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This document has been developed to assist Problem-Solving Court Programs and Swift 
Sure and Sanction Probation Programs with building a State Court Administrative 
(SCAO) grant budget.  This document breaks the budget down by section and includes 
items that must appear in each section of the budget. The document also includes 
shortcuts and tips for building the budget, example budget sections, and instructs what 
required documentation is needed for claims. 
 
This document is a template for building budgets and is not inclusive of all scenarios that 
programs may encounter.  If there are any questions on how to build a budget please 
submit them to trialcourtservices@courts.mi.gov.  Please include the grant type (i.e., 
MDCGP, OHSP, Byrne JAG, MMHCP, VTC, SSSPP, etc.) when you submit your 
question. 
 
When building the budget consider the necessity of an item/service, the reasonableness of 
the cost and whether the cost falls within fair market value for the area of the program.  
Also consider the actual number of participants that are in need of the service to 
streamline the request to be more in line with actual prior spending or a more streamlined 
proposed spending. 
 
Medication Assisted Treatment (MAT) expenses will continued to be tracked by the 
SCAO office. MAT funds are part of the general allowable expense list beginning fiscal 
year 2020 and are to be utilized to fill gaps in services that insurance and local funding 
lack. Build only two lines for MAT expenses in the contractual section.  One should be 
labeled MAT Treatment/Counseling and the other line should be labeled MAT Medical 
Services and Medications.  Please review the contractual section of this document for 
more detail on how to build line items related to MAT expenses. 
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PERSONNEL 
Must include the following: 

• The name of each individual charged to the grant.
• Identify whether the personnel charged to the grant is a full-time employee (fte) or part-

time employee (pte) with the court.
• Identify whether the personnel charged to the grant is 100% funded by the grant or split

between different funding sources.
• Computation for hours and hourly rate.
• Only court employees funded by the grant should appear in this line (no contractual

individuals).
• Specify any unusual or less common expenses like longevity, payouts in lieu of health

insurance, payouts of unused leave, etc. that may be offered to the employee.  It can be
listed in personnel or fringe but must be included in the budget in order to claim the
expenses.

• Include all personnel who work on the program (no contractual individuals) that are
funded by other source(s) to show the full cost of operations.

• In the justification section, provide a description for the need of personnel charged to the
grant.

Shortcuts: 
• Combine all personnel costs in one line and indicate in the narrative justification section

the name of each employee, the hourly rate, and hours worked toward the grant.
• Use ranges for hourly rates that include pay increases during the fiscal year (if

applicable).

OR 



 
INFORMATION NEEDED FOR CLAIMS 

**Backup documentation should be uploaded in the same order as it appears on 
the “request summary.”*** 

• General ledger (GL), payroll report (PR), and/or financial report (FR) to support the 
amount claimed.  Reports must be generated from an accounting or payroll software.  

• Timesheets for individuals who have their time split between two or more funding 
sources.  Timesheets must show all hours worked toward the grant and other duties  

• related to the other funding source(s). 
TIP 

• Show your work (handwrite on the GL, PR, FR) if the amount for reimbursement 
needs explanation/detail. 

• Timesheet hours X rate should match the amount being requested for each person. 
• Review that the hourly rate for each employee matches the approved budget. If it does 

not match, complete a contract amendment before submitting the claim. 
 
  



Fringe 
 
Must include the following: 

• Specify any unusual or less common expenses like longevity, payouts in lieu of health 
insurance, payouts of unused leave, etc. that may be offered to the employee.  It can be 
listed in personnel or fringe but must be included in the budget in order to claim the 
expenses. 

• Personnel fringe of those who work on the program (no contractual individuals) but are 
funded by other source(s) to show the full cost of operations.  

• A description, in the justification section, describing the need for the personnel fringes 
that are charged to the grant. 

 
Shortcuts: 

• Combine benefits (as listed in the example), especially if it is a small percentage. 
 

 
 

INFORMATION NEEDED FOR CLAIM 
***Backup documentation should be uploaded in the same order as it appears on 

the “request summary.”*** 
• General ledger, payroll report, and/or financial report to support breakdown of fringe. 

Reports must be generated from an accounting or payroll software. 
TIP 

• Show your work (handwrite on the GL, PR, FR) if the amount for reimbursement 
needs explanation/detail. 

 
  



Contractual 
 
Must include the following: 

• The name of each subrecipient or contractor/vendor that provides a service. 
• Rate X unit of service. (A list of services and rates is preferred over a narrative list.  Flat 

rates are prohibited.) 
• Rates should be calculated by the hour for individual services (i.e., treatment, defense 

attorney) or by the day for multiple days for the same service (i.e., residential treatment). 
• Identify whether the provider/agency is a subrecipient or a contractor/vendor. 
• All additional contractual providers that provide services to participants that are funded 

by other source(s) to show the full cost of operations.  
• A description, in the justification section, describing the need for the contractual 

providers and services that are charged to the grant. 
• Mark each provider as a subrecipient or as a contractor/vendor.  Each provider must have 

a yes and a no in each line. 
 
