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STATE TRAINING AND EMPLOYMENT PROGRAM (STEP)
REQUEST FOR GRANT APPLICATIONS (RGA) 
 APPENDIX A: STEP BUDGET NARRATIVE TEMPLATE







































INTRODUCTION – BUDGET AS STRUCTURAL BLUEPRINT
Applicants must submit:
· A completed budget in EGrAMS
· Appendix A – Budget Narrative Template
· Appendix A – Participant Services 50% Validation Worksheet

The STEP budget is not simply a fiscal attachment.

It is a structural representation of the proposed program design and must demonstrate that the requested funds support the training activities, projected enrollment, and participant services described in the application.

The budget must clearly demonstrate that:
· Enrollment is financially supported
· Staffing is proportional to program scale
· Employer demand supports employment outcomes
· At least 50% of STEP funds are allocated to eligible Participant Services
· Budget totals reconcile across all required documents

All costs must be:
· Allowable
· Reasonable
· Allocable
· Necessary
· Consistent with 2 CFR 200
· Consistent with the STEP statute and regulation

Misalignment between:
· Narrative responses
· Budget entries
· Appendix C – Performance Projections
· Employer documentation
· Participant Services 50% Validation Worksheet

may result in scoring deductions or the application being deemed non-responsive.

How to Complete This Budget Narrative
Applicants should complete this narrative after:
1. Defining the proposed training program and credential pathway
2. Confirming projected enrollment in Appendix C – Performance Projections
3. Completing the Participant Services 50% Validation Worksheet

The Budget Narrative must reconcile with both:
· the EGrAMS budget, and
· the Appendix A Participant Services Validation Worksheet






Section 1 – Program Scale and Budget Alignment (Required)
Applicants must summarize the relationship between the program's scale and the requested funding.

	Element
	Applicant Entry

	Total STEP Funds Requested
	$

	Projected Enrollment (Appendix C)
	

	Training Completion Rate (Appendix C)
	

	Projected Training Completions
	

	Total Participant Services (from Appendix A Validation Worksheet)
	$

	Participant Services Percentage
	%

	Cost Per Participant (Total STEP Request ÷ Enrollment)
	$



Note: Cost per participant will vary by sector, training intensity, and geographic conditions. Applicants should ensure costs are reasonable relative to the proposed training model.

Applicants should confirm that:
☐ Enrollment projections align with training capacity.
☐ Participant services allocations support training participation.
☐ Budget totals reconcile across all application components.

Section 2 – Participant Services (50% Requirement)
At least 50% of total STEP funds must be allocated to eligible Participant Services.

Participant Services are direct costs that primarily benefit enrolled participants and support:
· Training participation
· Training completion
· Credential attainment
· Employment placement
· Employment retention

Examples may include:
· Tuition and training costs
· Certification and testing fees
· Required tools or equipment
· Transportation or supportive services necessary for participation

Administrative costs, recruitment activities, executive oversight, indirect costs, and general operational expenses do not count toward the 50% requirement.

Participant Services must be:
· Directly tied to enrolled participants
· Allocable to the STEP program
· Reasonable and necessary
· Adequately documented

Applicants must demonstrate compliance using the Participant Services 50% Validation Worksheet.

Section 3 – Participant Services Cost Breakdown
Applicants must describe the Participant Services costs reflected in the Participant Services 50% Validation Worksheet.

Categories described below must align with the worksheet categories.

3.1 Training / Tuition
Describe:
· Type of training provided
· Credential or occupational skill obtained
· Training provider
· Cost per participant
· Number of training slots supported

Explain how the training cost structure supports projected enrollment and completion expectations.

Total Training / Tuition Costs: $ ______

3.2 Supportive Services
Describe the supportive services provided to remove barriers to training participation.

Examples may include:
· Transportation assistance
· Required tools or personal protective equipment
· Certification or testing fees
· Childcare or other participation supports

Explain how supportive services are allocated and the basis for cost estimates.

