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USDA AWARD NO. 

 
ORGANIZATION AND ADDRESS 
 

 
PROJECT DIRECTOR(S) 
 

 
DURATION 
PROPOSED 

MONTHS: _____ 
 

Funds Requested 
by Proposer 

 
DURATION 
PROPOSED 

MONTHS: _____ 
 

Funds Approved 
by CSREES  
(If different) 

 
Non-Federal 

Proposed Cost-
Sharing/ 

Matching Funds 
(If required) 

 
Non-federal 

Cost-
Sharing/Matching 
Funds Approved 

by CSREES 
(If Different) 

A.  Salaries and Wages ........................   
CSREES-FUNDED WORK MONTHS 

 
1.  No. Of Senior Personnel 

 
Calendar 

 
Academic 

 
Summer 

 
a. ____ (Co)-PD(s)...............................................

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
b. ____ Senior Associates....................................

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
2.  No. of Other Personnel (Non-Faculty) 
a. _____ Research Associates/Postdoctorates...................

 
 
 

 
 
 

 
 
 

 
 

 
 

 
 

 
 

 
b. ____ Other Professionals .................................

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
c. ____ Paraprofessionals ...................................... 

 
 

 
 

 
 

 
 

 
d. ____ Graduate Students ..................................... 

 
 

 
 

 
 

 
 

 
e. ____ Prebaccalaureate Students ........................ 

 
 

 
 

 
 

 
 

 
f. ____  Secretarial-Clerical ................................... 

 
 

 
 

 
 

 
 

 
g. ____ Technical, Shop and Other ....................... 

 
 

 
 

 
 

 
 

 
      Total Salaries and Wages ............................!     
 
B. Fringe Benefits (If charged as Direct Costs) 

 
 

 
 

 
 

 
 

 
C. Total Salaries, Wages, and Fringe Benefits (A plus B) !     
 
D. Nonexpendable Equipment (Attach supporting data.  List items and dollar amounts 

for each item.)     
 
E. Materials and Supplies     
 
F. Travel     
 
G. Publication Costs/Page Charges     
 
H. Computer (ADPE) Costs     
 
I. Student Assistance/Support (Scholarships/fellowships, stipends/tuition, cost of education, 

etc.  Attach list of items and dollar amounts for each item.)     
 
J. All Other Direct Costs (In budget narrative, list items and dollar amounts, and provide 

supporting data for each item.)     
 
K. Total Direct Costs (C through J)................!     
 
L. F&A/Indirect Costs (If applicable, specify rate(s) and base(s) for on/off campus activity. 

Where both are involved, identify itemized costs included in on/off campus bases.)     
 
M. Total Direct and F&A/Indirect Costs (K plus L) !     
 
N. Other...............................................................!     
 
O. Total Amount of This Request ...................!     
 
P. Carryover -- (If Applicable)Federal Funds: $                            Non-Federal funds: $                            Total $                             

Q.  Cost-Sharing/Matching (Breakdown of total amounts shown on line O) 
Cash (both Applicant and Third Party) !  

  

- Non Cash Contributions (both Applicant and Third Party) 
 

 
 

AME AND TITLE (Type or print) SIGNATURE (required for revised budget only) DATE 
 
Project Director   

 
 
Authorized Organizational Representative 

 
 

 
 

 
Signature (for optional use) 
 

 
 

 
 

According to the Paperwork Reduction Act of 1995, an agency may not conduct or sponsor, and a person is not required to respond to a collection of information unless it displays a valid OMB control number.  
The valid OMB  control number for this information collection is 0524-0039.  The time required to complete this information collection is estimated to average 1.00 hour per response, including the time for 
reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. 
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INSTRUCTIONS FOR COMPLETING FORM CSREES-2004, BUDGET 
 

NOTE:  Unless a particular program announcement provides otherwise, each application must contain a budget for 
each year of funds requested and a cumulative budget for the full term of requested CSREES support. 

 
BUDGET NARRATIVE:  A narrative for each line item explaining both Federal and any required cost-sharing/matching 
funds along with any remarks and budget justifications must be submitted on separate pages following the budget 
form. 

 
 

A. Salaries and Wages -- Salaries of the project director(s) 
and other personnel associated directly with the project 
should constitute direct costs in proportion to their effort 
devoted to the project.  Charges by academic institutions 
for work performed by faculty members during the summer 
months or other periods outside the base salary period are 
to be at a monthly rate not in excess of that which would be 
applicable under the base salary and other provisions of the 
applicable cost principles.  All salaries requested must be 
consistent with the regular practices of the institution. 
 
Award funds may not be used to augment the total salary or 
rate of salary of project personnel or to reimburse them for 
consulting or other time in addition to a regular full-time 
salary covering the same general period of employment. 
 