Medication Assisted Treatment (MAT) Services: 

• Each provider and the service(s) being provided. 
• The provider as a subrecipient or contractor/vendor. Each provider must have a yes and a 

no in each line. (If a line has multiple providers and if at least one provider is a 
subrecipient, mark yes to subrecipient and no to contractor/vendor.  In the narrative 
section next to the providers names, identify (subrecipient) or (contractor)). 

• Rate X unit of service. (A list of services and rates is preferred over a narrative list.  Flat 
rates are prohibited.) 

• Rates should be calculated by the hour for individual services (i.e., treatment) or by the 
day for multiple days for the same service (i.e., residential treatment). 

 
Shortcuts: 

• Generally lump subrecipients and/or contractor/vendors that perform the same service 
into one line item. But note: this may not always be possible to do based on some 
subrecipients and contractor/vendors who perform multiple services. 

• Use ranges for services when possible. 
• Review old invoices from subrecipients and contractor/vendors to develop the budget that 

reflects the structure for services, and make sure to include updated rates and services. 
 



 

 

 



 

 



 

 
 
 

INFORMATION NEEDED FOR CLAIMS 
***Backup documentation should be uploaded in the same order as it appears on 

the “request summary.”*** 
• Invoices must include the date of service, service provided, rate for the service, and 

total amount. 
• Receipts must show the date, item purchased, number of units purchased, cost per unit, 

and total amount. 
• Upload subrecipient subcontracts before submitting the claim.  SCAO can only 

reimburse subrecipients when the subcontract is uploaded. 
• MAT invoices/receipts must be uploaded in the MAT expense lines, even if this means 

the same invoice will be uploaded in another expense line. 
****Programs that that have services charged for MAT participants and non-MAT 
participants on the same invoice must indicate the total expenses for the MAT participants and 
the non-MAT participants on the invoice.***** 

TIP 
• Submit invoices by one subrecipient or contractor/vendor in monthly order, then 

another subrecipient or contractor/vendor, and so on. 
• Review invoices to ensure that the rate billed matches the approved budget.  If it does 

not match, complete a contract amendment before submitting the claim. 
 



Supplies 
 

*General office supplies are items that are purchased and stored for use throughout the fiscal 
grant year.  They must be items that can be used up within the fiscal grant year (pens, paper, 
toner, business cards).  Items that cannot be used up within the fiscal grant year are not allowed 
(staplers, computer mouse, file holders, printers, laptops, etc.). 
 

Must include the following: 
• Rate X unit.  
• Identify what supplies are being purchased for graduation refreshments and office supplies. 
• Additional supplies that are funded by other source(s) to show the full cost of operating the 

program.  
• A description, in the justification section, describing the need for the supplies that are 

charged to the grant. 
 

Shortcut: 
• Use the highest rate for a service if there are multiple rates. 

 

 



 
 

INFORMATION NEEDED FOR CLAIMS 
***Backup documentation should be uploaded in the same order as it appears on 

the “request summary.”*** 
• Invoices and receipts must show the date of purchase, item purchased, number of units 

purchased, cost per unit, and total amount. 
TIP 

• Review invoices/receipts to ensure that the rate billed matches the approved budget.  If 
it does not match, complete a contract amendment before submitting the claim. 

 
Travel 

 

Must include the following: 
• Rate X unit for each line. 
• Court staff, participant, or participant family mileage (subrecipient or contractor/vendor 

mileage should NOT appear in this section). Note: Reimbursement cannot exceed the 
lesser of the Grantee’s published travel rates or allowable State of Michigan travel rates. 
Exceptions to this for unusual situations require prior approval by the SCAO before 
incurring the expense. 



• Additional travel costs that are funded by other source(s) to show the full cost of 
operating the program.  

• A description, in the justification section, describing the need for the travel costs that are 
charged to the grant. 
 

Shortcuts: 
• Use the term “state rate, county rate, or city rate” as the value for the mileage the court uses. 

All invoices/backup documentation for the travel must contain the actual rate charged.   
 

 
 

INFORMATION NEEDED FOR CLAIMS 
***Backup documentation should be uploaded in the same order as it appears on 

the “request summary.”*** 
• Invoices and receipts must show the date of purchase, item purchased, number of units 

purchased, cost per unit, and total amount. 
• Travel logs must include the date of travel, the reason for travel, the number of miles 

traveled, rate per mile, and total cost. 
TIP 

• MATCP: the registration confirmation is the document needed to support the request 
for reimbursement for each person charged to the grant for attending MATCP.  Each 
individual registration confirmation which includes the name of the person who 
attended must be uploaded at the time of requesting reimbursement. Note: mileage, 
lodging, and food to attend trainings is not reimbursed by the grant, unless the training 
is mandatory per SCAO.  

• Review invoices to ensure that the rate billed matches the approved budget.  If it does 
not match, complete a contract amendment before submitting the claim. 
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