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Budget, Narrative, and Supporting Documentation 
 
Rider 3 Budget Evaluation Criteria 
Applicants’ responses to Rider 3, including relevant attachments, will be reviewed and scored based on the following 
criteria: 
 

Accuracy – Completed within the Budget 
The extent to which the Applicant includes all known expenses for the program and accurately calculates all 
entries within the budget spreadsheet and whether the budget aligns with the program as proposed. 
 
Line-Item Justification – Completed in the Budget Narrative 
The extent to which the Applicant completes the budget narrative for each year of the grant such that it describes 
and sufficiently justifies the proposed costs for each budget line item. Each line should have a detailed description 
of how the dollars will be used. For example, in the description for the wages and salaries line item the Applicant 
should break out the positions specific to this project. 

 
State and Federal Funding Assurance Form – Attachment 11 
The extent to which the Applicant includes the required and completed State and Federal Funding Assurance 
Form.  
 
Match Funds Verification Letter(s) – Attachment 12 
The extent to which the Applicant includes the required and completed Match Verification Letter(s), that align 
with the budget narrative, for the applicable years of the grant award.  

 
Rider 3 – Budget, Narrative, and Supporting Documentation Submission Directions  
Budget and Narrative Directions 
The Applicant is required to email the Pennsylvania Family Support Resource Account (ra-pwpahomevisiting@pa.gov) to 
create an account in the Pennsylvania Family Support Data System. Please note this communication does not conflict with 
Part I Section I-2 as it is a part of the required application process.  Please review all the requirements and definitions 
below prior to completion of the budgets for each year of the grant. Please “cc:” the issuing officer noted in Part I Section 
I-2 on all communications related to the Family Support Data System budget creation.  
 
The Applicant should include the following information in the email:  

Email Subject:  
d. CTF RFA 13-23 – Rider 3 Request Submission – (Applicant Name)  

 
Please include in the body of the email  

1. Applicant Name 
2. Official Business Name (Same as the registered Vendor information on Attachment 2)  
3. Official Business Address 
4. Primary Contact: Name, Phone, Email  
5. Website if Applicable 
6. Vendor ID 
7. Unique Entity Identifier (UEI) 
8. Amount of Funding (up to the maximum of $50,000 for each year of the grant 

a. Ex: Year 1: $50,000.00 
b. Ex: Year 2: $50,000.00 
c. Ex: Year 3: $50,000.00 

9. As a default all matching funds amounts in the data system will be set to the following whole numbers: 
a. Ex: Year 1: $50,000.00, Cash Match: $6,250, In-Kind: $6,250  
b. Ex: Year 2: $50,000.00, Cash Match: $12,500, In-Kind: $12,500 

mailto:ra-pwpahomevisiting@pa.gov
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c. Ex: Year 3: $50,000.00, Cash Match: $12,500, In-Kind: $12,500 
d. If you need the match amounts changed to reflect the proposed matching funds, please include this 

in the email.  
 

Family Support Data System Budget Completion 
Complete the Budget and Budget Narrative for each year, up-to the three years, for which you the Applicant are applying 
for grant funding in the Family Support Data System.   
 
Family Support Data System Budget Entry Guide 
A guide on budget entry in the Family Support Data System is available here: http://www.pa-home-visiting.org/fiscal-
guide/.  
 

Note: Do Not use the ARP Categories unless directed when entering budgets as those are reserved for specific 
uses.   

 
Maximum Funding 
The CTF Grant must not exceed the maximum of $50,000 per year for each of the three years. Applicants may apply for 
an amount less than $50,000 per year if such an amount would be sufficient and reasonable to operate their proposed 
program(s). Please note that the numbers for matching funds below are the minimum requirements based on a $50,000 
per year CTF grant. Matching funds, cash, may exceed these numbers when necessary to fully operate the proposed 
program.  
 
In-Kind services must not exceed 50% of the required match percentage for each year of the grant. Applicants should 
provide a statement in their responses to the Budget and Work Statement justifying any amount under $50,000 as 
reasonable and sufficient to operate the proposed program. 
 
Matching Funds 
Whether the Applicant’s Budget meets the requirements for in-kind and cash matching funds with respect to their 
proposed CTF program. Under the Children’s Trust Fund Act, selected Applicants must provide a match of 25 percent of 
the total award for the first year (no more than 50% of which (12.5% of total budget) may be in-kind services) and 50 
percent of the total award for the second and third years (no more than 50% of which (25% of total budget) may be in-
kind services). Match funds must be dedicated to the provision of the CTF-funded program and may be derived from either 
private or local government sources. See 11 P.S. § 2235(5)(i). 

