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Section 3. Grant Program: Select Native American Library Services Enhancement Grant

IMLS Budget Form

Make sure that JavaScript is enabled in your web browser. Download the IMLS Budget Form (PDF,
1.7MB) to your computer and work on it outside your web browser. When it is complete, save it as a
PDF and upload it as part of your application through Grants.gov.

The IMLS Budget Form accommodates up to three years of project activities and expenses. Project
timelines, allowable costs, and other budget details vary by program. Be sure to review the Notice of
Funding Opportunity for the grant program/category to which you are applying and the cost
principles in 2 C.F.R. part 200 and 2 C.F.R. part 3187.

The Year 1 columns should include costs for activities that begin on the project start date (as listed
on 6¢ of the SF-424S) and end 12 months later. Native American Library Services Enhancement
Grant project activities may be carried out for up to two years. Year 3 should be left blank.

The budget should include the project costs that will be charged to grant funds as well as those that
will be supported by cost sharing. In-kind contributions to cost sharing may include the value of
services (e.g., donated volunteer or consultant time) or equipment donated to the project between
the authorized start and end dates of your project. All the items listed, whether supported by grant
funds or cost share, must be necessary to accomplish project objectives, allowable according to the
applicable federal cost principles, auditable, and incurred during the award period of performance.
Charges to the project for items such as salaries, fringe benefits, travel, and contractual services
must conform to the written policies and established practices of your organization. You must report
all revenues generated with project funds during the award period of performance as program
income.

If you need more lines for a specific section, summarize the information in the IMLS Budget Form
and explain it further in the Budget Justification.

1. Salaries and Wages: Include both temporary and permanent staff as well as volunteers engaged
in project activities. Document the method of cost computation in your Budget Justification by
including the base salary or wages for each person and the percentage of time each person is
allocated to the project activities, which may be shown as a percentage of time, number of days,
or number of hours.

2. Fringe Benefits: Fringe benefits can only be claimed as a direct cost for those positions included
in your direct cost pool and only on the portion of salaries and wages identified for this project.
Indicate your organization’s fringe benefit rate (in percent) and the base (in dollars) to which the
rate is applied (e.g., 20% x $4,089.00).

3. Travel: You must include $3,000 per year in award funds for travel to attend IMLS-designated
meetings. For all other travel costs, explain the method of cost computation for each, including
subsistence, lodging, and transportation, in your Budget Justification.

You must use the lowest available commercial fares for coach or equivalent accommodations,
and you must use U.S. flagged air carriers for foreign travel when such services are available, in
accordance with applicable U.S. legal requirements.

4. Supplies, Materials, and Equipment: List the costs of supplies, materials, and equipment
purchased specifically for the proposed project. For definitions and other information, please see
2 C.F.R. part 200. Use the Budget Justification to explain or describe these items in further
detail.
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5. Subawards and Contracts: List each third party that will undertake project activities and their
associated costs as an individual line item on your IMLS Budget Form. Designate each third
party as either a subaward or contract using the drop-down menu on each line.

To explain or describe these items in further detail, you may either:
e itemize these third-party costs in your Budget Justification or

e include a separate IMLS Budget Form as a Supporting Document and refer to it in
the Budget Justification, for more complex projects.

6. Student Support: If your project includes student support costs, enter them in this section.
Please click here for a definition and examples of Student Support.

7. Other Costs: Use this section for costs that cannot be assigned to other categories. Do not use
this section to list items that do not fit in the lines allotted for another section.

8. Total Direct Costs: These amounts will total automatically.

9. Indirect Costs: Indirect costs are expenses that are incurred for common or joint objectives that
cannot be easily identified with a particular project. Indicate your organization’s indirect cost rate
(in percent) and the base (in dollars) to which the rate is applied (e.g., 34% x $123,456.78). Click
here for more information about indirect costs.

10. Total Project Costs: These amounts will total automatically.

Cost Share in the Budget

Cost share is that portion of the project costs that is not paid by IMLS funds. Common examples of
cost share include cash outlays; contribution of property and services; and in-kind contributions,
such as staff or volunteer time that support project activities.

