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AFR BUDGET GUIDE
It is imperative that you accurately complete the budget request with the following information. Before you begin your calculations, get your costs for average air/mileage (estimate of how many will fly or drive), full or proportional per diem, lodging, and incidental expenses (IE). Reference Attachment 8 (page 48) in the AFR YRRP Handbook for the budgeting tool. A sample of this tool is provided at the end of this guide, and can be found on pages 48 through 53 (Attachment 8) of the AFR YRRP Handbook. AFRC also includes the tool in the Command’s YRRP SharePoint site.[footnoteRef:1] [1:  Adapted from the AFR YRRP; Handbook; Last Updated 3/13
] 

Cover Page Event budget package
The following indicates information that will need to be contained on the cover sheet.
Wing Information
· Block 1 – Unit and Base
· Block 2 – OBAN – Unit Financial Management (FM) will provide
· Block 3 – Date Budget was prepared
· Block 4 – Unit address
· Block 5 – Wing YRRP Representative Name
· Block 6 – Region/s (Team Yellow, Team Blue, Team Purple)
· Include Wing FM Information (email, phone, etc.)
Event Information
· Block 7 – Venue Name
· Block 8 – Proposed Location of Event – city and state
· Block 9 – Event Dates (Friday, Saturday, and Sunday)
· Block 10 – Event Type (Combined, Pre, During, Post 30, 60, and 90)
· Block 11 – Wing Budget Comments (This area is a free text field to provide information requested by your wing agencies)
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participant budget calculations
The following indicates instructions for using the Budget Package on YRRP SharePoint.
General Budget Information – Blocks 1 – 5 will auto-fill from cover sheet.
· Eligible Participant Pay Estimate (Reserve Personnel Appropriation/RPA).
· Block 1 and 2 – Number Attending – Populate the appropriate numbers per rank in space provided. The subtotal will automatically calculate for pay.
Travel Estimates for Eligible Participants – RPA (Members traveling on RPA that are outside commuting distance, unless Wing Commander authorizes Direct to Stay).
· Lodging: Actual Cost of Lodging (do not include taxes or fees).
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs are not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel.
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
Travel Estimates for Eligible Participants – Operations and Maintenance (O&M) (Active Guard and Reserve (AGR)/Military Personnel Appropriation (MPA))
· Lodging: Actual Cost of Lodging (do not include taxes or fees).
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs are not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel.
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
Travel Estimates for Eligible Guests – O&M
· Eligible Guest (Civilian traveling on ITA).
· Lodging: Actual Cost of Lodging (do not include taxes or fees). If approved, additional room waiver is issued.
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs are not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel. (Only include guests that will be flying).
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
· Eligible Guest (Reg AD/Fed Emp (i.e. ARTS, GS, etc.) traveling on DD Form 1610)
· Lodging: Actual Cost of Lodging (do not include taxes or fees). If approved, additional room waiver is issued.
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs are not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel. (Only include guests that will be flying).
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses.
[bookmark: _GoBack]Staff budget calculations
For Staff and Leadership, use the amount of days for calculations of the individual with the most days. This will ensure adequate funding. For example, Staff A is for 4 days and Staff B is for 3 days, use 4 days in all calculations.
General Budget Info – Blocks 1 – 5 will auto-fill from cover sheet. 
Military Staff Pay Estimates (RPA)
· Populate the appropriate numbers per rank in spaces provided. The subtotal automatically calculate for pay.
· Travel Estimates for Military Staff – RPA
· Members traveling on RPA that are outside commuting distance, unless Wing Commander authorizes Direct to Stay.
· Note: Staff may require a different amount of days. Calculate travel on the maximum days.
· Lodging: Actual Cost of Lodging (do not include taxes or fees). If approved, additional room waiver is issued.
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel.
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
Travel Estimates for Staff – O&M
· Military Staff, O&M (AGR/MPA)
· Lodging: Actual Cost of Lodging (do not include taxes or fees). If approved, additional room waiver is issued.
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs are not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel.
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
· Civilian Staff
· Lodging: Actual Cost of Lodging (do not include taxes or fees). If approved, additional room waiver is issued.
· Per Diem Cost: Proportional Per Diem plus IE. You will not separate travel day cost, etc. This is an estimate, therefore actual costs not required. (Provided by Budget Role or DoD per diem website.)
· Travel, Round Trip: Use average cost of airline tickets. This figure will apply to airline or POV travel.
· Parking, Hotel: Include if applicable.
· Taxi, Round Trip: This will account for departing airport and TDY location.
· Parking, Airport: Include if applicable.
· Other: This will be used for exception expenses such as resort fees, etc. 
YRRP Participant budget Request
General Budget Info – Blocks 1 – 8 will auto-fill from cover sheet.
RPA Budget for Eligible Participants
· Blocks 1 – 9 will auto-fill from calculation sheet except for 3 and 7. Annotate number of days annually. Check blocks for accuracy of information carried forward.
O&M Budget for Eligible Participants (AGR/MPA)
· Block 1 – 4 will auto-fill from calculation sheet except for 3. Annotate number of days annually. Check blocks for accuracy of information carried forward.
O&M Budget for Eligible Guests
· Block 1 – 4 will auto-fill from calculation sheet except for 3. Annotate number of days annually. Check blocks for accuracy of information carried forward.
O&M Conference Costs
· If tasked to provide separate conference costs, fill in the appropriate blocks. Receive the Responsibility Center/Cost Center (RCCC) or Element of Expense Identification Code (EEIC) information from WING FM. Block 26 will be used to itemize materials, etc., or for additional explanation.

YRRP staff budget request
Wing YRRP Rep travel is not included in the staff budget.
General Budget Info – Blocks 1 – 8 will auto-fill from cover sheet.
RPA Budget for Staff/Wing Leadership.
· Blocks 1 – 9 will auto-fill from calculation sheet except for 3. Annotate number of days annually. Check blocks for accuracy of information carried forward.
O&M Budget for Military Staff/Wing Leadership (AGR/MPA)
· Blocks 1 – 4 will auto-fill from calculation sheet except for 3. Annotate number of days annually. Check blocks for accuracy of information carried forward.
O&M Budget for GS Civilian Staff/Key Note Speaker
· Blocks 1 – 4 will auto-fill from calculation sheet except for 3. Annotate number of days annually. Check blocks for accuracy of information carried forward.
Staff Listing (Request for Approval of Listed Staff)
· List Rank, First and Last Name, Event Role (Primary Role IE: Registration, Room Monitor, FM, etc.), Status for Event, Initial Report and Release Dates).

YRRP budget request approval
Information will populate from previous pages.
Wing YRRP Representative will approve and electronically sign. If unable to sign, print and provide wet signature, however, this will require wet signatures in the following approval boxes:
· FM 
· Wing CC Approval
Forward Budget to the Event Budget Role. The remaining blocks will be completed at the HQ AFRC YRRP office.
Sample of the budgeting tool 
[image: ]A more extensive sample of this tool can be found on pages 48 through 53 of the AFR YRRP Handbook, and it is also available on the AFR YRRP SharePoint site.
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