 
Sample Match Breakdown Year One: 
CTF Grant per year:   $50,000 
Minimum Total Match:    $12,500 (required cash match of at least $6,250)  
Minimum Total Project Budget:   $62,500 
 
Sample Match Breakdown Years Two and Three:  
CTF Grant per year:   $50,000 
Minimum Total Match:    $25,000 (required cash match of at least $12,500)  
Minimum Total Project Budget:   $75,000 

 
Match Definitions 
For the CTF Grant award the following definitions apply for matching costs.  
 

In-Kind: Are defined as: donated services, materials, time from volunteers (non-paid staff). 
Cash: Are monetary donations from individuals or funds from private or community foundations, local 
government or other local or private grant sources. Applicants can include funds from their organization if the 

http://www.pa-home-visiting.org/fiscal-guide/
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funds originate from a local or private source. Funds from the state and federal government cannot be used as 
match. 

 
Indirect Costs 
Indirect costs are limited to a maximum of 10% of the grant amount for all CTF grant awards.  
 
Indirect Cost Definition 
Indirect costs are those costs incurred for common or joint objectives that cannot be identified readily and specifically 
with a particular proposed project, including the following: 
 

Salaries 
The salaries of administrative and clerical staff are generally treated as indirect costs (i.e. facilities and 
administrative (F&A) costs). Direct charging of these costs may be appropriate only if all the following conditions 
are met: 

1) Administrative or clerical services are integral to a project or activity; 
2) Individuals involved can be specifically identified with the project or activity;  
3) Such costs are explicitly included in the budget; and 
4) The costs are not also recovered as indirect costs. 

 
Benefits 
Defined as a form of compensation paid by employers to employees over and above salary or wages, which may 
include but is not limited to: health insurance, workers compensation, retirement, life insurance, long and short-
term disability, critical illness insurance, and savings accounts. 

 
Minor Items 
Any direct cost of a minor amount may be treated as an indirect cost for reasons of practicality where such 
accounting treatment for that item of cost is consistently applied. 
 
Additional Examples of Indirect Costs may include:  
• Purchased services; 
• General office supplies: pencils, pens, paper clips, etc.; 
• Basic telephone instrument rental costs; 
• Network charges for e-mail and other general-purpose software; and 
• Repairs and maintenance of general-purpose equipment. 

 
Direct Costs 
The extent to which the Applicant’s Budget includes all relevant and known direct costs, which are costs that can be 
specifically attributed to a particular proposed project. Direct costs include the following: 
 

Activities 
For Applicants, the costs of activities performed by the Applicant primarily as a service to members, clients, or the 
public when significant and necessary to the Applicant’s mission must be treated as direct costs and be allocated 
an equitable share of indirect costs. 
 
Some examples of these types of activities include: 

a. Maintenance of membership rolls, subscriptions, publications, and related functions.  
b. Providing services and information to members, legislative or administrative bodies, or the public. 
c. Promotion and other forms of public education activities. 
d. Conferences, except those held to conduct the general administration of the agency.  
e. Transportation and Travel related to the implementation of the proposed CTF program. 
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Audit Costs 
Please review Rider 5, Audit Clause A/B.  
 
Other Operating Costs 
Including, but not limited to: 

 
Occupancy 
May included but is not limited to: Rent, Utilities, and other housekeeping expenses. 
 
Insurance 
May include, but is not limited to, General Liability Insurance, Renters Insurance, Vehicle Insurance, Etc. 

 
Trainings and Courses 
Includes the mandatory training allocation and other required trainings to operate the proposed CTF program. 
May include optional trainings if grant funds are available that align with the proposed program and data 
collection strategies. 

 
Caregiver (Parent) Involvement 
May include, but is not limited to, any costs associated with conducting parent engagement activities or ways to 
increase family engagement. 

 
Recruitment and Retention 
May include, but is not limited to, advertisements focused specifically on the proposed CTF program and 
incentives to retain families enrolled in the CTF program. 

 
Dues & Subscriptions 
May include, but is not limited to, any costs associated with subscription-based services, yearly membership dues 
for professional organizations, and professional publications. 

 
Required Professional Development Allocation 
Whether the Applicant’s Budget satisfies the required professional development allocation. Opportunities for continued 
professional development are an integral part of program development.  
 
All CTF Applicants are required to budget a total of at least $500 within each budget year to attend appropriate 
professional development events, which may include an in-person CTF orientation for the first year of the grant and 
annual grantee meetings for all years of the grant.  
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DHS will attach the final approved 
Budget here. 


	Rider 3_Budget (1).pdf
	Appendix A - Application Cover Sheet
	Appendix B - Grant Agreement Signature Page
	Appendix Cover Sheet

	Cover Page Appendix A

	Rider 3 - Budget
	Rider 3





