
INSTRUCTIONS 

 

A. SCHEDULE I – STAFFING WORKSHEET (this form is provided as a worksheet and 

need not be included with the proposal. 

 

Purpose: 

 

Schedule I is designed to assist the prospective Provider in developing and portraying all 

personnel (salary) costs in one place.  In addition, this Schedule provides for distribution of 

personnel costs to the services for which funding is requested in this proposal. 

 

Method of Preparation: 

 

Schedule I is a two-page form.  A single set consisting of both pages (plus additional sets as 

needed) is to be completed for the prospective Provider agency.  List every position for 

which all or any portion of the salary is to be included as a direct or indirect cost of the 

service (s) for which funding is requested in this proposal.  Items 1 through 11 are on page 1 

of Schedule I; items 12 and 13 are on page 2 of this Schedule.  Complete Schedule as 

follows: 

 

1. Item 1: Self-explanatory. 

 

2. Item 2: The period to which this time refers will ordinarily be the anticipated term of 

the contract. 

 

3. Item 3: Self-explanatory 

 

4. Item 4: Self-explanatory 

 

5. Item 5: Number of the positions listed on page 1 of Schedule I consecutively in order 

to provide a quick reference mechanism and to eliminate the need to repeat a listing 

of positions on Schedule I (page 2) and on Schedule II. 

 

6. Item 6:  List the position title* and name of the incumbent for each position to be 

charged either directly or indirect, in whole or in part, to any service for which funds 

are requested.  For vacant or proposed positions, indicate “vacant” or “proposed” and 

the date on which the position is expected to be filled in place of the incumbent’s 

name. 

 

*Note that the position titles should be consistent throughout the Proposal package.  If 

position classification titles are used on Schedule I and the Itemized Service Budget, 

the same title is to be used in the Service Methodology portion of the Service 

Specifications.  Both the official classification title and a working title may be used in 

Service Specifications if this usage helps to clarify functions. 

  



7. Item 7: For each salaried position enter the “Full-Time Equivalency” (FTE).  The 

FTE represents the portion of time for which the position is paid by the agency.  For 

example, a full-time position is usually equal to 40 hours per week or 2080 hours 

(including vacation time) per year.  A position which is paid for 20 hours/week is a 

half-time position and should be entered as .50.  a position for which 1664 hours per 

year (or 80 of 2080 hours based on 1664/2080) are paid should be entered as an FTE 

of .580.  All FTE entries should be rounded to the nearest one-hundredth (e.g. full-

time = 1,000; quarter-time =.25, etc.) 

 

8. Item 8: For each position, list the total salary for the position for the period from July 

1, 2019 through June 30, 2020.  Dollar entries should be rounded to the nearest whole 

dollar. 

 

9. Item 9: For each position, enter the monthly or hourly rate which will be in effect for 

that position on June 30, 2019.  Be sure to specify whether the rate is hourly, 

monthly, etc. 

 

10. Item 10: If a salary increase is expected for any position during the contract period (on 

or after July 1, 2019) enter the percentage of increase expected and the date on which 

the increase will become effective.  If no increase is planned, enter “N/A”.   The 

percentage of increase should be the percent derived by dividing the difference 

between the current hourly or monthly rate by the old rate.  Percentages should be 

rounded to the nearest tenth of a percent (e.g. 5.5412= 5.5). 

 

11. Item 11: Enter the total amount of salary each employee is expected to earn during the 

contract period in the “Total Salary for Contract Period” column.  For positions for 

which an increase is planned, the total salary for the contract period will be the total 

number of months/hours to be worked during the contract period times the monthly or 

hourly rate in effect on June 30, 2019.  For any position for which an increase is 

planned, the total salary entry will be calculated according to the following formula: 

 

No. of mos./hrs X the rate on 06/30/2019 + the No. of mos./hrs at the of the increase 

X the amount of the increase.     

 

EXAMPLE:  For an individual paid at $1,000/mo on June 30, 2019 who will receive 

an increase of $100/mo effective November 1, 2019, calculate the total salary as 

follows: 

(4 mo.X$1,000) =$4,000 + (8 mo x $1,100) 

 

Note that the total percent for each position, whether full-time is 100 and is therefore, 

pre-printed in the space corresponding to the first position entry. 

 

12. Item 12: Complete the “Position Number” column on page 2 of Schedule 1 using the 

same numbers as were assigned to each position on page 1. 

 



13. Item 13: Item 13 designates all of the remaining columns of the form.  Complete this 

portion of Schedule 1 as follows: 

 

a. Complete the column headings with the names of the services to which salaries 

are to be allocated.  If any portion of salaries is to be included in an indirect cost 

pool and your agency does not use an approved indirect cost rate, be sure to use 

“Indirect” as one column heading.  If your agency provides several services, it 

may be necessary to add more columns to this form. 

 

b. Once the column headings have been entered, enter the percent of each position’s 

salary which is allocated to each service in the lower of the two service column 

blocks allowed for each position.  Within each percent-o-salary block, indicate 

whether the position’s time is allocated to Administrative or Direct-service to 

clients functions, according to the following instructions: 

 

1) Administrative Positions- for those positions that devote all of their time to the 

performance of administrative activities, enter an “A” in front of the percent 

allocated to each service.  Administrative time is defined as time spent on 

activities/tasks that are not identified in Part VI of the Service Specifications.  