All expenses, including cost share, must be incurred during the award period of performance unless
otherwise specified and allowed by law. Federal funds from other federal awards may not be used
for cost share. All federal, IMLS, and program requirements regarding the use of funds apply to both
requested IMLS funds and to cost sharing. See 2 C.F.R. 8§ 200.1 and 200.306 for more information
on cost share.

Indirect Costs in the Budget

Indirect costs are expenses that are incurred for common or joint objectives and therefore cannot be
readily identified with a particular project. Some examples include depreciation on buildings and
equipment, the costs of operating and maintaining facilities, and general administration and general
expenses, such as the salaries and expenses of executive officers, personnel administration, and
accounting. See 2 C.F.R. part 200 for additional guidance.

Options for Calculating and Including Indirect Costs in a Project Budget
You can choose to:

e use a rate not to exceed your current indirect cost rate already negotiated with a federal
agency;

e use an indirect cost rate proposed to a federal agency for negotiation but not yet
finalized, as long as it is finalized by the time of the award;
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e use a rate not to exceed 10 percent of Modified Total Direct Costs (MTDC) if the
organization currently does not have a federally negotiated indirect cost rate and is not
subject to other requirements (e.g., for states and local governments); or

e notinclude any indirect costs.
Using a Federally Negotiated Indirect Cost Rate

Federally negotiated indirect cost rates are negotiated agreements between federal agencies and
non-federal entities. If your organization already has an existing negotiated indirect cost rate in effect
with another federal agency, you may use this rate to calculate total project costs, as long as you
apply the rate in accordance with the terms of the negotiated agreement and include a copy of the
current negotiated agreement with your grant application. You may also choose to use a rate lower
than your current federally negotiated indirect cost rate. IMLS will only accept federally negotiated
indirect cost rates that are current by the award date.

Please be aware that the indirect cost rate(s) used in your approved IMLS budget (and that will also
appear on the Official Award Notification if an award is made) will apply throughout the life of your
award. You may not use different rate(s) for the award, even if you negotiate new rate(s) with your
cognizant agency after the award has begun.

Using a Proposed Indirect Cost Rate

If your organization is in the process of negotiating an indirect cost rate with a federal agency, you
may use the indirect cost rate that was proposed to the federal agency to estimate total project
costs. In such situations, if IMLS issues an award, IMLS will accept the rate only if the negotiations
are final by the award date and a copy of the final agreement is submitted to us. IMLS staff will work
with you to adjust your budget prior to issuing an award.

Using the 10 Percent De Minimis Indirect Cost Rate

Except for State and local government entities described in paragraph D.1.b. of Appendix VIl to 2
C.F.R. part 200, you may choose to charge a rate not to exceed 10 percent of Modified Total Direct
Costs (MTDC), as long as you do not currently have a federally negotiated indirect cost rate and you
meet the applicable requirements. See 2 C.F.R. part 200, including 2 C.F.R. §§ 200.1 and
200.414f) for additional guidance.

Modified Total Direct Costs means all direct salaries and wages, applicable fringe benefits, materials
and supplies, services, travel, and up to the first $25,000 of each subaward (regardless of the period
of performance of the subawards under the award). MTDC excludes equipment, capital

expenditures, charges for patient care, rental costs, tuition remission, scholarships and fellowships,
participant support costs, and the portion of each subaward in excess of $25,000. Other items may
only be excluded when necessary to avoid a serious inequity in the distribution of indirect costs, and
with the approval of the cognizant agency for indirect costs. See 2 C.F.R. § 200.1 for additional
information.

If you are using the 10 percent indirect cost rate, check the box indicated on the IMLS Budget Form.
No additional documentation is required.

Applying an Indirect Cost Rate to the Cost Share Portion of a Budget

You may, consistent with 2 C.F.R. part 200, apply your indirect cost rate to your total direct costs
covered by cost share, but any costs you claim as cost share must be accounted for in the cost share
column on the IMLS Budget Form. IMLS funds can be used for indirect costs, but only for the portion
of the total direct costs for which you are requesting IMLS funds (the Grant Funds column). (See, for
example, 2 C.F.R. §§ 200.412-414.)
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Restrictions on Project Costs Included in Indirect Cost Calculations

If you have a federally negotiated indirect cost rate agreement, you must follow its conditions and
requirements.

