
BUDGET FORMS
Cheat Sheet 1/2020



PERSONNEL 
SERVICE DETAILS –
POSITION 

Must identify the 
position/title, pay 
code (hourly, bi-
weekly, etc.) annual 
salary, percent of 
salary, project salary 



PERSONNEL SERVICE DETAILS – POSITION



Personnel Service 
Details-Benefits 

The applicants 
finance 
department should 
provide the 
information for 
fringe benefits. 
FICA is 7.65% OR 
social security is 
6.2% and Medicare 
is 1.45% 



PERSONNEL SERVICE DETAILS-BENEFITS



Pay Schedule for 
Project Employees

This should reflect 
the current pay 
schedule, i.e. 
weekly, biweekly, 
monthly, etc.



PAY SCHEDULE FOR PROJECT EMPLOYEES



Regular 
Operating 
Expenses

This includes 
Items that 
individually 
cost less than 
$1000 

Paper



TRAVEL

Conferences 
or trainings 
expenses i.e. 
mileage, 
hotel, etc.



BUDGET FORMS

• Equipment Purchases: This includes Items needed that are individually $1,000 or 
more. Anything $5,000 or more will need NHTSA’s approval prior to purchase. 

• Contractual Services: Speakers, instructors, consultants, room rentals, etc. 
Contracts must be approved by GOHS before being executed. 

• Per Diem & Fees: Applies to travel for non-employees of the grantee. 

• Computer Charges and Computer Equipment: Includes any computer equipment 
and/or recurring charges. 

• Travel:  Requires GOHS approval BEFORE traveling.



BUDGET FORMS

• Telecommunication: Includes cell phones, internet access 

• Motor Vehicle Purchase: Motor Vehicles only 

• Rent/Real Estates: Office space 



Cost Category 
Summary

This will show the 
entire budget. 

Enter Matching 
Funds – agency 
must enter a 
number in order to 
save this page. 



CONTRACT FORMS

• Budget forms are complete.

• Review and complete the contract forms section.

• If needed, please see the Adding/Changing Signature Page 
Cheat Sheet.




