
 
 
 

 

Welcome to 
Training for DCF SFY25  

Budget Process 
 

Date of Presentation: 
August 6, 2024, 10:00 a.m. - 12:00 p.m. 

 
Overview: Review of the budget projections form for the DCF 

SFY25 grant and important process changes. 
  



 
 
 

Agenda 
 

• Deadlines and new submission process 
• YSB training on use of the current Excel budget file 
• Changes for SFY25 
• Budget Adjustment Requests 
• Approval considerations 
• Online Lunch Time Q&As 
• Final questions 

  



 
 
 

Upcoming Deadlines 
NEW process 

 
Due 

Date Content Submission 

9/3/24 
5pm 
(due to 
holiday) 
 
 

Projected revenue and expenses 
for SFY2024/2025 for ONLY  
the DCF granted funds and match 

Submit your budget plan via email: 
To: support@ctyouthservices.org 
Put your YSB name in the Subject 

9/30/24 
5pm  
 
 

Actual revenue and expenses for 
SFY2023/2024 for ONLY  
the DCF granted funds and match 

Submit your budget report via email: 
To: support@ctyouthservices.org 
Put your YSB name in the Subject 

 

Note: Your total SFY24 YSB revenue should have been submitted to Dillinger by 6/21. 
  



 
 
 

Acceptance and Changes 
 

• Submit budgets to CYSA, do not copy DCF staff. 

• CYSA will review your budget document and 

respond with acceptance, or a list of area(s) in 

need of attention. 

• If your budget changes significantly you must 

request a Budget Adjustment. 

  



 
 
 

SFY25 Allocations 
 

Additional funding was budgeted again this year and 
appears as a Supplemental line on the allotment 
spreadsheet.  This funding, similar to Enhancement, is 
to be used for direct services only.  In an effort to 
ensure equitable distribution allotments were 
determined using Census numbers. 

Remember: Supplemental and Enhancement dollars  
must be used for Direct Services 

  



 
 
 

Allocations and Payments 
 

First quarter payments have been issued without the 
budget projections but all future quarterly payments 
will be held until the budget is received and approved. 

To confirm the dates and amounts of YSB funding 
please use Vendor Self-Serve (VSS) to access Core-CT: 

http://www.osc.ct.gov/vendor/index.html 
 

 

  

http://www.osc.ct.gov/vendor/index.html


 
 
 

Budget Revenue 
 

 

• Types 
• Uses 
• Limitations 

 

  



 
 
 

Base/Main Grant & Municipal Match 
 

• May be used for any YSB related expense. 
• Each municipality must contribute an amount 

equal to the amount of DCF’s Base/Main grant. 
• No more than 50% of the match shall be in-kind 

services. 
• Narrative must note the type and amount of any 

in-kind services, if applicable. 

  



 
 
 

Enhancement Grant 
 

• Must be used to enhance existing direct services to 

youth, which may include full/portion of salaries of 

positions that provide direct services. 

• May not supplant already existing funding for the 

same program services. 

• Can be used for maintenance fees associated with 

use of a web-based data collection tool. 

• Does not require a town match from the YSB.  
 

  



 
 
 

Supplemental Grant 
 

• Must be used for direct services to youth, which 

may include full/portion of salaries of positions 

that provide direct services. 

• Does not require a town match from the YSB.  
 

 

Note: Neither Enhancement nor Supplemental funds 
are guaranteed year to year. 

  



 
 
 

Budgeting Revenue 
 

Projections for SFY25 for  
ONLY the DCF granted funds and match 

 

 

Describe positions providing direct services, e.g.  

Youth & Family Social Worker (Counseling Services)  



 
 
 

Budgeting Expenses 
 

Projections for SFY25 for  
ONLY the DCF granted funds and match 

 

Expense lines including more than one funding source 
must identify each by name in the narrative:  
• Base 
• Enhancement 
• Match  
• Match In-Kind 
• Supplement  



 
 
 

  

  



 
 
 

 

 



 
 
 

 

 

Reminder: Enhancement grant funds may be used for 

maintenance fees associated with use of a web-based 

data collection tool (line 5302 – Research & 

Evaluation), but no other Core Unit Functions or Fixed 

Costs.  



 
 
 

 

  



 
 
 

  

  

*If your budget includes salaries for direct service provision, you must list the position(s), 

e.g. Counselor, Social Worker, Camp Staff, and what direct services they provide. 

*Administrative salaries may use Base/Main grant or Municipal Match funds (NOT 

Enhancement or Supplemental Funds), you must list the position(s), e.g. Executive 

Director, Bookkeeper, Human Resources. 

*Remember to list all grant funded positions in the narrative in the 4000 Revenue 

section. 



 
 
 

Importance of Narrative for Salaries 
 

Include grant revenue source in the narrative. 
 

 

  



 
 
 
 

 

Income and Expenses  

Must Balance 

 

 

          

Correct Incorrect  



 
 
 

Approval Considerations 
 

Your SFY25 budget projections must be submitted by 

5pm on September 3rd.  
 

Submit your budget plan via email: 

To: support@ctyouthservices.org 
 

Put your YSB name in the Subject 

  



 
 
 

Common Mistakes 
•  

• Income amounts are incorrect. 

• It isn't clear on that Enhancement and Supplemental 

dollars are being used for direct services. List 

categories on the income line narratives.   

• Narratives are missing or incomplete.  

• The Salary line is missing name of position and 

what, if any, direct services they provide. 

• Projected budget is not balanced.   

  



 
 
 

Budget Adjustment Requests 
 

Required to modify an approved budget if it changes 

by:  

• 20% or more change between Direct Services and 

Administrative activities (including Core Unit 

Functions or Fixed Costs).  

• $5,000.00 or more. 

 
  



 
 
 

Examples: 

 

Must get DCF approval to reallocate between Direct 

Services and Core Unit Functions greater than 20%.  



 
 
 

 

 

Adjustment request is unnecessary – a $500 change 

(10%) is less than 20%.  



 
 
 
 

 

Adjustment request is unnecessary – grant funds are 

still being used for Direct Services. 

  



 
 
 

Budget Adjustment Form 
 

• All fields must be completed; incomplete forms 

will be denied. 

• Adjustment form narrative must detail all changes 

from the original approved fiscal year budget.  

 
  



 
 
 

Process 
 

• To request a budget adjustment, grantees must 

submit an updated budget spreadsheet along with 

the completed request form. 

• Requests must be emailed to: 

douglas.howard@ct.gov 
 

DCF will review all adjustment requests for 

completeness and reasonableness and provide a 

notification of approval or denial.  



 
 
 

CYSA Online Lunch Time Q&A 
on SFY25 Budget Projections 

 
Tuesday, 8/20, 12-1pm  

Wednesday, 8/28, 12-1pm 
 
Register in advance at www.ctyouthservices.org 
 

After registering, you will receive a confirmation 

email containing information about joining the 

meeting.  



 
 
 

 

 

 

 

 

 

 

 

Final Questions? 
  



 
 
 

FREE 

Technical Assistance is available through CYSA.   
DCF requests that you contact CYSA first: 

 

support@ctyouthservices.org 
 

Should you need an extension to the deadline, please 

email support@ctyouthservices.org as soon as 

possible.  



 
 
 

 
 

Thank you 
for taking time to be a part of this training today! 

 

Please remember to contact CYSA 
with any budget related questions: 

support@ctyouthservices.org 
 


