Budget Section

Please download the ARI Budget Template
ARI Budgeting Instructions 

A separate budget must be created for each year of anticipated project funding.  The following is general information regarding the budgeting process, and applies to both ARI requested funding as well as cost-share funds.  This information should appear on the ARI Budget Template (see Budget section).

If goods and/or services will be provided to your project by the University Farm, please contact the Farm Manager for an appointment to discuss expenses related to the Farm to ensure all necessary costs are covered. The expenses need to be identified in the budget under the Farm Services section.

I. Personnel. 

A.1. Salaries and Wages for University faculty and staff

Salaries and wages for faculty can be stated in various ways including reimbursed time and additional compensation (AY overload, pay for work done during the fall, winter and spring breaks, and summer salary). University staff are also occasionally released from their duties to work on funded projects and have their time reimbursed.  Following are some general rules governing each type of payment.

a. Reimbursed time 

· Faculty and staff reimbursed time pay is calculated at or below University (state) pay rates. If a lesser replacement rate is used, the dean of the college or supervisor/ administrative home must approve the rate in advance.

· When creating multiple year budgets, for faculty not at the top of their range, work with RESP to determine appropriate increases per year.

· The information below shows how teaching units convert to percentages of time and hours for one-semester reimbursement.

A. 1 Unit    
=   7% (2.8 hrs./week) 


B. 2 Units  
= 13% (5.2 hrs./week)

C. 3 Units   
= 20% (8 hrs./usually 1 class)


D. 4 Units   
= 27% (10.8 hrs./week)

E. 6 Units   
= 40% (16 hrs./week)

F. 9 Units   
= 60% (24 hrs./week)

G. 12 Units 
= 80% (32 hrs./week)

H. 12 Units + committee work = 100% (40 hrs.)

b. Additional Compensation 

AY Overload: Faculty may work up to 25% overload during the 17 weeks in a semester. Twenty-five percent of 40 hours is 10 hours per week or a total of 170 hours per semester.
· Faculty pay based on an academic year salary can be computed on an hourly rate using the following formula: 

Divide the academic year salary by 170 (the number of days covered by the faculty contract). Example: $54,400 divided by 170 = $340 divided by 8= $42.50 per hour.

Overload for 12-month faculty and exempt staff:

· University staff in exempt positions and 12-month faculty can work up to 25% overload. Their pay rates should be calculated as daily rates.

· To calculate the daily rate for 12 month, full-time employees, divide their monthly rates by 21.67 (the number of working days per month). (Example: $3500 divided by 21.67 = $161.51 divided by 8= $20.19 per hour)

Overload for non-exempt staff:

· University staff in non-exempt positions can work up to 25% overload but must be paid at an overtime rate (time and a half) for any hours in excess of 8 hours per day or 40 hours per week. 
Summer, Intersession and Breaks:

· Faculty may work up to 125% time during summer months, intersession and fall and spring breaks. They will be paid as Foundation employees. The following table shows the numbers of weeks in each period.
Summer – 12 weeks

Intersession/Winter Holiday – 4 weeks

Fall Break – 1 week

Spring Break – 1 week

· The summer rate of pay can be stated as an n hourly rate. (see above for hourly rate calculation example.

A.2. Salaries and Wages for Other Research Foundation Employees and Student Assistants. 

· Fully-benefited positions to which a person is not named in the budget must be advertised and recruited. Therefore, recruitment costs must be included in the budget for these positions.

· Pay rates for personnel working on funded projects must be reasonable for the work of the position and the educational level of the employee.

· Students are always paid on an hourly basis. In most cases, the University and Foundation limit full-time students to 20 hours of work per week during the academic year.

· Anyone working as an hourly employee, including students, is considered non-exempt and must be paid time and one half for hours exceeding 8 per day or 40 per week. This also applies to Faculty or Staff receiving Additional Compensation.

· For multi-year projects, pay raises should be provided where project funds allow.

