Title X Family Planning Services Program

GUIDELINES FOR COMPETING GRANT APPLICATION PREPARATION

I.
FUNDING OPPORTUNITY DESCRIPTION
This announcement seeks applications from public and private nonprofit entities to establish and operate voluntary family planning services projects, which shall provide family planning services to all persons desiring such services, with priority for services to persons from low-income families.  Family planning services include clinical family planning and related preventive health services; information, education, and counseling related to family planning; and referral services as indicated.
Applicants should use the Title X legislation, applicable regulations, Program Guidelines,

legislative mandates, program priorities, and other key issues included in this announcement to guide them in developing their applications

Legislative Mandates: The following legislative mandates have been part of the Title X appropriations language for each of the last several years. Title X family planning services projects should include administrative, clinical, counseling, and referral services necessary to ensure adherence to these requirements.
“None of the funds appropriated in this Act may be made available to any 
entity under Title X of the Public Health Service Act unless the applicant for

the award certifies to the Secretary of Health and Human Services that it

encourages family participation in the decision of minors to seek family

planning services and that it provides counseling to minors on how to resist

attempts to coerce minors into engaging in sexual activities;” and
“Notwithstanding any other provision of law, no provider of services under

Title X of the Public Health Service Act shall be exempt from any State law

requiring notification or the reporting of child abuse, child molestation, sexual

abuse, rape, or incest.”

Trafficking in Persons

Awards issued under this funding opportunity are subject to the requirements of Section 106 (g) of the Trafficking Victims Protection Act of 2000, as amended (22 U.S.C. 7104). For the full text of the award term, go to http://www.hhs.gov/opa/grants/trafficking_in_persons_award_condition.html.
Prohibition of Abortion

Section 1008 (300a-6)

“None of the funds appropriated under this title shall be used in programs where abortion is a method of family planning.”

Grants will be funded in annual increments (budget periods) and are generally approved for a project period of up to five years, although shorter project periods may be approved. Funding for all approved budget periods beyond the first year of the grant is contingent upon the availability of funds, satisfactory progress of the project, and adequate stewardship of Federal funds.

Awards will be made only to those organizations or agencies that have met all applicable requirements, and demonstrate the capability of providing the required services.
II.
GENERAL INSTRUCTIONS
These instructions provide a standardized method and format for preparing grant applications for competing grants for the Title X Family Planning Services Program. The focus of the application is to describe the applicant's qualifications and capabilities for Title X grant and program administration, to document and prioritize the need for family planning funding, and to describe 
clearly the applicant’s unique and comprehensive approach to meeting the service area needa. The application should illustrate the applicant’s ability to adhere to all applicable Federal legislation and regulations and to comply with programmatic requirements set forth by the Office of Population Affairs (OPA)/Office of Family Planning (OFP) and the Wyoming Health Council. Finally, the application should describe the applicant’s need for funding and the ability to make rapid and effective use of Title X funding.

The guidelines are applicable to all eligible entities applying for funds to establish and operate family planning services projects. The guidelines prescribe the content, information, and data requirements for Title X Family Planning Services grant applications. They also specify the sequence of the application. 
Exhibits A through F of the Title X Guidance for Competing Grant Application Preparation present sample formats for providing required application information. 
III.
APPLICATION REVIEW INFORMATION:

Criteria: Competing grant applications will be evaluated according to the following review criteria:
a. The degree to which the project plan adequately provides for the requirements set forth in the Title X regulations at 42 CFR part §59, subpart A (20 points);
b. The extent to which family planning services are needed locally (20 points);

c. The adequacy of the applicant’s facilities and staff (20 points);

d. The number of patients, and, in particular, the number of low-income patients to be served (15 points);

e. The capacity of the applicant to make rapid and effective use of the Federal assistance (10 points);

f. The relative availability of non-Federal resources within the community to be served and the degree to which those resources are committed to the project (10 points); and

g. The relative need of the applicant (5 points).