It is time spent on administering, or providing support for, the provision of 

direct service.  Secretaries, accountants and janitors are examples of 

administrative personnel. 

 

2) Direct Service Positions—For those positions which devote all of their time to 

the performance of direct service e to clients, enter a “D” followed by the 

percent of time/salary allocated to the serviced.  Direct Service Time is 

defined as time spent in performance of the Service Task listed in Part VI of 

the Service Specifications. 

 

 

3) Positions for which time is split between Administrative and Direct Service 

Functions-Finally, for some positions a portion on the time will be devoted to 

administrative functions and the remainder will be spent in Direct Service 

tasks.  For such positions, enter the appropriate percentages preceded by the 

designation “A” or “D”  (e.g., A15/D85).  The split-time factor described in 

this section is frequently true of such positions as Executive Director or 

Program Administrator/Supervisor. 

 

Note that each percentage block in each service column (except Indirect) must 

contain an “A”, “D”, or “A/D” designation.  It is not necessary to use either 

resignation for percent of time/salary listed in the Indirect column. 

 

c. When you have entered all percents as indicated above, calculate the dollar 

amount charged to each service and enter this figure in the upper service column 

block for each position.  This figure is derived by multiplying the amount in the 

“Total Salary for Contract Period” column (Item 11) by the percent allocated to 



each service.  For positions with percents of time split between administrative and 

direct service functions, multiply by the sum of the two percentages to determine 

the dollar amount allocable to the service.  Do not separate dollar amount s by 

administrative and direct service functions. 

 

d. Since a great deal of information is required and column space is limited, please 

do the following to ensure legibility: 

 

1) Round out salary figures to the nearest dollar. 

 

2) Include the sign with figures designated percentages 

 

 

NOTE: The sum of the allocated percentages must equal 100 for each position.  

This is true regardless of whether the position is filled on a part- or full-time basis. 

 

14. Item 14: Item 14 refers to two “Total Salary” columns (Item 8 and 11 above) and to 

all of the columns bearing service headings (Item 13 above).  Item 14 should be 

completed only on the final page of the Staffing Worksheet.  Total each “Total 

Salary” column and each service column; enter the totals in the Item 14 spaces. 

 

  



B. SCHEDULE II – EMPLOYEE-RELATED EXPENSES WORKSHEET (this form 

is provided as a worksheet and need not be included with the proposal). 

 

 Purpose: 

  

 Employee-related expenses (ERE) are allowances and services offered by the provider 

agency as compensation in addition to regular salaries and wages.  These expenses may 

include, but are not limited to: Federal Social Security (FICA), unemployment insurance, 

disability insurance, health and life insurance.  The portion of the costs of these benefits 

paid by the employee is not an expense of the Provider agency.  The employer’s share of 

these benefits is an eligible Provider agency expense and will be detailed in the budget. 

 

 The Employee-Related Expenses Worksheet is designed to facilitate accurate 

development of the Provider agency’s actual costs for fringe benefits.  Costs developed in 

this Schedule will form the basis for the ERE costs listed in the Itemized Service 

Budget(s) and the Agency Operations Spread Sheet.  The ERE Worksheet will also be 

used in contract negotiations to adjust ERE costs should changes in personnel expenses 

be necessary. 

 

 The Department will fund only those estimates of ERE costs that have been established in 

accordance with the instructions contained in this RFP package.  Since some 

Divisions/Administrations place limitations on the degree to which they will participate 

in ERE costs, please be sure to consult program-specific instructions to determine 

whether any such limitations apply to your proposal. 

 

 Method of Preparation: 
 

 To complete Schedule II, it will be necessary to use the instructions which follow in 

conjunction with additional information regarding Employee Related Expenses contained 

in Part 5, Section II.D.2 of the RFP package.  The paragraphs below provide technical 

directions for completing Schedule II; Part 5, Section II.D.2, the “Cost Principles,” 

provide principles for determining ERE costs. 

 

 Schedule II is a multi-paged form with a separate page for each of the standard benefits 

types as follows: 

 

 

Page Benefit Type 

1 FICA Cost 

2 Unemployment Insurance 

3 Workman’s Compensation 

4 Retirement Costs 

5 Health Insurance 

6 Life Insurance 

 

 



For any benefit type not offered by your agency, omit the page for that benefit from your 

proposal.  Whenever the number of positions for which benefits must be calculated exceeds the 

spaces available on the benefit page, duplicate the blank forms in sufficient quantity to ensure 

separate listing of each position.  Keep in mind that every position listed in Schedule I should 

also be listed (by the position number assigned on Schedule I) in Schedule II.  Complete 

Schedule II as follows: 

 

1. For all benefit type pages in Schedule II: 

 

a. Items 1 through 4: Self-explanatory. 

 

b. Item 5:  Complete the “Position Number” column on each page of Schedule II 

using  the same numbers as were assigned to each position on Schedule I.  It is not 

necessary to reference position titles on Schedule II.  The position number entered 

in Item 5 on each page refers to the corresponding number position on Schedule I. 

