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HELPFUL HINTS - PREPARING A PROJECT BUDGET

The budget tips and sample provided below are meant to serve as a guide, not a mandatory budget format.  Your budget does not have to duplicate this format exactly. 

Tips on Preparing a project Budget for your grant application

· Clearly depict how much money is needed and how it will be used.

· The budget should include sources (income) and uses (expenses) of funds.

· Sources of funds should include names of other funding organizations and amounts pledged or received as well as amounts still needed to be raised and possible sources for those funds.

· Indicate the time period covered by the budget.

· Indicate if requested expenses are one-time or ongoing.

· Make sure that you have accounted for all costs, such as benefits and payroll taxes as well as salaries, so that there will be no surprises mid-project.

· Finally, make sure all the numbers add up.

Sample Budget Categories

Below is a list of suggested budget categories to use when developing your proposal budget. The clearer you are about where funds are coming from and how they will be used, the easier it will be for the reviewer to assess your financial need.

Sources of Funds

· Federal/state/local grants or contracts

· Bequests

· Corporate and foundation grants

· United Way and Federated Campaigns

· Other fundraising, such as individual gifts and special events

· Other types of income (fees, membership dues, sales of publications or merchandise, etc.)
Uses of Funds (Expenses)

· Salaries, benefits and payroll taxes

· Professional or consulting fees

· Insurance

· Travel and transportation

· Supplies, copying, postage

· Rent and utilities

· Maintenance

· Staff training and development

· Administrative overhead

· Equipment—non-capitalized (minor)

· Equipment—capitalized (major)

· Other services

SAMPLE PROJECT BUDGET

Organization Name: 
ABC Nonprofit

Program Name: 
Kids and College

Program Date: 
7/1/10 – 6/30/11
Request to: 
(Name of Funder)
	
	Sources of Funds:
	

	Income: 
	(Name of this funder)

This Request
	Other Proposals
	Committed Funds
	Program Revenue
	TOTAL
	Actual

(Leave this column blank until the final grant report)

	(Name of Funder)
	$25,000
	
	
	
	$25,000
	

	Foundation A
	$25,000
	$50,000
	
	
	$75,000
	

	Foundation B
	
	
	$2,500
	
	$2,500
	

	State Grant
	
	$2,500
	
	
	$2,500
	

	Annual Silent Auction
	
	
	
	$10,000
	$10,000
	

	Donations from individuals
	
	
	
	$5,000
	$5,000
	

	
	$50,000
	$52,500
	$2,500
	$15,000
	$120,000
	

	
	
	

	Expenses:


	(Name of Funder)
	(Other Source)
	(Other Source)
	Program Revenue
	TOTAL
	Actual

(Leave this column blank until the final grant report)

	Ongoing:                    Salaries:
	
	
	
	
	
	

	     Program Manager
	$45,000
	$9,000
	
	
	$54,000
	

	     Part-Time Staff 1
	
	
	$2,500
	
	$2,500
	

	     Part-Time Staff 2
	
	$2,500
	
	
	$2,500
	

	Taxes and Benefits
	$5,000
	$1,000
	
	
	$6,000
	

	Professional Services (Evaluation)
	
	$5,000
	
	
	$5,000
	

	Supplies
	
	$5,000
	
	
	$5,000
	

	Travel
	
	$5,000
	
	$5,000
	$10,000
	

	Publications and Postage
	
	$5,000
	
	
	$5,000
	

	Rent and Utilities
	
	
	
	$5,000
	$5,000
	

	
	
	
	
	
	
	

	One-time:            Staff Training
	
	$20,000
	
	
	$20,000
	

	Equipment
	
	
	
	$5,000
	$10,000
	

	
	$50,000
	$52,500
	$2,500
	$15,000
	$120,000
	