The application must provide detailed information in the program work plan for both long term (anticipated five-year full project period) and short term (one year budget period) goals and objectives, and a detailed budget and budget justification for the first year of the project.
IV.  APPLICATION PREPARATION AND SUBMISSION

Prepare and submit the application in accordance with these instructions.  (Additional reference information may be found in Section 59.7 of the Regulations and Section 3.3 of the Program Guidelines).
A.  APPLICATION PAGE LIMITATIONS AND STYLE

Applicants should present all information in a concise, succinct manner, although there is no page limit.  The applicant should use an easily readable serif typeface such as Times New Roman, Courier, or GC Times, 12 point font, and double spaced.  All pages, charts, figures and tables should be numbered, and a table of contents provided. Appendices may provide curriculum vitae, organizational structure, examples of organizational capabilities, or other supplemental information which supports the application. Brochures and bound materials should not be submitted. Appendices are for supportive information only, and should be clearly labeled. All information that is critical to the proposed project should be included in the body of the application.

For all non-governmental new applicants only (those that are not currently receiving TX funds) documentation of nonprofit status must be submitted as part of the application. Any of the following constitutes acceptable proof of such status:

a. A reference to the Applicant organization’s listing in the Internal Revenue Service’s (IRS) most recent list of tax-exempt organizations described in the IRS code;

b. A copy of a currently valid IRS tax exemption certificate;

c. A statement from a State taxing body, State attorney general, or other appropriate State official certifying that the applicant organization has a nonprofit status and that none of the net earnings accrue to any private shareholders or individuals; or

d. A certified copy of the organization’s certificate of incorporation or similar document that clearly establishes nonprofit status.

For local, nonprofit affiliates or State or national organizations, a statement signed

by the parent organization indicating that the applicant organization is a local nonprofit affiliate must be provided in addition to any one of the above acceptable proof of nonprofit status.

B.
APPLICATION SUBMISSION
Submit all documents, preferably via e-mail, to the Wyoming Health Council no later than December 22, 2011, 5 pm.  If documents are submitted in hard copy, WHC must receive the documents by December 22, 2011, 5 pm.  Hard copies must be submitted in a 3-ring binder.

Wyoming Health Council

416 W 24th St

Cheyenne WY 82001

lucy@wyhc.org
307-632-3640

C.
TITLE X COMPETING APPLICATION SEQUENCE

The components of the application should be presented in the following sequence:
COVER PAGE

STANDARD CERTIFICATION

TITLE X ASSURANCE OF COMPLIANCE
I. 
TABLE OF CONTENTS

II. 
PROJECT NARRATIVE 
A. Service Area Needs Assessment

B. Applicant and Project Information

1. Organization and Project Management Structure

2. Clinical Service System and Clinical Management

3. Community Education/Outreach

4. Quality Assurance and Assessment

5. Financial Management

C. Family Planning Service Delivery Plan

1. Program Work Plan and Evaluation Plan

2. Efforts to Address OPA Priorities

III.
BUDGET INFORMATION 
IV. 
EXHIBITS
V. 
APPENDICES
I. Table of Contents
A Table of Contents is required and will provide assurance that all required sections of the

application have been included. 
II. Project Narrative
The project narrative is comprised of three parts: 
A.   Service Area Needs Assessment;

B.  Applicant and Project Information; and, 
C.  The Service Delivery Plan. 
The project narrative provides a major means by which the application is evaluated and ranked with other applications competing for available funds. The narrative should be concise and complete and supporting documents (included as Appendices) should be included if they add clarity or depth, substantiate the narrative, and/or present information succinctly. Narratives are evaluated on the basis of substance, not length. Cross referencing should be used rather than repetition. The project narrative guidelines and instructions below apply to both new and competing continuation applications. All pages of the narrative must be numbered sequentially.
A)
Service Area Needs Assessment
(Refer to the Program Guidelines Section 3.2)

1.
Geographic Description

Provide a geographic description of the service area. Discuss seasonal or topographic factors if they impact the availability of and accessibility to services.
2.
Demographic Description

Provide a demographic description of the service area and populations proposed to be served. Demographic statistics should be included if the information impacts access to or delivery of family planning services. Examples of data presented could include, but are not limited to, birth rates, fertility rates, teen pregnancy rates, infant mortality rates, low birth weight births, information on sexually transmitted infections and HIV/AIDS, number of women in need of subsidized family planning services, health disparities including race/ethnicity, and special populations. The data should be an integral part of the family planning needs assessment, and should be reflected in the development of the program work plan that follows. All data sources should be identified.

