
WIC Directors Training Webinar

Monday, February 22, 2016

1:00 pm to 3:00 pm CT

Topics: 

Budget/Budget Narratives

Property Schedule/Inventory List

Calendar of Tasks



DHHS Updates to FFY16 Grant Award 

Process

• Based on DHHS requirements

• Timing of Awards

• Award Amounts and Reallocations

• Timing and Requirements for Budget submissions



FFY16 Grant Awards
First Quarter
 One quarter of NSA
 MIS Journey travel costs and additional NSA for salaries for agencies rolling 

out in October-November
 Individual LA adjustments and NEWA funding
 BFPC awards

Second Quarter
 All 1st quarter funds 
 One additional quarter of NSA
 DCHD—FMNP funds

Third Quarter
 All 1st and 2nd quarter of funds
 LA funds for annual conference—registration, travel (hotel, mileage, meals 

not included in conference)
 Any individual LA reallocations

Fourth Quarter
 All 1st, 2nd, 3rd quarter funds
 One additional quarter of NSA



WIC Budget and Budget Narrative

Overview

• Budget means the financial plan for the project or program that 

the State Agency approves during the award process or in 

subsequent amendments to the award. 

WIC Requirements for Financial Management

• SA & LA must have a financial management system—accurate, 

current, complete, accountable

• One sixth of NSA funds spent on nutrition education

• Breastfeeding spending targets met

• Costs reported by Breastfeeding, Nutrition Education, Client 

Services and Program Management



WIC Cost Categories
Program Management Costs:

• These generally are all costs – direct and indirect, considered to be program 
overhead or management expenses. 

Client Services Costs:

• These expenses generally are all salary and supplies cost related to issuing 
vouchers, participant services, and eligibility determination.

Nutrition Education Costs:

• These expenses include all costs related to general nutrition education 
activities. Annually, 1/6th (17%) of grantee’s administrative grant must be 
spent in this category.

Breastfeeding Promotion and Support Costs:

• This category captures all costs expended for the promotion and support of 
breastfeeding. Annually, FNS determines the target amount each grantee 
must spend in this area.

NWA Best Practices in Documenting WIC Time and Expenses
https://www.nwica.org/topics/wic-funding-operation

https://www.nwica.org/topics/wic-funding-operation
https://www.nwica.org/topics/wic-funding-operation


WIC Budget and Budget Narrative

Purpose

• Planning-–look at needs during the year including 
equipment, training, etc.

• Note anticipated needs in your narrative—whether or not 
funding is available at the time of budget submission

• LA monitoring of budget vs expenditures 

• Meet requirements—WIC, super circular, DHHS

Planning for Future Program Costs

• Allowable, reasonable, necessary, allocable

• Direct and indirect

• Program needs



WIC Budget and Budget Narrative

Frequency/Timing of budget submissions

• Due 30 days after award is signed by LA

Local Agency requirements in Terms & Conditions & 
Program Specific Requirement of Award

• Reporting changes to budget—T&C (5%)

• Budget updates

Grants Management Considerations



BUDGET FORMS

• WIC Administrative Budget Form (Excel)FY 2016

Fillable form

Excel 2013  Color

Can be used with (Word) Narrative Budget as  

page One







Narrative Budget

• PAGE ONE

• Can use Excel WIC Administrative Budget Form  for 

page one of Narrative Budget

• Narrative budget is in Word 2013



(Word 2013)



Narrative Budget  (word 2013)

• PAGE ONE

• Section 700  INDIRECT COSTS

• Need Approved Rate _________%

• Use Page 18 of Narrative Form to document 

Indirect Costs.





WIC Personnel Cost Summary FY 2016 
(Excel 2013)

• FISCAL YEAR Locked Add Current Year to the side

• Fillable Form (Excel 2013)

• Job Title

• CPA – Indicate RD, MS or BS in Nutrition, RN, LPN, etc.

