COST SUMMARY INSTRUCTIONS – RFP
Row 6: Number of Months Start-up Expense – Please enter the number of months the expenses below will cover.  
PLEASE NOTE:  ALL EXPENSE ENTRIES BELOW SHOULD BE ENTERED FOR THE NUMBER OF MONTHS LISTED FOR START-UP.   ALSO, FIELDS HIGHLIGHTED IN ORANGE CONSISTS OF BUILT IN FORMULA THUS NO ENTRY IS NEEDED.
DIRECT COSTS
A. Salaries & Fringes
a. Direct Program Salaries – Enter salaries for all employees engaged in service delivery. 
b. All other payroll costs – Enter payroll taxes, employee benefits, and all other related payroll costs for staff noted in item a.
B. Operations
a. Supplies – Enter costs for general office supplies.
b. Contractual – Enter expenses for contractual staff providing services.
c. Equipment – Enter costs associated with materials needed to furnish office space such as desks, chairs, printers, etc.  All individual items must be less than $5,000.  Capital items such as costs associated with office reconfiguration (moving walls), adding HVAC systems, and other significant improvements are the responsibility of the bidder.
d. Non-fringe insurance – Enter liability insurance expense and any other insurance employee insurance requirements.
e. Training – Enter cost of training needed to meet MSHN contractual requirements for service delivery.
f. Travel – If applicable, enter estimated travel reimbursement to employees at the current calendar year’s Federal mileage rate.
C. Overhead – Direct (Building related)
a. Lease Expenses – Enter monthly lease expense times the number of start-up months requested.
b. Repairs and Maintenance – Enter minor repairs and maintenance costs such as replacing a broken sink or fixing an existing door.
c. Insurance – Enter insurance associated with building.
d. Other Costs – Enter costs not noted in items a-c of this section.
INDIRECT COSTS
A. Administration
a. Salaries – Enter salaries for administrative employees performing roles other than service delivery.
b. All other payroll costs - Enter payroll taxes, employee benefits, and all other related payroll costs for staff noted in item a.
B. Other Allocated Costs – bidders should note administrative expenses allocated to the line of business listed in the RFP.  For example, 5% of the CEO’s time may be allocated.
