Attachment 10	
Application and Budget 
Instructions

1. Complete Application Form
a. Fill in all fields.
b. Sign and date the form.
2. Complete Budget 
a. Write in organization name and number of OVS contract-supported FTEs (you may confirm your number of FTEs with your Program Monitor or Auditor).
b. Find the column that corresponds to the number of OVS contract-supported FTEs in your program; you will work row by row within this column for the entire first page.
c. Fill in the quantities of each item you intend to purchase; the box next to the quantity fields indicates how many items you may order within each section, including:
i. Printers
ii. Scanners
iii. Computers
iv. Server and router
v. Mobil devices
· Please note, the maximum number of FTEs should be used for selecting items from each category and not as a cumulative total for the column.  All FTEs should be rounded to the next highest whole number to determine the number of items allowed in a category.  For example, OVS funds 1.4 FTE, you would be allowed to purchase 2 computers.    
d. Write in the make and model of any servers, routers or mobile devices you intend to purchase.
e. Write in the price of each item you intend to purchase in the Price column (programs are encouraged to solicit three (3) quotations and select the lowest cost, acceptable quality, quotation that meets the requirements).
f. Copy the quantity from the FTE column of each row to the Quantity column. 
g. Multiply the price by the quantity and write the product in the Subtotal column.
h. Add all subtotals together and write the sum in the Page 1 total field.
i. Working line by line down page 2, write in the quantity of data plans, Windows software packages and virus protection plans you intend to purchase. Write a description of each item, one per line, in the Other purchases column.
j. Copy the quantity from the FTE column of each row to the Quantity column.
k. Write in the price of each item you intend to purchase in the Price column (programs are encouraged to solicit three (3) quotations and select the lowest cost, acceptable quality quotation that meets the requirements).
l.  Multiply the price by the quantity and write the product in the Subtotal column.
m. Add all subtotals together and write the sum in the Page 2 total field.
n. Copy the sum from the Page I Total field on the first page into the Page 1 Total field on the second page.
o. Add the 2 totals together and write the sum in the Grand Total field.
3. Send two (2) copies of the application and budget to the address below by 4:30 pm EST on December 16, 2015.

Grants Unit 
New York State Office of Victim Services 
A.E. Smith Office Building 
80 S. Swan Street, 2nd Floor 
Albany, NY  12210 






New York State Office of Victim Services 
Victim Assistance Program Model Offices

APPLICATION FORM 
 


Organization:______________________________________________________________ 
Contract Number:___________________________________________________________ 

Authorized Representative:    
Name: ___________________________________________________________________
Address:__________________________________________________________________
_________________________________________________________________________
Phone:_______________________________ Fax:_________________________________
E-Mail:____________________________________________________________________ 

Signature of Authorized Representative: _________________________________________ 
Title: _____________________________________
Date: ____________________
 

Budget
Organization: _____________________________________________________________________  Number of OVS-Funded FTEs: ___________
	1-5 FTEs
	6-10 FTEs
	11+ FTEs
	Equipment
	Price
	
	Quantity
	
	Subtotal

	
	Quantity
	
	Quantity
	
	Quantity
	
	
	
	
	
	

	Choose 1
	
	Choose 2
	
	Choose 3
	
	HP LaserJet Enterprise P3015dn
	$
	X
	
	=
	$

	
	
	
	
	
	
	HP LaserJet Enterprise 600 Printer M602dn
	$
	X
	
	=
	$

	

	Max = # of FTEs
	
	Max = # of FTEs
	
	Max = # of FTEs
	
	FUJITSU Image Scanner ScanSnap S1300i
	$
	X
	
	=
	$

	
	
	
	
	
	
	FUJITSU Image Scanner ScanSnap iX500
	$
	X
	
	=
	$

	

	Max = # of FTEs
	
	Max = # of FTEs
	
	Max = # of FTEs
	
	HP Desktop 800 G1 Small Form Factor
	$
	X
	
	=
	$

	
	
	
	
	
	
	Additional Monitor
	$
	X
	
	=
	$

	
	
	
	
	
	
	HP Probook 640 G1 Notebook PC
	$
	X
	
	=
	$

	
	
	
	
	
	
	Lenovo ThinkPad Helix
	$
	X
	
	=
	$

	

	Max 1 of each
	
	Max 1 of each
	
	Max 1 of each
	
	Server: 

	$
	X
	
	=
	$

	
	
	
	
	
	
	Router: 

	$
	X
	
	=
	$

	

	
	
	
	
	
	
	Mobile Devices (list)
	$
	
	
	
	

	Max = # of FTEs
	
	Max = # of FTEs
	
	Max = # of FTEs
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	PAGE 1 TOTAL
	$

	Data
	Windows
	Virus
	Other Purchases (list data plans, Windows software, virus protection)
	Price
	
	Quantity
	
	Subtotal

	
	Quantity
	
	Quantity
	
	Quantity
	
	
	
	
	
	

	Data plans should cover only mobile devices listed on page 1
	
	Windows software may be purchased for computers items listed on page 1 or items already in use
	
	[bookmark: _GoBack]
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	
	
	
	
	
	
	
	$
	X
	
	=
	$

	PAGE 2 TOTAL
	$

	PAGE 1 TOTAL
	$

	GRAND TOTAL not to exceed $50,000
	$

	JUSTIFICATION FOR PURCHASING MORE THAN 1 GB OF DATA PER DEVICE PURCHASED WITH THIS GRANT:



