Section F:   Finances & Project Budget:  CBLD Budget Template for FY20 Grant  Application
	Section 1 ‐ Summary Information

	The project title
	

	The name of the CBO or NGO requesting funding
	

	The ideal start date of the project and  expected duration(Maximum 2 years)
	

	The start date of the CBO’s / NGO's financial year
	


	Section 2 - Operational/Project and Capital Costs
See Guidelines in attached spreadsheet

	Operational/Project Costs  (add lines as necessary)
	Unit
	Unit Cost
	No of Units
	Total/line item
	Notes and Explanations

	Direct cost line items  (by planned Activities where appropriate)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Operational/Project Costs
	
	
	
	
	Sub‐total of all the Operational/Project Costs in
the lines above.

	Indirect costs (Add 10% of Operational/Project Costs to
cover your CBO/NGO Administration Costs)
	
	
	
	
	Cell E25 should be 10% of Cell E24 immediately
above.

	
	
	
	
	
	

	Equipment/Project Costs
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Equipment/Project Costs
	
	
	
	
	Sub‐total of Equipment/Project Costs

	Grand Total Project Costs
	
	
	
	
	Sum of Total Operational/Project Costs, Indirect
Costs, and Total Equipment/Project Costs

	


	Section 3 ‐ Expected Income: SIL LEAD Grant plus Expected Income to be raised by CBO / NGO
See Guidelines in attached spreadsheet

	Income Sources
	Notes and explanations
	Expected Income Amounts

	SIL LEAD Grant ‐ requested amount (no more than 50% of total budget)
	SIL LEAD will contribute up to 50%, to be matched by Total Expected Income from CBO
	

	Expected Sources of Income to be raised by CBO / NGO
	
	

	Funds Expected or Received from other organizational partner/s (not SIL LEAD) for this project (please specify Partner/s in notes)
	
	

	Funds Expected or Received from Government Agency or Department for this project
(please explain in Notes)
	
	

	Estimated Value for In‐kind donations (total estimated value from Section 4, bottom line)
	
	

	Income to be generated by the project (eg. fees from project participants, sales of products or services, etc.)
	
	

	Local community cash donations expected
	
	

	Funds from CBO / NGO Reserves & Membership Fees
	
	

	Funds expected to be raised via Online giving through agency or platform used by CBO
(please explain)
	
	

	Other Income to be raised (please explain fund-raising plan in Notes)
	
	

	Total Expected Income to be raised by CBO / NGO
	Total must be greater than or equal to 50% of budget to qualify for the grant from SIL LEAD
	

	Grand Total: Income Needed for Project
	Add SIL LEAD Grant Request plus Total Income to be raised by CBO /

NGO
	


	Section 4 ‐ Valuing of In‐kind Donations & their Relationship with Operational/Project Costs
See Guidelines in attached spreadsheet; add lines as necessary

	List all In‐kind donations that you expect for this project
	Notes and explanations
	Estimated value

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Grand Total Estimated Value for all expected In-kind donations (Enter total in Section 3 above, row 45 )
	
	0


General guidelines for CBLD Project Budget Template
1 A project budget must be submitted together with the full project proposal. The purpose of the project Budget is:

a) to help SIL LEAD assess the expense and income expected for this project in order to make financial decisions together with the CBO /NGO regarding the matching grant.

b) to provide a working plan against which the financial progress of the project can be measured by the CBO/NGO and by SIL LEAD.

2 The budget should be for the whole project, not just the parts for which the CBO / NGO is requesting a grant from SIL LEAD. So please include both the amounts from the Expected Sources of Income to be raised by CBO / NGO and the SIL LEAD Grant amount requested in the Project budget. Projects with a total budget between $10,000 and $20,000 will be considered. The amount requested from the SIL LEAD Grant may be up to 50% of the total budget. Please read the guidance notes in each section before completing the budget.

3 The budget documents should include:

a) an indication of the period covered (for up to two years) and a summary of the total expenses/costs and the total income, showing the amount the CBO /NGO is requesting from SIL LEAD, the amounts expected from other agencies, plus income to be raised by the CBO /NGO from other sources (including grants or donations from other partners, local fund‐raising and estimated value of gifts in‐ kind).

b) explanations in the notes showing how the various Operational/project Costs and any Equipment/project Costs have been calculated, and how any gifts in‐kind have been valued.

