and cooling, sewer, water, and other utilities charged not otherwise included in rental or other charges for space.

	

	Other:  Enter the amount budgeted for other project allocable occupancy costs including the costs of security, janitorial services, elevator services, upkeep of grounds, leasehold improvements not exceeding $5,000, and related occupancy costs not otherwise included in rental or other charges for space. 

	

	Equipment Lease: Enter the amounts budgeted for the purchase or lease of equipment allocable to the project  

	

	Equipment Maintenance: Enter the amount budgeted to maintain or repair existing agency equipment utilized in a funded project that is allocable to the project.

	

	Printing and Publications: Enter the amount budgeted for the purchase and/or reproduction of project- printed materials, including the cost of photo-reproduction that is allocable to the project.

	

	Travel Costs

	Local Travel: Enter the amount budgeted for the costs of project travel within Bernalillo County, including costs for mileage reimbursement and/or allocable operating and maintenance costs of agency owned or hired vehicles use to provide transportation to staff or clients within Bernalillo County that is allocable to the project.

	

	Out-of-Town Travel: Enter the amount budgeted for the costs of project travel outside of Bernalillo County, including costs for transportation, lodging, subsistence, and related expenses incurred by employees, board members, or clients who are in travel status on official business allocable to the project.

	

	Conferences, Meetings, etc.: Enter the amount budgeted for the costs of registration and materials for staff, board, or clients attendance at meetings and conferences allocable to the project or for the costs of meetings conducted by the agency in connection with that contract. 

	

	Direct Assistance to Beneficiaries: Enter the costs budgeted for the payment of participant wages and benefits, stipends, food, clothing, and other goods and services purchased directly on behalf of clients funded in this project. 

	

	Membership Dues: Enter the amount budgeted to pay the costs of dues paid by the agency on behalf of staff, board members, or the agency itself to professional organization related to the purposes of the project.

	

	Equipment, Land, Buildings: Enter the amount budgeted for the purchase of equipment, land, and for the acquisition or construction of buildings allocable to the project, the cost of which exceeds $5,000.  Costs charged to Equipment, Land, Buildings, or renovation capital costs must conform to Administrative Requirements. 

	

	Insurance: Enter the amount budgeted to pay the costs of insurance, including bonding, allocable to the project. 

	

	Fuel and Vehicle Maintenance: Enter the amount budgeted to pay for fuel and maintenance not covered under local travel, i.e. fuel for a bus. 

	

	Total Operating Costs: A formula may be embedded in the excel worksheet to sum the total. Manual calculation: Enter the sum of all line items under operating costs.

	

	Total Direct Costs:  A formula may be embedded in the excel worksheet to sum the Total Personnel Costs and Total Operating Costs. Manual calculation: Enter the sum of Total Personnel Costs and Total Operating Costs.

	

	Indirect Costs: Enter the amounts budgeted to pay indirect costs for the project. Costs charged to Indirect must conform to Administrative Requirements 

	

	Total Program Expenses: A formula may be embedded in the excel worksheet to sum the total of Direct and Indirect Costs. Manual calculation: sum the Direct and Indirect Costs. 

	

	Percent Requested: A formula may be embedded in the excel worksheet to calculate the Percent Requested.  Manual Calculation: Divide City Funding Request in Column C by Project Total in Column B for each individual row. Display as a percentage with one decimal point (e.g. 33.3%). 


  

Expense Summary Form 

	1.	Applicant Agency:

	

	2.	Project Title:



	Expenditure Category
	Program Total
	City Funding Requested
	Percent Requested

	Personnel Costs
	
	
	

	Salaries & Wages
	
	
	

	Payroll Taxes and Employee Benefits
	
	
	

	Total Personnel Costs
	
	
	

	
	
	
	

	Operating Costs - Direct
	
	
	

	Contractual Services
	
	
	

	Audit Costs
	
	
	

	Consumable Supplies
	
	
	

	Telephone
	
	
	

	Postage and Shipping
	
	
	

	Occupancy
	
	
	

	 a. Rent
	
	
	

	 b. Utilities
	
	
	

	 c. Other
	
	
	

	Equipment Lease
	
	
	

	Equipment Maintenance
	
	
	

	Printing & Publications
	
	
	

	Travel
	
	
	

	 a. Local Travel
	
	
	

	 b. Out of Town Travel
	
	
	

	Conferences, Meetings, Etc.
	
	
	

	Direct Assistance to Beneficiaries
	
	
	

	Membership Dues
	
	
	

	Equipment, Land, Buildings
	
	
	

	Insurance
	
	
	

	Fuel & Vehicle Maintenance
	
	
	

	Total Operating Costs
	
	
	

	
	
	
	

	Total Direct Costs
(Personnel & Operating)
	
	
	

	
	
	
	

	Indirect Costs 
(______%; attach Rate Letter)
	
	
	

	
	
	
	

	TOTAL PROGRAM EXPENSES
	
	
	

	
	
	
	



 Instructions for the Project Budget Detail Form – Personnel Expenses


Section 1.	 Enter the name of the agency submitting the proposal.

Section 2. 	Enter the project title as shown on the Proposal Summary and Certification form.

Section 3. Use one line per staff member working on the project. (Note that previous forms may have allowed more than one FTE per line). The following illustration is provided for clarification purposes only.


Sample Illustration
	FTE on Project
	Position Title
	 Salary for the Project
	Amount Requested From the City
	Percent Requested   (Amount Requested / Salary to the Project)

	

			   1.0 
	Case Manager
	$40,000
	$20,000
	50%

	This individual is dedicated full-time to this project, however their salary is covered 50% by the City and 50% by other funding sources. 

	

	.50
	Case Manager
	$20,000
	$15,000
	75%

	This individual works full time but splits time 50/50 between this project and unrelated projects. Their salary is covered 75% by City funds and 25% by another funding source. 

	

	.50
	Case Manager
	$20,000
	$20,000
	100%

	This individual works half time. They dedicate all their time to this project, and the agency seeks 100% coverage by City funds – no other funding sources.



· For the column labeled “FTE on Project”, use one line per staff member to list each individual staff working on the project, regardless of funding source (e.g., if an FTE will spend half time on this City-funded project, insert .50).

· For the column labeled “Position Title,” give the title of each position working on this project. 

· For the column labeled “Salary Dedicated to this Project,” enter the salary amount dedicated to the project for each individual by multiplying the %FTE by total annual salary (a change from previous years’ forms that may have included multiple FTEs).

· For the column labeled “Amount Requested,” enter the amount of funding requested from the City for each individual position.  

· For the column “Percent Requested,” calculate as: Amount Requested / Salary on Project.    Note: The Annual Salary dedicated to the project / % FTE should = Annual Salary for this position.

Section 4.  Provide a sum of the columns for "Salary for the Project" and "Amount Requested" and calculate "Percent Requested" by dividing the sum of “Amount Requested” by the sum of “Annual Salary Dedicated to Project”.

Section 5.  Enter the total amount of payroll taxes and employee benefits for project salaries in the column labeled “Salary for the Project,” the “Amount Requested” from the City, and the percent of the total to the charged to the City.

Section 6.   Enter the sum of the lines 4 and 5 in the column’s labeled “Salary for the Project,” and “Amount Requested.” Enter the percentage of the total amount requested from the City.

 Section 7.   Enter the percentage of salaries and wages charged to FICA, Unemployment   Compensation, health insurance, retirement, and other employee benefits.


Program Budget Detail Form – Personnel 

	1.	Applicant Agency:

	

	2.	Proposal Title:

	

	Personnel costs: Use this form to justify all salaries, wages, payroll taxes and fringe benefits shown on the Expense Summary Form. Add additional rows as necessary.

	

	FTE
on Program
	Position Title
	Annual Salary

	Amount Requested From the City 
	Percent Requested

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4.	Salaries & Wages
	
	
	

	5.	Payroll Taxes & Employee Benefits*
	
	
	

	6.	Total Personnel Costs
	
	
	



 7.		*Payroll Taxes: 	FICA	@	%	Unemployment Insurance	 	%

Employee Benefits: 	Health Insurance 	@	%	Retirement	@ 	% 

Other: 		@	% 	Other: 	@	%

(Add rows and use additional pages as necessary)
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