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	Line Item definition guide

	Please use the following definitions to guide your organization in determining to which line item each expense should be charged. If a given expense does not fit into one of the line items as defined below, please specify the “other” line item on the budget form to accommodate that expense.

· Personnel– This line item is for salaries and wages for your organization’s regular employees (full or part-time) and temporary employees, other than individual whose services are rendered on a contract basis.

· Fringe – This line item is for amounts paid or accrued by your organization for employee benefit plans (health, life insurance, retirement, etc.), payroll tax expenses, Unemployment Insurance, FICA, Workmen’s Compensation Insurance, and Disability Insurance Premiums.

· Contractual – This line item is for fees and charges of professional vendors who are not employees of your organization and are engaged as independent contractors for specific services on a fee or other individual contract basis.

· Occupancy/Utilities –This line item includes all costs resulting from your organization’s occupancy and use of owned or leased office space, building/s, land including: office rent, maintenance services; building/property/rental insurance; electricity/gas/water/telephone and other utilities.

· Equipment – This line item is for the costs of renting/leasing/purchasing and maintaining equipment used by your organization.

· Materials & Supplies - This line item is for the cost of materials, supplies, and appliances used by your organization including office supplies, printing, postage, event materials, etc.

· Insurance – This line item is for all insurance costs incurred by your organization except vehicle insurance, life insurance, unemployment and/or disability insurance, Workman’s Compensation Insurance, employee accident insurance, and building/property/rental insurance.

· Marketing & Outreach – This line item is for the costs resulting from organization, service, or event specific advertisement or promotion including: newsletters, direct mail campaign, flyers, television ad campaign, etc.  
· Travel & Transportation – This line item is for costs resulting from staff travel and client transportation including: employee mileage reimbursement or auto allowances, local bus and taxi fares; agency vehicle costs (repairs/maintenance; gas and oil; leasing costs; vehicle insurance); purchase of transportation services.

· Professional Development – This line item is to cover costs resulting from job-related conferences and training sessions for staff.