 

 

c. Items 6 and 7:  Items 6 on each page refers to the remainder of the columns, 

headed “Total (Benefit) Costs Allocated to Services by Amount & Percentage of 

Time.”  Item 7 refers to the last line of all of the columns except the two left-hand 

columns.  Items 6 and 7 may be completed either as you prepare the individual 

benefit page or when you have completed the columns to the left on all of the 

individual benefit pages.  In either case, complete Items 6 and 7 per the 

instructions given in paragraph 9 on page 7. 

 

2. Page 1 - FICA Costs (Items 8 through 10:)   Enter the FICA rate used to calculate the 

FICA Cost in Item 8.  The FICA/Medicare rate has been established at 7.68 for 2010.  

Not that this rate is applied to salary amounts up to a given ceiling.  In preparing the 

proposal, the Provider should check with IRS to determine the current ceiling.  Since the 

same FICA rate will apply to all positions, ditto marks (“) or a continuing line () may be 

used for all positions after the first.  In Item 9, enter the maximum salary subject to FICA. 

 

Calculate the FICA cost for each position and enter this figure in the Total FICA Cost 

column, Item 10. 

 

3. Page 2 - UI Costs (Items 8 through 10):  Item 8 refers to the upper half of the block for 

each position in the column labeled “UI Tax Rate/Amount Subject to Tax”; Item 9 refers 

to the lower portion of this block.  In Item 8, enter the Unemployment Insurance (UI) tax 

rate for your agency.  Since the same rate will apply to all positions throughout the 

contract period, ditto marks may be used in the corresponding space for all positions after 

the first one listed. 

 

In the lower portion of each block, Item 9, enter the maximum amount of salary subject 

to the UI tax.  In most cases, this amount will not exceed $7,000.00 

 



For Item 10, calculate the total UI cost for each position and enter this figure in the space 

under the column labeled “Total UI Cost.” 

 

4. Page 3 - Workman’s Compensation (Items 8 and 9): 

 

a. Item 8-Enter the insurance rate which applies to the position classification.  This rate 

should be taken from your agency’s insurance premium report.  The rate will be 

stated in dollars per $100 of salary. 

b. Item 9- Multiply the rate by the employee’s salary for the contract period and enter 

the resulting figure in the column marked 9. 

 

5. Page 4 - Retirement Cost (Items 8 and 9):  Enter the percent of salaries your agency 

uses to determine the retirement benefit in the column marked 8 and the total dollar 

amount in column 9. 

 

6. Page 5 - Health Insurance (Items 8 through 10):   
 

a. Item 8 refers to the upper half of the block for each position in the column labeled 

“Rate per month/# of months Covered”; Item 9 refers to the lower portion of this 

block.  In the Item 8 space, enter the monthly health insurance cost for each position. 

b. Item 9-- In some cases, an individual may not be eligible for health insurance 

coverage for the entire contract period.  Enter the number of months th position will 

actually be covered in the lower half of the block for each position (Item 9 under the 

“Rate per Month/# of Months Covered” column). 

c. Item 10—Calculate the total health insurance cost for each employee and enter this 

figure in column 10. 

 

7. Page 6 - Life Insurance (Items 8 through 10):  Life insurance costs are determined on 

the same basis as health insurance costs. 

 

If funds are requested for other forms of insurance or benefits, any of the individual 

benefit type pages that have not been used and contain appropriate information columns 

may be adjusted to reflect the benefits actually offered.  In each case, it is important to 

indicate the basis as well as the total benefits cost.  If the basis used by your agency to 

establish health, retirement or other benefits should differ from the basis discussed in 

these instructions, the column headings should be adjusted accordingly.   

 

8. For all benefit type pages in Schedule II: 

 

a. Item 6:  Item 6 refers to the five columns headed “Total (Benefit) Cost Allocated to 

Services by Amount and Percent of Time” which are located to the right of each 

benefit page.  These columns will be completed in the same manner on all benefit 

pages.  Indicate the name(s) of the services(s) to which ERE costs are to be allocated 

in the box at the top of the column(s).  if a portion of the benefit cost for any position 

is to be an indirect cost, enter the heading “Indirect” above one of the allocation 

columns.  If more columns are required, use continuation sheets. 



 

Using the same percent basis for distribution that was used on page 2 of Schedule I to 

allocate salaries to services, determine the portion of each employee’s individual 

benefit costs to be allocated to direct services or to indirect.  Enter the percent in the 

lower half of the block under the service column and the allocated dollar amount in 

the upper half of the block under the appropriate service column. 

  

b. Item 7:    Item 7 refers to the last line of the “Total (individual benefit) Cost” column 

and of the “Allocated to Services” columns on each benefit page.  Calculate the total 

of each column and enter the figure in the space at the bottom of the column.  The 

sum of the totals for the “Allocated to Services” columns should equal the total 

entered at the bottom of the “Total (individual benefit) Cost” column on each benefit 

page. 

 

Upon completion of negotiations, the individual benefit totals for each service will be 

entered in the Itemized Service Budget(s) for the corresponding service(s). 

     