The submitting organization may request that senior 
personnel salary data not be released to persons outside 
the Government.  In this case, the item for senior personnel 
salaries in the formal proposal may be expressed as a 
single figure and the work-months represented by that 
amount omitted.  If this option is exercised, however, senior 
personnel salaries and work-months must be itemized in a 
separate statement, two copies of which should accompany 
the proposal.  This statement must include all of the 
information requested on the CSREES-2004 for each 
person involved.  The detailed information will not be 
forwarded to reviewers and will be held privileged to the 
extent permitted by law. 
 
Under the CSREES-Funded Work Months on Form 
CSREES-2004, show the number of months that will be 
charged to the project for which salary is paid by USDA to 
individuals listed in Items A.1.a. & b. and A.2.a., b. & c. 
(e.g., 2 PDs listed in A.1.a. on a 12-month project.  One will 
spend 100% of time (12 months) and one will spend 50% of 
time (6 months).  Total work months for A.1.a. would be 
18)). 
 
Note: A paraprofessional is an individual who through  
formal education, work experience and/or training has the 
knowledge and expertise to assist a professional person. 
 
For other personnel (graduate students, technical, clerical, 
etc.), only the total number of persons and total amount of 
salaries per year in each category are required. 
 
For institutions of higher education, requests for salaries of 
administrative and clerical staff as direct costs must be 
justified in the budget narrative in accordance with OMB 
Circular A-21, Cost Principles for Educational Institutions. 
 
B. Fringe Benefits -- If the usual accounting practices of 
the performing organization provide that the organizational 
contributions to employee benefits (social  
 
 
 
 

security, FERS, retirement, etc.) be treated as direct costs, 
award funds may be requested to defray such expenses as 
a direct cost. 
 
C. Total, Salaries and Benefits -- Self-explanatory. 
 
D. Nonexpendable Equipment  Nonexpendable equipment 
is defined as tangible property, including exempt property, 
charged directly to the award having a useful life of more 
than one year and an acquisition cost of $5,000 or more.  
However, consistent with recipient policy, lower limits may 
be established.  Organizations performing work with the 
support of a CSREES award are expected to have 
appropriate facilities, suitably furnished and equipped.  
General purpose equipment (equipment whose use is not 
limited only to research, medical, scientific, educational, or 
other technical activities; i.e., office equipment and 
furnishings, air conditioning equipment, reproduction and 
printing equipment, motor vehicles, and automatic data 
processing equipment) requires special justification and prior 
approval from the Office of Extramural Programs (OEP), 
CSREES.  
 
In the budget narrative, list each item of equipment with cost 
and justify why it is needed for the project.  If appropriate, 
provide a lease versus purchase cost analysis (e.g., motor 
vehicle). 
 
E. Materials and Supplies -- The types of expendable 
materials and supplies required should be indicated in 
general terms with estimated costs. 
 
F. Travel -- The type and extent of travel and its relationship 
to the project should be specified.  Funds may be requested 
for field work or for travel to professional meetings.  In the 
budget narrative, for both domestic and foreign travel, 
provide the purpose, the destination, method of travel, 
number of persons traveling, number of days, and estimated 
cost for each trip.  If details of each trip are not known at the 
time of proposal submission, provide the basis for 
determining the amount requested.  For example, conduct 
100 producer interviews in two States: 10 people, 4 days 
each, traveling by car = $5,200. 
 
Travel and subsistence should be in accordance with 
organizational policy.  Irrespective of the organizational 
policy, allowances for airfare will not normally exceed round 
trip jet economy air accommodations.  Please note that 7 
CFR Part 3015.205 is applicable to air travel. 
 
G. Publication Costs/Page Charges -- Costs of preparing 
and publishing the results of a project conducted under the 
award, including costs of reports, reprints, page charges or 
other journal costs, and necessary illustrations, may be 
included.  Photocopying should be included under Item I. All 
Other Direct Costs. 
 



 
H. Computer (ADPE) Costs -- The cost of computer 
services, including computer-based retrieval of scientific 
and technical information, may be requested.  A 
justification based on the established computer service 
rates at the proposing organization should be provided.  
Reasonable costs of leasing automatic data processing 
equipment may be requested, if justified.  Note that items 
of automatic data processing equipment should be 
included in D. Nonexpendable Equipment or E. Materials 
and Supplies, as appropriate. 
 
Internet connection costs may be requested, as 
appropriate, in this category. 
 
I. Student Assistance/Support -- Scholarships, stipends, 
tuition, etc. should be itemized with a dollar amount 
provided for each item.  In addition, the number of 
students to be supported should be indicated for each 
item. 
 