Total Supportive Services: $ ______

3.3 Participant-Facing Personnel
Identify personnel providing direct services that support participant training and employment outcomes, such as:
· Instructors or trainers delivering occupational training
· Training coordinators or program coordinators
· Apprenticeship coordinators or training directors
· Participant support staff assisting with training progression
· Staff responsible for placement coordination or retention follow-up

For apprenticeship programs, this may include JATC training coordinators, apprenticeship program staff, or instructors responsible for delivering related technical instruction (RTI).

Only the portion of staff time directly supporting STEP participants may be included.

Costs that do not qualify include:
· Executive leadership
· Organizational management
· Accounting or payroll staff
· General office administration

Provide the allocation method used to determine the portion of staff time dedicated to direct participant services.

Total Participant-Facing Personnel: $ _____

3.4 Contractual Participant Services
Describe any contracted services that directly support participant training or services, such as:
· External training providers
· Credential testing services
· Specialized instructional support

Provide the scope of services, rate structure, and procurement approach if applicable.

Total Contractual Participant Services: $ ______

Section 4 – Non-Participant Services Costs
Describe costs that do not count toward the Participant Services requirement, including:
· Administrative personnel
· Executive leadership
· Fiscal staff
· Recruitment activities
· Indirect costs
· General operational expenses

Justify these costs and explain how they support overall program implementation.

Total Non-Participant Services Costs: $ ______

Section 5 – Budget Reconciliation (Required)
Applicants must ensure the totals in this section exactly match the totals in the Appendix A Participant Services 50% Validation Worksheet and the EGrAMS budget.

	Budget Category
	Amount

	Training / Tuition
	$

	Supportive Services
	$

	Participant-Facing Personnel
	$

	Contractual Participant Services
	$

	Total Participant Services
	$



Total STEP Request (EGrAMS Budget): $ ______

Participant Services Percentage: _____ %

Applicants should verify the following before submission:
☐ Totals match the Appendix A Participant Services Validation Worksheet.
☐ Total STEP Request matches the EGrAMS budget.
☐ Enrollment projections match Appendix C – Performance Projections.

Failure to reconcile totals across these documents may result in the application being deemed non-responsive.

Section 6 – Cost Reasonableness
Applicants must explain why the proposed budget is reasonable relative to the program design.

Factors that may influence cost structure include:
· Industry wage levels
· Training duration or intensity
· Equipment or instructional requirements
· Geographic factors such as rural or remote service delivery

Applicants should ensure that cost structures are proportionate to the number of participants served.

Section 7 – Match or Leveraged Resources (If Applicable)
Describe:
· Source of funds or resources
· Estimated value
· Method used to determine value
· How resources support program outcomes

STEP funds must supplement, not supplant, other funding sources.

Section 8 – Indirect Costs (If Applicable)
If indirect costs are requested, applicants must:
· Identify the approved NICRA or 10% de minimis rate used
· Describe the allocation base and calculation method
· Upload required documentation

Indirect costs do not count toward the 50% Participant Services requirement.

Section 9 – Budget Alignment Confirmation
Applicants must confirm:
☐ Budget totals reconcile across all documents.
☐ Participant Services meet or exceed the 50% requirement.
☐ Staffing levels support the projected program scale.
☐ Training costs align with projected enrollment.
☐ The budget structure reflects the program design described in the application.

Section 10 – Scope Alignment Acknowledgment
Applicants acknowledge that:
· Final award amounts may differ from the requested amount
· Program scale may be adjusted proportionally during award negotiations
· Budget allocations may be refined during post-award scope alignment
· Final performance benchmarks will be incorporated into the executed Grant Agreement

Statutory requirements and the 50% Participant Services requirement remain binding.

Section 11 – Certification
I certify that all costs included in this budget narrative are:
· Allowable
· Reasonable
· Necessary
· Allocable to the STEP program
· Consistent with 2 CFR 200 federal cost principles
· Consistent with STEP statutory and regulatory requirements

and that the proposed budget aligns with the program design and projections provided in the application.

Name:
Title:
Organization:
Date:
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