• Describe if LA Job Title is not clear as to WIC 

responsibilities

• Use WIC Salary and WIC Fringe Totals in 100 PERSONNEL 

COSTS    on Page 2 of FY 2016    Budget Narrative

• Replaces page 3 Personnel Cost Summary of Budget 

Narrative  (Word 2013)





WIC Personnel Cost Summary FY 2016 
(Excel 2013)

• Use WIC Salary and WIC Fringe Totals from this 

report for: 

100 PERSONNEL COSTS on Page 2 of FY 2016         

Budget Narrative

• Replaces page 3 Personnel Cost Summary of 

Budget Narrative (Word 2013)







Narrative Budget Section 200  

OPERATING COSTS
• Follows Summary Page

• 200 OPERATING COSTS

• 200.1 MEDICAL SUPPLIES   

• 200.2 OFFICE SUPPLIES (toner goes here)

• 200.3 EDUCATIONAL SUPPLIES

• 200.4 OTHER SUPPLIES

• 200.5 PRINTING

• 200.6 COPIES

• 200.7 POSTAGE

• 200.8 TELEPHONE



Narrative Budget Section 200                      

OPERATING COSTS

• 200 OPERATING COSTS

• 200.9 CLINIC SPACE

• Details of each site

• 200.10 ADMINISTRATIVE SPACE





Narrative Budget Section 200  

OPERATING COSTS

• Follows Summary Page

• 200 OPERATING COSTS

• 200.11 UTILITIES/JANITORIAL SERVCE

• 200.12 LAB CERTIFICATION FEES/OTHER

• 200.13 DUES/SUBCRIPTIONS/PROF.LIAB.INS

• 200.14 OTHER



NARRATIVE BUDGET Section 300

TRAINING COSTS

• 300 TRAINING COSTS

• 300.1 TRAINING REGISTRATION

• 300.2 TRANSPORATION/MILEAGE

• 300.3 MEALS/LODGING

• 300.4 OTHER

• Includes WIC Directors meetings, staff training, 

attendance at local, state, or national conferences





Narrative Budget Section 400 TRAVEL

• 400 TRAVEL

• 400.1 CLINICS



Narrative Budget Section 400 TRAVEL

• 400 TRAVEL

• 400.2 VENDOR MONITORING/training

• 400.3 GENERAL OUTREACH & OTHER

Includes vehicle maintenance, licensing, 

vehicle insurance



Narrative Budget Section 500

EQUIPMENT

• 500 EQUIPMENT

• 500.1 NEW EQUIPMENT

• 500.2 MAINTENANCE/SERVICE AGREEMENTS



Narrative Budget Section 600

CONTRACTUAL SERVICES/OTHER

• 600 CONTRACTUAL SERVICES/OTHER

• 600.1 INTERPRETERS

Specify number of hours anticipated, rate 

and total.

• 600.2 OTHER CONTRACTUAL SERVICES 

Include a copy of the contracts listed 



Narrative Budget Section 700.1

INDIRECT COSTS

• 700INDIRECT COSTS

• 700.1 INDIRECT COSTS

Attach copy of cost rate agreement





BUDGET QUESTIONS



WIC Inventory List/Property Schedule

• Overview

• Purpose

• Grants Management Considerations



WIC Inventory List/Property Schedule



WIC INVENTORY/PROPERTY SCHEDULE 

• UPDATE EACH YEAR

• USE RECORDS RETENTION DATE TO START NEW FORM

• REMOVE ITEMS DISPOSED OF PRIOR TO 2010 ON NEW FORM

• RETAIN OLD INFO FOR HISTORICAL PURPOSES/LA POLICIES

• PURCHASE REQUESTS SHOULD BE SUBMITTED ASAP OR NO LATER THAN AUGUST 

31ST.

• MAJOR PURCHASES/RENOVATIONS REQUESTS SHOULD BE DISCUSSED WITH 

ADMINISTRATIVE OPERATIONS COORDINATOR EARLY IN THE FISCAL YEAR. 

(PREFERABLY BY NOVEMBER 30TH) 



Request for Authorization of Purchase





Notice of Surplus Property



Inventory List/Property Schedule 

Questions



Local Agency WIC Directors 

Annual Calendar of Tasks



Local Agency WIC Directors 

Annual Calendar of Tasks



L A WIC Directors Calendar of Tasks



LA WIC Directors Calendar of Tasks



L A WIC Directors Calendar of Tasks



Final Questions