J. All Other Direct Costs -- Other anticipated direct costs 
not included above should be included in this category and 
itemized in the budget narrative.  Examples are 
subcontracts, space rental at establishments away from 
the performing organization, service charges for use of 
equipment and user fees for procedures or processes 
charged to the grantee, lease of equipment, equipment 
maintenance, photocopying, and analyses.  Reference 
books and periodicals may be charged to the award only if 
they are related specifically to the project. 
 
Proposed subcontracts should be disclosed in the 
proposal, including a statement of the work to be 
performed, so that the award instrument may contain prior 
CSREES authorization, if appropriate.  For each 
subcontract, a separate CSREES-2004, "Budget," must 
be included to show the breakdown of costs, along 
with a budget narrative. 
 
Consultant services should be included in this section.  
Applicants normally are expected to utilize the services of 
their own staff to the maximum extent possible in 
managing and performing the activities supported by 
awards.  If the need for consultant services is anticipated, 
the proposal narrative should provide a justification for the 
use of such services, a statement of work to be performed, 
and a resume or curriculum vita for each consultant.  The 
proposal budget should indicate the amount of funds 
required for this purpose.  The budget narrative should list 
the name(s) of the consultant(s), the name(s) of their 
organization(s), and a breakdown of the amount being 
charged to the award (e.g., number of days of service, rate 
of pay, travel, per diem, etc.).  If this information is not 
available at the time of award, funds for this purpose will 
be withheld until the information is provided to and 
approved by CSREES. 
 
If participant support costs at conferences/meetings are 
requested, indicate purpose, dates, and place of 
conference/meeting; number of participants; cost for each; 
speaker fees (include number of persons, number of days, 
and cost per person); cost of facilities rental, and other 
related expenses. 
 
K. Total Direct Costs -- Self-explanatory. 
 
L. F&A/Indirect Costs (if allowable) -- The F&A/indirect 
cost rate(s) established by the cognizant Federal 
negotiating agency cannot be exceeded in computing  
 
 
 

F&A/indirect costs for a proposal.  Determination of the  
appropriate F&A/indirect cost rate(s) is dependent upon a 
combination of factors including, but not limited to, the  
 
physical location of the work and any statutory limit.  The 
proposal official responsible for Federal business relations 
should review this part of the proposal to see that it properly 
describes any particular factors which may have a bearing 
upon the F&A/indirect cost rate(s) applicable to the project.  
Normally, the rate in effect on the date the proposal is 
recommended for award by the cognizant CSREES 
program manager will be used. 
 
If an organization elects to charge a lesser amount or rate 
for F&A/indirect costs, the budget should be so noted (e.g., 
if an applicant�s rate is 50% of Modified Total Direct Costs 
and the Modified Total Direct Costs amount is $20,000, 
then the applicant is entitled to $10,000 for F&A/indirect 
costs, but it elects to charge only $8,000 to the award.  Line 
K. of the CSREES-2004 would appear as follows:  50% of 
MTDC = $10,000; Amount Requested = $8,000).  The 
organization may also elect to charge no F&A/indirect costs 
and utilize all award funds for direct costs.  This option 
should also be indicated on Line K. of the CSREES-2004 
with the statement, "None requested." 
 
If an organization has not established an F&A/indirect cost 
rate and wishes to charge F&A/indirect costs, it should 
consult OEP/CSREES, which will establish liaison with the 
cognizant Federal negotiating agency to develop an 
acceptable F&A/indirect cost rate for the awardee. 
 
Many CSREES programs have statutory limits on the 
amount of F&A/indirect cost recovery.  This limitation flows 
down to subcontracts.  Check the program announcement 
for the limitations, if any, on F&A/indirect costs. 
 
M. Total Direct and F&A/Indirect Costs (K plus L) -- Self-
explanatory. 
 
N. Other -- Check specific program announcement for use 
of this line item. 
 
O. Total Amount of this Request -- Self-explanatory. 
 
P. Carryover (if applicable -- check the specific program 
announcement for use of this line item) -- Report 
estimated balance at the end of the prior project period.  
Carryover funds must be reported and justified in the 
budget narrative.  Carryover funds must be expended first 
before drawing down approved Federal funds for each line 
item on the budget. 
 
Q. Total Cost-Sharing/Matching (if required) -- On the 
budget form, indicate the total amount (both cash and non-
cash) of non-Federal cost-sharing or matching support that 
will be available to the proposed project. In the budget 
narrative, identify the source, the amount, and the nature 
(cash or third-party in-kind contribution) of the cost-sharing 
or matching funds.   To be used as matching support, a 
cost must be allowable under the authorizing legislation, the 
applicable Federal cost principles, and the program 
guidelines. 
 
Check the program announcement for the requirement of 
cost-sharing/matching funds; only required cost-
sharing/matching should be included on the budget form.  
Additional contributions may be addressed in the proposal.  
Definitions of cash and non-cash contributions can be found 
at section 2. of 7 CFR Part 3019.2. 
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