Kansas Department of Health and Environment

Public Health Emergency Preparedness

Budget and Affidavit Preparation Guidance
2014 – 2015

This guidance document applies to both local health department and regional budgets and affidavits.  If you have questions, please contact Tabetha Mallonee at (785) 296-8115 or tmallonee@kdheks.gov.

Salaries – Please list name of staff member and the percentage of time budgeted for Preparedness.  Salaries and fringe benefits should be listed for each person being paid directly as a health department employee.  Each person being paid with Preparedness funds must be accountable for their time relative to the amount of funds reported.  For example, if an employee is paid 100% with Preparedness funds, then 100% of their work should be spent working on Preparedness related activities.  As the contract indicates, local health departments must document through job descriptions and employee time and attendance records that all staff members paid with Preparedness funds are performing activities related to preparedness.
Travel – Dollars budgeted in the travel category should be for staff travel only.  Provide travel destination for both in-state and out-of-state travel, indicate who will be making the trip and the costs associated with the travel (hotels, meal reimbursement, tolls, etc.).
Supplies – List office, medical and non-medical supplies separately.  Supplies can include educational pamphlets, software, general office supplies, computers, POD supplies.

Equipment - Equipment costing $5,000 or more and having a useful life of greater than one year is considered capital equipment.  Any maintenance or rental fees for equipment should be listed in the “Other” category.  Provide a description of how the equipment will be used in the Preparedness Program.  The following information will need to be submitted to KDHE when capital equipment is purchased:

· Item Description
· Serial/Model Number
· Date of Acquisition

· New/Used

· Acquisition Cost

Contractual – Subcontracts are defined as written agreements for goods or services.  The written contract must contain a set of objective deliverables for both the contractor and the contracting party.  Payments for services may be by the hour, but should include a maximum payment.  Payments may also be deliverables based.  A copy of any subcontract exceeding $10,000 should be submitted to KDHE for approval.

Other – This category contains items not included in the previous budget categories.  Individually list each item requested.  Some items that may be included are postage, KIPHS user fees, internet, phones, training/education, etc.

Local Match Amount – The column for local match amount is for any expenses incurred on Preparedness related activities that were not funded with federal funds or Preparedness funds.  These are not reimbursable expenses.  They will be used to satisfy our 10% match requirement with the cooperative agreement.
Allowable Expenditures:
A general rule to follow is to consider whether the items are reasonable and consistent with public health preparedness capabilities and consistent with stated objectives and planned program activities.  Also, for a good source of justifications, refer to After Action Reports/Improvement Plans or gap analyses.  The Centers for Disease Control and Prevention allows the use of Preparedness funds for the following (this is not an exhaustive list – please check with KDHE if you have questions about the acceptability of purchases):

· Salaries and fringe benefits of local health department employees working on Preparedness related activities (please include name of staff member, percentage of time budgeted for Preparedness and be prepared to provide a justification/description of scope of work if requested)
· Supplies – please be as descriptive as possible (computer work station, word processing software, educational pamphlets, computers, etc.)
· Supplies for PODs, clinics, trainings and exercises

· Travel - indicate the travel destination and who will be traveling.  Indicate dates if possible

· Funding local health departments to participate in NACCHO’s Project Public Health Ready certification

· Communications equipment (radios, phones, internet)

· Outreach to educate the public on vaccination clinics

· Telephone and internet service

· Emergency pager/phone

· Postage

· Printing

· Personal protective equipment

· Training/conference registrations – be specific on which trainings/conferences and who will be in attendance

· Annual KIPHS user fees up to $5,000

· Computer hardware and software to support basic health department or regional group infrastructure.

· Routine maintenance and repair of equipment purchased with Preparedness funds, such as generator servicing or computer repair

· Generators for providing a constant source of power to the local health department to maintain refrigeration of vaccines and to support the EOC

· Storage for supplies and materials purchased for public health response activities are allowable

· Expenses associated with Preparedness exercises, such as room rental, contracts for scenario development, copies, meals

Non-Allowable Expenditures:
Restrictions, which apply to both the state and local levels, must be taken into account when preparing your budget and planning your purchases.  The restrictions listed directly out of our funding opportunity announcement are as follows:

· Recipients may not use funds for fund raising activities or lobbying.
· Recipients may not use funds for research.

· Recipients may not use funds for construction or major renovations.

· Recipients may not use funds for clinical care.

· Recipients may not use funds to purchase vehicles to be used as means of transportation for carrying people or goods, e.g., passenger cars or trucks, electrical or gas-driven motorized carts.

· PHEP-only recipients may (with prior approval) use funds to purchase industrial or warehouse-use trucks to be used to move materials, such as forklifts, lift trucks, turret trucks, etc.  Vehicles must be of a type not licensed to travel on public roads.

· Recipients may not use funds for reimbursement of pre-award costs.

· Recipients may supplement but not supplant existing state or federal funds for activities described in the budget.

· Payment or reimbursement of backfilling costs for staff is not allowed.

· None of the funds awarded may be used to pay the salary of an individual at a rate in excess of Executive Level II or $179,700 per year.

Budget Submission Instructions:

1. Please submit your budget on or about July 1, 2014, outlining projected expenditures for the July 1, 2014 – June 30, 2015 budget period.

2. Budgets may be submitted electronically to preparedness@kdheks.gov or kshaughnessy@kdheks.gov.  You may also send them via fax at (785) 296-2625 or US Mail to:

Kansas Department of Health and Environment

Attn:  Tabetha Mallonee - BCHS

1000 SW Jackson Street, Suite 340

Topeka, KS 66612
3. Substitute forms are acceptable as long as they provide at least the minimum information required by the KDHE forms.

4. The budget total must equal the contract amount.  Please do not submit budgets for amounts other than the actual contract amount.

5. KDHE will review budgets and provide feedback to submitting agencies within 30 working days.

6. Revised budgets should be submitted if a category of expenditures changes by more than 30%.

7. According to the contract, health departments and regional groups that do not submit budgets within the time requested, may be subject to the withholding of future payments.

Affidavit Submission Instructions:

1. Please submit quarterly affidavits to kshaughnessy@kdheks.gov or preparedness@kdheks.gov.  You may also send them via fax at (785) 296-2625 or US Mail to:

Kansas Department of Health and Environment

Attn:  Tabetha Mallonee - BCHS

1000 SW Jackson Street, Suite 340

Topeka, KS 66612

2. Quarterly affidavits are due on the following dates:

· July 1, 2014 – September 30, 2014 affidavit due October 15, 2014.
· October 1, 2014 – December 31, 2014 affidavit due January 15, 2015.
· January 1, 2015 – March 31, 2015 affidavit due April 15, 2015.
· April 1, 2015 – June 30, 2015 affidavit due July 15, 2015.
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