3.
Priority Populations/Target Areas To Be Served

Describe any high priority populations and/or target areas proposed to be served

4.
Existing Resources

Describe existing resources for the provision of family planning services in the service area.

5.
Continuum of Care

Applicants should describe:

· How their agencies link clients with general primary care and other health services.

· Statewide or community resources and networks related to reproductive health, including inter- and intra-agency linkages. Describe the relationship with these organizations.

6.
Unmet Family Planning Needs

Summarize the unmet family planning needs and describe why the needs are not being met.

B)
Applicant and Project Information
For the Applicant and Project Information section, applicants must include the following information:
1. 
Organization and Project Management Structure (Refer to the Program Guidelines

Sections 3.1 and 6)
a. 
Organizational Overview

Applicants should provide the following:

· A brief description and history of the organization;

· A description of the organizational structure for Title X program management;

· The process for selection and rotation of board members should be presented and is required for private nonprofit organizations; and
The following additional organizational information should be included in the application Appendices and referenced from this section of the narrative:
· An organizational chart that describes the location of the Title X program within the organizational structure;

· Articles of incorporation and bylaws, if applicable, for new applicants and updates to bylaws, if applicable, for competing continuation applicants; and

· Lists of governing or advisory board members and a description of governing board and/or advisory board members that identifies their expertise and the populations they represent.

b.
Personnel Policies (Refer to the Regulations Section 59.4 and Program

Guidelines Section 6.5)

Applicants should briefly describe:

· Personnel policies dealing with staff recruitment, selection, performance evaluation, promotion, termination, compensation, benefits, grievance procedures, confidentiality of personnel records, and conflict of interest;

· Policy and procedures for employee orientation, in-service training and/or professional development;

· Policy and procedures for ensuring required professional licenses are current and on file; and

· Procedures for assuring or requiring that agency personnel and contractors have access to continuing education and/or training on Title X related topics to ensure ongoing effective and high quality family planning services.

c.
Position Descriptions and Biographical Sketches

Provide position descriptions and biographical sketches of key personnel. (For example, project director, operations director, medical director, fiscal director, clinical providers, etc.) These may be included in the Appendices, but should be referenced in this section of the application narrative.
2.
Clinical Service System and Clinical Management (Refer to the Regulations Section

59.5 and the Program Guidelines Sections 7 through 10)
The applicant should address the following areas corresponding with the manner in which

services are being delivered as a direct service provider:   
a. 
Family Planning Service Facilities (Refer to Program Guidelines Section 6.4)

Discuss the availability of facilities to the target population, including availability of public transportation. Describe accessibility of services to physically challenged individuals.
b. 
Service Site Information (Refer to Program Guidelines Section 6.4)

This information must include:

· Agency and service site(s) identification

· Location of all clinical service site(s)

· Service area

· Office hours

· Clinic service hours

The above required Service Site Information should be presented in tabular form.  See Exhibit A for a sample format.  Service Site Information using this format should be provided in the Exhibits/Appendices section of the application but should be referenced here in the narrative. The hours of operation information should provide the days and hours of operation for each service site location, including hours of clinical service provision, if different from the total hours of operation. Clinic service hours refer to the times medical services are available; office hours are the hours that the clinic sites are actually open.

c. 
Projected Number of Family Planning Users

This information must include:

· The total number of family planning users as reported on last Family Planning Annual Report (for competing continuation applicants only)

· The total number of family planning users projected in the next FPAR
· The total number of female users projected in next FPAR