As noted above, If you do not have a current federally negotiated (including provisional) indirect cost
rate and meet applicable requirements, you may elect to charge a de minimis rate of 10 percent of
the Modified Total Direct Costs (MTDC) in your indirect cost calculations.

If you have a federally negotiated indirect cost rate agreement of less than 10 percent, you must use
it rather than the de minimis rate in your indirect cost calculations.

Please see above section on this 10 percent rate as well as 2 C.F.R. § 200.414(f) and § 200.1.

Student Support Costs in the Budget
Students are understood to be:
e Students enrolled in a community college, undergraduate, or graduate program of study

e Individuals participating in post-master’s or post-doctoral programs which are focused on
supporting their career or professional development

e Library, archive, and museum staff participating in education and training activities focused
on their career or professional development

Examples of Student Support include:
e Tuition support for students participating in the project.

e Salaries or stipends for graduate assistant work, so long as their work is focused on research
and teaching activities (therefore contributing to their education).

e Pay and benefits for a resident or fellow to work in a position that is intended to support their
learning outcomes or professional development.

e Costs for travel and conference registration provided to support a student or participant’s
learning outcomes or professional development.

e Costs of supplies and equipment provided to students to support a student’s learning
outcomes or professional development

Activities not considered Student Support include:

e Students employed in roles that are primarily administrative or clerical, doing work that is not
primarily focused on their career or professional development. These costs should be listed
in the Salaries and Wages section of the budget, and tuition paid on behalf of these students
would not be considered Student Support.

(See 2 C.F.R. § 200.466 (Scholarships and student aid costs); see also 2 C.F.R. § 200.430
(Compensation - personal services).)

Budget Justification

To write your Budget Justification, follow the format of the IMLS Budget Form’s section headings and
save it as a PDF. Address both grant funds and cost share.
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1. Salaries and Wages

Identify each person whose salary or wages will be paid with IMLS funds or by cost share, provide
their names, describe their role in the project. Document the method of cost computation by
including the base salary or wages for each person and the percentage of time each person is
allocated to the project activities, which may be shown as a percentage of time, number of days, or
number of hours. If cost share is being provided by unpaid volunteers, explain how you arrived at the
dollar amount used to represent the value of their services.

If you are requesting IMLS funding for salaries of permanent staff, explain the reason for the request
and how the regular duties of these individuals will be performed during the award period of
performance.

2. Fringe Benefits

Identify your organization’s fringe benefit rate (in percent) and the base (in dollars) to which the rate
is applied for each person. If you have consolidated several persons’ fringe benefits into a single line
on the IMLS Budget Form, break out the detail here.

3. Travel

For each trip, explain the purpose of the trip and specify the points of origin and destination, the
name of the traveler, and break out the costs of transportation, lodging, per diem, and any other
expenses associated with the travel. Explain how you arrived at the dollar amounts.

Note: You must include $3,000 per year in award funds for travel to attend IMLS-designated
meetings.

4. Supplies, Materials, and Equipment

List each type of supply, material, and equipment you propose to purchase or provide as cost share
for the project. Detail the number and unit cost for each item and explain how you arrived at the
dollar amounts. Provide vendor quotes or price lists as Supporting Documents with your application.

5. Subawards and Contracts

List the costs of project activities to be undertaken by third parties for the project. (Familiar terms for
third parties might include partners, consultants, subgrantees, contractors, collaborators, vendors,
and service providers.) Identify each third party by name, describe their role in the project, the
activities they will carry out, and the cost. Explain costs for third parties and provide relevant
Supporting Documents with your application. IMLS grant funds may generally not be provided to
other U.S. government agencies. For each entry, designate the third party as either a subrecipient
(who receives a subaward) or a contractor (who receives a contract). Explain costs for third parties
and provide relevant Supporting Documents with your application. IMLS grant funds may generally
not be provided to other U.S. government agencies.

You are responsible for making a case-by-case determination as to whether the agreement you make
with a third party should be a subaward or a contract. That determination will depend upon the
nature of your relationship with the third party with respect to the activities to be carried out. (See 2
C.F.R. § 200.331 (Subrecipient and contractor determinations).)

6. Student Support

Explain your method for calculating the costs listed in this section. Click here for a definition and
examples of Student Support.
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