ATTACHMENT C
BUDGET SPREADSHEET/BUDGET NARRATIVE INSTRUCTIONS

BUDGET MAXIMUM $75,000 TOTAL PROJECT COSTS 

Notes: 

· You may use your own form instead of this one, provided it is clear and includes all applicable individual line items referenced below
· Add or delete lines as needed.
· If project includes funding from another source please identify the source of the funding and the specific line items for which it will be used.
· Include budget narrative on separate sheet(s). 
	PERSONNEL
	Role on project
	Base salary or annual wage
	% time on project
	Salary/wages charged to project
	Other funding source or in-kind

	Name 1 (or “to be named”)
	Project Director
	$0
	
	$0
	$0

	Name 2
	
	$0
	
	$0
	$)

	Name 3
	
	$0
	
	$0
	$0

	TOTAL SALARY/WAGES
	$0
	$0

	FRINGE BENEFITS
	$0
	$0

	TOTAL PERSONNEL COSTS
	$0
	$0

	OTHER EXPENSES [categories below may be modified as needed]
	

	Supplies
	$0
	$0

	Printing
	$0
	$0

	Other (specify)
	$0
	$0

	Other (specify)
	$0
	$0

	TOTAL OTHER EXPENSES
	$0
	$0

	
	

	TOTAL DIRECT COSTS	(sum of Total Personnel, Total Other Expenses, and Total Contractual)
	$0
	
$0

	ADMINISTRATIVE COSTS 	(not to exceed 10% of Total Direct Costs)
	$0
	$0

	TOTAL PROJECT COSTS          (sum of Total Direct Costs and Administrative Costs)
	$0
	$0



Personnel (salary/wages)

Provide for all individuals funded by the grant salary/wage and describe their role on the project and their qualifications for their role. Justify the time allocated to the project for each individual (e.g., explain why a full-time position may be needed or a quarter-time position may be adequate to accomplish the assigned responsibilities).

Fringe benefits

For the amount provided in the table, indicate whether the calculation was based on an across the board fringe benefits rate used by your agency (e.g., 20% of salary), or whether it was computed based on actual fringe costs for each individual. Identify what benefits are included (e.g., health insurance, dental insurance, life or disability insurance, FICA, pension, etc.).

Other expenses (Modify subheads to match subheads used in budget table)
· Mileage: describe the purpose for the travel; provide the numbers of miles and mileage rate used
· Supplies: describe the types of supplies and their applicability to the project.
· Printing: estimate costs for printing or photocopying and explain how the amount was derived.
· Incentives/program costs: describe amount budgeted to provide incentives and/or basic needs resources for clients (e.g. transportation, food, field trips, payment for vital documents, program registration fees, etc.). Describe types of expenditures within this category.
· Other (specify): add an explanation for any other categories identified in the budget table
Administrative Costs

Administrative costs - specify the rate used (not to exceed 10% of the total direct costs) and indicate what the agency costs are that are covered by the rate.
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