· The total number of male users projected in the next FPAR

The information should be presented in tabular form.  See Exhibit B for a sample format. Projected Users Information using this format should be provided in the Exhibits/Appendices  section of the application but should be referenced here in the narrative.

d.
 Family Planning Services Provided (Refer to the Regulations Section 59.5

and the Program Guidelines Sections 7.2; 8.1-8.8; and 9.1-9.6)

Submit information on the services provided.  Indicate if services provided are: 
1. Provided on-site; 
2. Provided within the agency’s system, but not at all clinic sites; 
3. Referred outside the agency’s system, but paid for by Title X; or,

4. Not provided. Provide a brief explanation on why any required service is not provided directly by the applicant. Also describe the applicant's standards for the provision of emergency and after-hours coverage.
The required Services Information should be presented in tabular form, such as that shown in Exhibit C. All of the services information listed in Exhibit C should be included in the application.

e.
Medical Oversight and Clinical Care Provider Information (Refer to the

Regulations Section 59.5 and the Program Guidelines Sections 6.5 and 7.1)

Describe how the agency addresses the medical oversight and clinical care requirements for the following:

· The role and function of the project’s Medical Director (include job description in appendices);

· Percent time the Medical Director is dedicated to the Title X family planning program;

· Clarification whether Medical Director is staff or a contract physician;

· The Medical Director’s expertise and/or training in family planning; and

· The Medical Director’s responsibilities in clinical oversight activities, including ensuring that clinical services provided to clients are effective, of high quality, and consistent with nationally recognized standards of care.

f.
Professional Credentials and Licensure (Refer to Program Guidelines Section

6.5)

Describe the procedures used to ensure professional credentials and licensure are appropriately addressed, documented, and monitored.
g.
 Service Plans and Protocols (Refer to Program Guidelines Section 6.5)

Describe the services provided for both female and male clients at the initial comprehensive visit and at other visits. Also describe the process for development, approval and updating of protocols.

h.
Adherence to State Laws Regarding Reporting of Child Abuse, Child Molestation, Sexual Abuse, Rape, or Incest, and Human Trafficking (Refer to OPA Program Instructions 11-01, 06-01, 99-1 and Pub. L. No. 109-149)

Provide agency policy and procedures regarding adherence to State law(s) requiring notification or the reporting of child abuse, child molestation, sexual abuse, rape, or incest and human trafficking. Include the procedures for ensuring that the policy is implemented, and for monitoring of sub-recipient agencies regarding adherence to State requirements. Describe the process that is used to ensure that clinic staff members are trained on State specific laws and reporting requirements.

i.
Bilingual Services (Refer to Title VI of the Civil Rights Act of 1964 Policy Guidance on the Prohibition Against National Origin Discrimination as it Affects Persons With Limited English Proficiency)

Describe the provision of culturally and linguistically appropriate services based on the needs assessment.
j.
Laboratory Services (Refer to the Regulations Section 59.5 and Program Guidelines Section 8.3)
Describe the laboratory services available to clients served by the agency as well as the policy for laboratory services, including quality assurance procedures and monitoring. Describe the level of the Clinical Laboratory Improvement Amendments (CLIA) certificate held by the laboratory/laboratories utilized.  Describe the policy for obtaining services beyond the scope of the on-site lab.  Describe the criteria used for the selection of outside contract lab (e.g. price, certification, and other quality assurance measures.)
k.
Pharmacy Services (Refer to the Program Guidelines Section 10.2)

Describe the provision of pharmacy services.

l.
Client Education & Counseling (Refer to the Regulations Section 59.5 and Program Guidelines Sections. 8.1 and 8.2)
Describe educational and counseling services provided to female and male clients, and the provisions to assure informed consent and confidentially. 

Provide a description of the protocols that address counseling that encourages family participation in the decision of minors to seek family planning services, as well as counseling to minors on how to resist attempts to coerce minors into engaging in sexual activities.  