B. Fringe Benefits

Fringe benefits, including payroll taxes, are paid in varying rates for all employees working on funded projects. Payroll tax rates vary by position and change periodically, especially for multi-year projects. For current rates, see the RESP website or contact your ARI Budget Specialist.
II. General Operating Expenses 

This category covers such items as supplies, materials, postage, telephone, and printing which will be secured from a vendor rather than an independent contractor or subcontractor. Three competitive bids are required on all purchases totaling over $5,000 (including tax and shipping) from a single vendor.

· Tangible property (including power equipment, scientific and computer equipment) costing less than $4999 should be listed separately under supplies.

III. Travel

When calculating travel costs, refer to the Research Foundation’s travel policy at http://www.csuchico.edu/resp/projadm/policies/travel/index.shtml. Include in your calculations per diem, hotel rates, airfare, mileage, rental car, conference registration and other costs.

Funds to be used for business meals should be listed separately under miscellaneous.

IV. Contractual: 

B. Consultants and Subcontractors:
These terms refer to individuals or businesses with expertise required to provide services that directly meet project objectives. General rules concerning these categories: 

· Individuals or companies having the required expertise should be named in the budget.

· No CSU system faculty or staff or anyone on University or Foundation payroll qualify as consultants and should not be included in this category.

· Consultant or subcontractor fees should be based on a daily rate.
· All consultant costs include travel, supplies and materials and should not be listed separately in travel or supplies.

C. Equipment Rental/Lease Agreements:

· Farm equipment can only be charged to ARI funds.

· Other equipment rental from outside/off-campus sources can be charged to ARI funds or matching funds.

V. PROPERTY

Unless otherwise required and/or requested and approved in writing, all equipment purchased with ARI and/or other project related match funding will remain the property of the CSU, Chico Research Foundation under the control of the College of Agriculture.
· Equipment means tangible, nonexpendable property, having a useful life of more than one year and an acquisition cost of $5,000 or greater per unit. When budgeting for equipment, list each item separately on the template. Tax, shipping and set-up fees should be included in the equipment cost.  Equipment is property greater than $5000 which will be capitalized and follow-up will be required of the Project Director. 

· Power equipment, scientific and computer equipment costing less than $4,999 should be listed separately under General Operating Expenses/Supplies for inventory purposes.

· Only equipment purchased specifically for and used exclusively on a funded project can be used as match for the project.

VI. FARM SERVICES

If any of the work being done on this project will take place at the University Farm, contact the Farm Manager for an appointment to discuss expenses related to the Farm to ensure all necessary costs are covered. The expenses need to be identified in the budget under Farm Services section, and the Farm Manager’s signature must be obtained on the proposal.
VII.
MISCELLANEOUS COSTS

This category includes costs that don’t fit under other categories such as space rental or refreshments required to host a workshop, and (non-travel) business meals that may occur locally.


VIII. Indirect Costs – use for non-ari funds

CSU, Chico’s indirect cost rates are:

Federal on-campus:
38% of MTDC
Federal off-campus:
18% of MTDC
All others:

24% of MTDC
Agency rate:
Varies; see RFP for rate
The University and Foundation policy is to use the maximum rate allowed by the funding agency.

For ARI projects, indirect costs are allowable on cash match only. The rate for non-federal cash match is 24% of modified total direct costs.

IX. Budgeting Cost Share/Matching funds

· Matching funds are resources contributed to a sponsored project over and above the support provided by the external sponsor of that project. Budgeting for matching funds is the same as budgeting for ARI funds.

· Appropriate match budget items include salaries and wages, fringe benefits, travel, products, and equipment purchased specifically for and used only on the proposed project. (Some supply items may also be considered as match, but you must confer with your RESP/ARI Analyst first.)
· Project directors are responsible for seeing that appropriate and adequate match documentation is secured from the funding agency. These documents must show how the value(s) placed on the match amounts reported to the funding agency were derived and must be retained in the Foundation project files for audit purposes.
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