INSTRUCTIONS FOR COMPLETION OF THE RESOURCE ALLOCATION BY BRP FORM

What this is:

This worksheet is a tool to help you ensure that you are allocating your resources by BRP in accordance with your award.  You will not need to use this worksheet if you provide services to only one BRP.
Why this is important:

The HIV Prevention Planning Council has prioritized populations, sub-populations, cofactors and interventions for HIV prevention services in San Francisco; these prioritized populations can be found in the HIV Prevention Plan.   The plan also makes recommendations about how to allocate dollars to each BRP in a way that corresponds with the priorities the Council has set out.  Therefore your contract and the way your focus on your contracted BRPs contributes to the greater success of the San Francisco HIV Prevention Plan.

How to use this worksheet:

1) To complete this worksheet you will need:

a) A copy of your original award letter and any other subsequent letter which provides award amounts by BRP.  Please confirm these numbers with your program manager especially if there have been changes.

b) A draft of the modality grid from the contract you are negotiating which provides formulas for the UOS and NOC by BRP and intervention.

c) A draft of the budget from the contract you are negotiating which has the cost per unit of service per intervention.

2) Enter data only into the shaded cells as indicated below:

a) Enter the Award amount by BRP in row 7.

b) Enter the UOS Cost for each intervention in its corresponding cell in column B. If you do not provide an intervention then leave the cell blank.

c) Enter the UOS by BRP for each BRP in the corresponding intervention row. The  form will begin to self-populate.

d) Enter the NOC per intervention.

(Do not worry if some cells still say #DIV/0!.)
3) When this is done:

a) Look at cell J107.  This amount should be very close to your total award amount, but may not match exactly.  This does not need to match exactly because this worksheet and the formulas in it work differently from your budget.  J107 needs to be relatively close to the total award, usually within $20.
b) Look at row 112.  This shows the difference between your award amount by BRP and what you have written into your contract.  Review any that deviate more than 10%.

c) Discuss the grid with your program manager.  