Provide evidence of compliance with regulations on sterilization procedures.
m.
HIV/AIDS Services (Refer to the Program Guidelines Section 9.2)
Include a description of the HIV/AIDS prevention services, as well as any HIV testing, offered through project. At a minimum, include the mechanism and funding source(s) for providing required HIV counseling and testing services either on-site or by referral.

n.
STD Prevention (Refer to Program Guidelines Sections 8.2 and 8.3)

Describe all STD prevention, testing and treatment services for female and male clients that are included in the scope of the Title X project.

For new applicants, describe the willingness to cooperate with the State STD and CDC Infertility Prevention Project (IPP) to maximize the Federal resources supporting reproductive health services within the service area.
For competing continuation applicants, describe how your family planning program participates with the State based STD project and with IPP and how this participation is reflected in the scope of the proposed family planning project.
o. 
Social Services and Other Related Services (Refer to Regulations Section 59.5 (b) (2) and the Program Guidelines Section 9.1)
Describe any social services related to family planning, including counseling and referral to and from other social and medical services agencies, and any ancillary services which may be necessary to facilitate clinic attendance. Describe any other clinical services that are provided within the scope of the project, such as colposcopy, that are provided, along with the clinicians’ expertise to perform the services.
p.
Medical Records (Refer to Program Guidelines Part II, Section 10.3)

Briefly describe the policies and procedures covering maintenance of medical records, including retention, confidentiality and release of records. Describe how the agency addresses the requirements of the Health Information Portability and Accountability Act (HIPAA).

3. 
Community Education and Outreach (Refer to the Regulations Sections 59.5 and 59.6 and the Program Guidelines Sections 6.8 and 6.9)

The applicant should describe:

· The structure of the Information and Education Committee and its role/function in the family planning program;

· The evaluation process and approval guidelines used by the Information and Education Committee to review and approve material (including process for ensuring that information is current, factual, and medically accurate), and how this information is documented;

· Opportunities for community participation in the development, implementation and evaluation of the project by persons broadly representative of all significant elements of the population to be served, and persons in the community knowledgeable about the community's need for family planning services; and

· Program promotional activities and community education efforts based on the needs of the target population.

4.
Quality Assurance (Refer to the Program Guidelines Section 10.4)

The applicant should describe:

· How “quality” is defined and, at a minimum, the system and plan to assess the quality of care provided to clients; the effectiveness and efficiency of clinical operations; and the process to assess client satisfaction; 
· The clinical tracking system for follow-up and referral;

· The method for ensuring ongoing availability of effective and high quality family planning clinical services;

· The process for resolution of identified quality issues, and

· The ongoing and systematic documentation of quality assurance activities.

5.
 Financial Management (Refer to the Regulations Section 59.5 and Program Guidelines Sections 5.4 and 6.3)

Applicants should provide a brief description of the financial management systems exhibiting effective controls and accountability for all funds, property, and other assets, which safeguard and assure that all assets are used solely for authorized purposes. All sources of funds used to support the project as described in the approved project plan must be included.
a. 
Billing and Collection

1) Describe the billing and collections process with reference to the specific elements in Section 6.3 of the Program Guidelines.
2) Describe the process used to analyze the cost of providing services and to determine the full charges to clients. Full charges to clients must not be more than the cost of providing services. Include the frequency with which charges are reviewed or updated. 

Include a copy of the proposed charges for all services and supplies in the Appendices. 
3) Describe the policy and process for how the schedule of discounts (sliding fee scale) with sufficient proportional steps, is developed, and the frequency with which it is reviewed and updated. Include a copy of the proposed sliding fee scale.
4) Describe the client financial assessment intake process including an explanation of how often the client financial information is updated.
5) Indicate whether or not a written agreement is currently in place where reimbursement is available from Title XIX (Medicaid). Describe how Medicaid funds are used to complement Title X funds.
6) Describe the process for gathering insurance information from clients and billing responsible third-party payers.
7) Describe the policies and procedures regarding client billing and fee collections.
b.
Financial Audit / Reporting

Discuss the procedures for reporting financial matters to the Wyoming Health Council using either: 1) conducting a financial audit, or 2) reporting a statement of general acceptable accounting procedures used including general ledger of disbursements, 941 and 990 tax reports, profit and loss statements, and balance sheets.  

c.
Insurance/Risk Management

Describe the insurance program including property, casualty, professional liability, fidelity bonding, and directors' and officers' coverage or attach the declarations page(s) from the appropriate policies in the Appendices.

C) 
Family Planning Service Delivery Plan 
The Family Planning Service Delivery Plan includes the applicant’s work plan for addressing the needs of the service area and the applicant’s evaluation plan for assessing the impact of its program. This section of the narrative should also describe any efforts that will address the current OPA Program Priorities. The Family Planning Service Delivery plan must include:
1.
 Program Work Plan and Evaluation Plan (Refer to Program Guidelines Section 6.2)

The program work plan must include long term goals and objectives that span the life of the requested project period (not to exceed five years), and short term objectives (e.g. 6 months; one year; two years, etc.). The evaluation plan must describe how success toward meeting the long term and short term goals and objectives will be measured.
Broad areas to be addressed should include:

· Administrative

· Clinical

· Community education and outreach

· Financial management
The applicant should engage in a realistic planning process as goals and SMART (Specific, Measurable, Achievable, Realistic and Time-framed) objectives are developed. Goals and objectives should reflect the intended purpose of the Title X program as defined in the statute and regulations, and how the proposed project will address the purpose. Do not hesitate to extend project activities by identifying objectives that may be difficult to achieve but are within the agency’s skills and resources. Fear of failure to achieve objectives should not prevent an applicant from identifying objectives that will further the goals of the organization and the intent of Title X. If situations or circumstances upon which objectives are based change, making them impossible to achieve, mid-course adjustments to the program work plan may later be made. The applicant should avoid setting objectives over which it has limited control or that are too broad to be realistic. The application must include objectives that clearly project the total number of family planning clients to be served, as well the projected number of low income clients according to Federal Poverty Levels. (Using the most current Federal Poverty Level categories 
is suggested).

The program evaluation plan should include specific plans for how the applicant will evaluate its success or failure in meeting the stated work plan goals and objectives. The evaluation plan should detail the qualitative and quantitative mechanisms that will be used to assess the applicant’s effectiveness in meeting stated needs of the target population, and will measure and quantify program achievements. Applicants should include baseline measurements and propose an evaluation process that will monitor achievement throughout the budget and project periods. Applicants are encouraged to develop process, output and outcome measurements.
The program work plan and evaluation plan should reflect activities supported in the budget. The budget request should link directly to and support the proposed program needs assessment, work plan and evaluation plan activities.
The following outline suggests a format for developing the program work plan and evaluation plan. See also Exhibit D for a tabular style sample format. Other formats are acceptable as long as the information is complete.

Sample Work Plan and Evaluation Plan Outline

I. 
Problem /Need Statements

Problem/Need Statements are clearly and specifically defined descriptions of major needs

or problems, quantified where possible. The problem/need statements should tie into and

flow from the overall project description. For example, such statements in the plan may

address:

A. Needs of the target population;

B. Problems of a specific service area or population;

C. A specific health problem; and/or

D. Lack of other resources available to meet the needs identified.

II. 
Goals

Goals are relatively broad and express a sense of a desired future state or direction.

Goals should address identified needs or problems, and are usually long term.

III. 
Objectives

Objectives are descriptions of Specific, Measurable, Achievable, Realistic, Time-framed

(SMART) results or outcomes projected. They can be used to identify an acceptable level

of performance and/or establish criteria for evaluation. A baseline, or starting point, for

each objective should be included for measuring achievements.

IV. 
Activities/Action Steps

Action steps are the major activities that must occur to accomplish an objective or are

critical actions that must be taken to attain the measurable outcome or end result.

V. 
Timeline

Identify within the proposed project period or budget period when the described action

steps will be achieved. Specific time frames should be targeted and not all activities

should be listed as on-going.

IV.
 Responsibility

Identify who is responsible for oversight, management and/or performance for each

objective.

