
Last budget form reviewed 

1 

Enter the names and contact information for representatives who should 
be contacted if the Rate Section has questions about the budget.  

Select appropriate drop-down option for 
Licensing/Approval Agency.  

The yellow cells are locked. The required information 
will automatically populate the remaining cells.  

Enter manual updates in the other cells. 

Only one (1) signed copy of all budget pages is required for 
submission with the completed rate application package. 

 The authorized program representative should sign and date in blue ink. 
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4th budget form reviewed along with B-2 

Leave Column 3 Line 1a blank until Form C Line 5 is completed. 

 

 

 

 

Enter information into Sections 2 & 3 only if 
applicable for the program. 

The yellow cells are locked. The required information will 
automatically populate the remaining cells.  

Enter manual updates in the other cells.  
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4th budget form reviewed along with B-1  

The yellow cells are locked. The required information 
will automatically populate the remaining cells.  

Enter manual updates in the other cells.  

Rent should match the Lease/Mortgage Form. 

Column 3 should be the 
same as Form D Column 1. 

 

 

 

Include written justification for any expenses on Line 5 "Contracted Services 
(non-professional)” and/or Line 28 "Other." 

 

 

 

Include written justification for any variance in Columns 4 & 5 that changes 
by $1,000 (increase or decrease) and/or 4% (increase or decrease) from the 

previous year.  
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5th budget form reviewed 

Refer to the FY 2025 Rate Letter for Line 9. 

 

 

 

 

The yellow cells are locked. The required information will automatically 
populate the remaining cells.  

Enter manual updates in the other cells.  
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3rd budget form reviewed 

 

Error warnings will be 
visible in Column L. 

Review the Difficulty of Care and TFC Board Rate Forms to make sure 
amounts on Lines 6 & 7 match the forms approved by SSA. 

Rent (Line 14) should match the Lease/Mortgage Form. 

The yellow cells are locked. The required information will 
automatically populate the remaining cells.  

Enter manual updates in the other cells.  

The spreadsheet will show a warning if the total for "Allocations of 
Allowable Net Expenses" (Columns 4-8) does not equal Column 3. 

Total expenses in Columns 3 and 9 should be equal. 



6 
 

 

2nd budget form reviewed. 

Verify that the amounts correspond with the information entered on Forms E-2 – E-6. 

The amounts entered on Forms E-2 – E-6 will populate in the yellow cells. 

There is no need to manually enter any information. 
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Complete Forms E2-E6 first. Submit to Licensing Agency for approval. 

The yellow cells are locked. Enter updates in the other 
cells. The required information will automatically 

populate Columns 5 & 6. 

Each employee should have a unique 
position number (Column 1). 

The maximum number of annual hours for any 
employee is 2080 hours/year in Columns 3 & 4. 

Staff (S) and Consultant (C) designations 
should reflect the actual number of 
employees supporting delivery of 
program services. The totals will 

automatically populate at the bottom of 
Columns 4 & 5. 

Contact the Rate Section to discuss options if more than 40 different positions need to be entered. 
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Complete Forms E2-E6 first. Submit to Licensing Agency for approval. 

The yellow cells are locked. Enter updates in the other 
cells. The required information will automatically 

populate Columns 5 & 6. 

Each employee should have a unique 
position number (Column 1). 

The maximum number of annual hours for any 
employee is 2080 hours/year in Columns 3 & 4. 

Staff (S) and Consultant (C) designations 
should reflect the actual number of 
employees supporting delivery of 
program services. The totals will 

automatically populate at the bottom of 
Columns 4 & 5. 

Contact the Rate Section to discuss options if more than 40 different positions need to be entered. 
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Complete Forms E2-E6 first. Submit to Licensing Agency for approval. 

The yellow cells are locked. Enter updates in the other 
cells. The required information will automatically 

populate Columns 5 & 6. 

Each employee should have a unique 
position number (Column 1). 

The maximum number of annual hours for any 
employee is 2080 hours/year in Columns 3 & 4. 

Staff (S) and Consultant (C) designations 
should reflect the actual number of 
employees supporting delivery of 
program services. The totals will 

automatically populate at the bottom of 
Columns 4 & 5. 

Contact the Rate Section to discuss options if more than 40 different positions need to be entered. 
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Complete Forms E2-E6 first. Submit to Licensing Agency for approval. 

The yellow cells are locked. Enter updates in the other 
cells. The required information will automatically 

populate Columns 5 & 6. 

Each employee should have a unique 
position number (Column 1). 

The maximum number of annual hours for any 
employee is 2080 hours/year in Columns 3 & 4. 

Staff (S) and Consultant (C) designations 
should reflect the actual number of 
employees supporting delivery of 
program services. The totals will 

automatically populate at the bottom of 
Columns 4 & 5. 

Contact the Rate Section to discuss options if more than 40 different positions need to be entered. 
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Complete Forms E2-E6 first. Submit to Licensing Agency for approval. 

The yellow cells are locked. Enter updates in the other 
cells. The required information will automatically 

populate Columns 5 & 6. 

Each employee should have a unique 
position number (Column 1). 

The maximum number of annual hours for any 
employee is 2080 hours/year in Columns 3 & 4. 

Staff (S) and Consultant (C) designations 
should reflect the actual number of 
employees supporting delivery of 
program services. The totals will 

automatically populate at the bottom of 
Columns 4 & 5. 

Contact the Rate Section to discuss options if more than 40 different positions need to be entered. 
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“End” tab. 

Please do not delete this sheet.   

Please do not enter any data directly into this sheet. 




