Tool 3 - Budget Summary and Budget Narrative
(adapted from NCDJJDP SOS Request for Proposal)
  

	Budget Summary

	 

	Agency Information
	Contact Information

	Name
	Name

	Address
	Telephone

	Federal ID #
	E-Mail

	Column A

Expenditure Categories


	Column B

Request


	Column C Other Funding In-Kind
	Column D

Total Budget



	ADMINISTRATION
	 
	
	 

	Salaries (list each staff on a separate line)
	$
	
	

	Fringe Benefits
	$
	
	

	Contracted Personnel
	$
	
	

	Staff /Board Development
	
	
	

	 Cost of Space
	$
	
	

	Equipment
	$
	
	

	 Materials & Supplies
	$
	
	

	Telephone
	$
	
	

	Travel
	$
	
	

	 Postage
	$
	
	

	Other Contracts
	$
	
	

	 Printing & Copying
	$
	
	

	Other (detail each cost item on a separate line)
	$
	
	

	TOTAL ADMINISTRATION COSTS
	$
	
	

	PROGRAM SERVICES
	
	
	

	Salaries (list each staff on a separate line)
	$
	
	

	Fringe Benefits
	$
	
	

	Contracted Personnel
	$
	
	

	Staff Development
	$
	
	

	Cost of Space 
	$
	
	

	 Student Equipment
	$
	
	

	 Student Transportation
	$
	
	

	Contracted Transportation Services
	$
	
	

	 Student Materials & Supplies
	$
	
	

	 Student Activities
	$
	
	

	Printing & Copying
	$
	
	

	 Food and Snacks
	$
	
	

	Other (detail each cost item on a separate line)
	$
	
	

	 Total Program Services Budget
	$
	
	

	TOTAL BUDGET

ADMINISTRATION & PROGRAM SERVICES
	$
	
	

	 
	
	
	


Line-item Budget Definitions and Examples
Salaries and Wages include full, part-time, and temporary employees.  Place administrative staff (i.e. Executive Director, Fiscal Officer) in the administrative section of the budget and Program Staff (i.e. Staff who normally have direct and consistent contact with the program participants) in Program Services.  List each staff person on a separate line.  Example: Project Director: The total requested for this position is $15,000, which represents 40 percent of his/her work time on the project at an annual salary of $37,500.  Responsibilities include planning, development, and evaluation.  Administrative Assistant:  A full time A.A. is needed to provide general administrative support at an annual salary of $19,000.  2 Case Managers at $30,000 a year each will provide counseling services to the students and supportive services to the parents.  All job descriptions are attached to the grant proposal.  ($64,000)

Fringe Benefits include FICA, pension, health insurance, workers’ compensation, etc.  Example:  Fringe benefits are calculated at 22% of total salaries of $64,000 ($14,080).

Contracted Personnel includes outsourced services or workers. These employees will not receive benefits. Example:  The project will fund 2 teachers who will work 3 hrs a day x 4 days a week x 36 weeks during the year.  Teachers are paid $20/hr ($17,280).

Staff/Board Development includes trainings, retreats, seminars and conference expenses designed for professional development of the staff and board.  Example:  An annual board retreat is estimated at $2,000.  4 staff will attend a full day training workshop on providing culturally sensitive counseling at $189 per staff.  ($2756)

Cost of Space includes rent, utilities, furnishings, maintenance, and insurance.  Example: Rental of the facility is $500 per month (lease included in grant proposal package) for 12 months, 4 desks at $150 each and 4 chairs at $50 each.  ($6,800)

Equipment includes fax and copier rental/purchase, and computer equipment repair and maintenance; etc.  Example:  Lease of photocopier at $100 per month for 12 months.  Purchase of 4 computers and printers at $750 per workstation ($4,200).
Materials and Supplies include administrative office supplies and program office supplies including but not limited to pens, pencils, paper clips, paper, notebooks, educational supplies, computer cartridges etc.

Telephone includes a percentage of the agency’s phone charges that can be assigned to the program unless the program is the only program operated and then 100% of the charge can be applied.
Travel/Related Expenses include air travel, out-of-town expenses, conference travel expenses and per diem, in-town parking and mileage expenses.  Example: Staff Travel to visit participant homes is estimated at 100 miles per month x 22 cents per mile x 12 months.  Participant travel is contracted at $1,000 per month (contract with bus company is attached) ($12,264)
Postage includes all mailing including bulk, individual and special courier service delivery.  Example: Example:  Approximately 7,500 brochures will be mailed at a bulk rate of $0.22 per piece.  ($2,500)
Food and Snacks include snacks to the participants and food charges such as end of year awards ceremonies.  Funders frown upon food being served at board meetings.  Example: Snacks are calculated at $1 per snack x 60 students x 4 days a week x 36 weeks. ($8,640)
Printing and Copying includes advertising costs, brochures, photocopies, and materials. 

Other - It is often better not to use the terms administrative costs, indirect costs or miscellaneous costs; but, rather spell out any and all foreseen costs.  Unforeseen costs are often best handled in a request to modify the budget once you’ve received funding.
� North Carolina Department of Juvenile Justice and Delinquency Prevention  Support Our Students (SOS) Request for Proposals, 2006