VII. 
Evaluation and Reassessment Plan

Describe the process for evaluation and reassessment of goals and objectives based on

information gathered through data collection or project monitoring, and how any resulting

modifications to the program plan would be managed. Include a description of the

evaluation mechanisms (both qualitative and quantitative), baseline data, and process,

output and/or outcome measures that will be used. Detail the frequency by which the

evaluation activities will occur. Identify the kinds of data to be collected and maintained.

2.
Efforts to Address OPA Priorities
Each year the Office of Family Planning establishes program priorities that represent overarching goals for the Title X program. Project work plans should be developed that address the current Title X Program Priorities and should provide evidence of the project’s capacity to address program priorities as they evolve in future years. The applicant should describe its efforts to address the current (as listed in the Program Announcement) and future program priorities, if they have not been previously described in the application.

III. Budget Information and Justification
(Refer to the Regulations Section 59.4)

The Budget Information section of the Title X application includes the proposed project budget and budget justification. The budget request should support the proposed service delivery plan, inclusive of the program work plan and evaluation plan activities. Items required by the service delivery plan should be budgeted, and the budget should in turn reflect activities detailed in the service delivery plan.
In addition to the Federal funds requested, the budget information must include other Federal and non-Federal funds used to carry out the services defined in the application. This should include all funding sources and program revenue from State and local funders, client fee collection and third party payers.

A budget and budget justification narrative should be submitted for year one of the project that is detailed, reasonable, adequate, cost efficient, and that is derived from the proposed service delivery plan. Sufficient detail should be provided that demonstrates how the budget relates directly to the goals and objectives in the proposed service delivery plan.  
The following level of detail should be provided:
1.
Personnel and Fringe Benefits (See Exhibit E for a suggested format to present the following information):

a. Identify each key position (e.g., project or program director, executive director, medical director, fiscal director).

b. Provide the names of each person identified as occupying a key position and the annual salary, number of months and percentage of time allotted to the project. If a key position is vacant, include the anticipated hiring date.

c. Provide a listing of all remaining filled and vacant positions, percentage of time allocated to the project, number of months, and projected salaries. 
d. Itemize the components that comprise the fringe benefits rate (e.g., health insurance, FICA, life insurance, retirement plan, etc.).

2.
Travel (See Exhibit F for a suggested format to present travel information):

Identify the purposes of travel. Costs can be aggregated by category/purpose, numbers of staff and trips (e.g., project director meetings, site evaluations, training). Costs for each category/purpose should be provided.
3. 
Equipment
List only those equipment items costing $5,000 or more per unit. Items costing less than $5,000 can be aggregated by category (e.g., medical equipment, office equipment, etc.). However, adequate detail must be provided for assessment of expenditures as they relate to the proposed project.
4.
 Supplies
Categorize supplies according to type, such as medical, lab, pharmacy, contraceptive or office supplies.
5.
 Contractual
List all sub-recipient agencies and/or contract providers and the amount of Title X funds allocated to and the non-Title X resources contributed for each.

6. 
Other
Itemize all costs in this category and explain each in sufficient detail to enable determinations for whether each cost is allowable to be made. In most cases, consultant costs for technical assistance, legal fees, rent, utilities, insurance, printing, dues, subscriptions, and audit related costs would fall under this category. Funds allocated for sterilization should be listed separately.

IV.  EXHIBIT INFORMATION AND SAMPLE FORMATS

EXHIBIT A. 
FAMILY PLANNING SERVICE SITE INFORMATION

EXHIBIT B. 
EXAMPLE PROJECTED FAMILY PLANNING USERS

INFORMATION FORMAT

EXHIBIT C. 
EXAMPLE SERVICES PROVIDED FORMAT

EXHIBIT D. 
EXAMPLE PROGRAM WORK PLAN FORMAT

EXHIBIT E. 
EXAMPLE PERSONNEL COSTS FORMAT

EXHIBIT F. 
EXAMPLE TRAVEL COSTS FORMAT
V.  APPENDICES
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