4 SIL LEAD needs to know the budget amounts in US dollars.  You may use the budget spreadsheet to calculate the budget in local

currency, but if so, you must also indicate the line item amounts in US dollars according to the current exchange rates.

5 If the national finance circumstances are very uncertain and unstable (eg. hyper‐inflation, other difficulties in banking or receiving funds from overseas), please include with your budget an explanation of these issues and how they might impact the overall budget and financial arrangements.

6 Schedule for Funds to be Released if your project is selected: A disbursement schedule based on schedule of activities and the project cash flow requirements will be discussed and agreed upon by the CBO / NGO and SIL LEAD if this project is selected to receive the grant. Before the SIL LEAD Grant funds are released, the CBO/NGO and SIL LEAD will verify together whether the funding is available from the Expected Sources of Income to be raised by CBO/NGO .

Expenses/Costs
7 The budget should provide line items showing the calculations of the specific Operational/project Costs and any Equipment/project costs. This should show the basis of calculation using unit prices, salary rates, proportion of time allocated to the project, mileage/kilometre rates for vehicle use, number of units required etc. as appropriate.

8 Budget line items should match the account descriptions in the accounting system used by the CBO / NGO, so that financial reports will be accurate and consistent. It will help the project and CBO / NGO accounting staff if the accounting system analysis code is shown against each budget line items.

9 Please distinguish between Direct Costs and Indirect Costs. Definition of these terms is included below.

10 Where applicable, please organize the budget expenses according to the Activities, Inputs and Outputs section of the CBLD Grant Application (e.g. Section D, Part D2), so that it is clear which costs apply to which activities. (eg. If one planned Activity is a 5‐day training event with 3 staff and 15 expected trainee participants, using a rented venue with one meal/day provided, the expenses should be listed in the Direct Cost section, under a heading indicating the Training Event activity and should include separate line items for the venue cost per day, the staff costs per person per day, and the meals per the total # of participants (ie. 3 staff + 15 trainees = 18 persons).

11 Prepare your budget as carefully as possible by estimating costs assigned to specific line items.   SIL LEAD must be consulted before

moving any funds from Direct Costs to Equipment Cost budget lines.

Direct Costs
12 Direct costs: are those that occur only because of the project. That is, if the project didn’t exist, the cost would not exist. These are usually related to the carrying out of the main activities (e.g. activity and material costs, project workers’ salaries, supplies for participants, transportation costs, venue costs). Expenses for monitoring and evaluation of the project outputs and indicators should also be included as direct costs.

13 Activity and material costs: This should include all consumable items or items that will be required for participation in project

activities  (eg. food, education materials), showing estimated prices and quantities.

14 Staff costs / salaries: Include the costs of employing all staff who work directly on the project, showing the cost per day for the number of days that these staff will be working full time on the project. (eg. If the training staff will be working on this project for 2 different training events for 5 days each, the staff salary costs for this activity will be each staff salary per day x 5 days x 2 events). Where CBO / NGO staff are provided health insurance and pension/superannuation/provident fund contributions as part of their salary package, include these in the total per day salary cost. Do not include staff training costs under this budget item; instead show them as a separate item.

15 Transport costs: Include any costs incurred in moving people or equipment for the project activities. If vehicles already owned by the

CBO / NGO or hired from others are used for this project, either a mileage/kilometer rate or the actual running costs (fuel, maintenance and insurance) of those vehicles should be budgeted.

16 Venue/Premises costs: For a rented venue, include in the Direct Costs the total cost for hiring the room/building used for the events or activities of this project (including any taxes and utility costs (electricity, water) if calculated separately). If the CBO / NGO uses its own venue, a claim for a contribution to the costs of running the organization's office space should be made under Indirect Administration costs (see below).

17 Monitoring & Evaluation costs: The ongoing monitoring of activities and the collection of data for use in evaluating results, is an

essential part of all projects. You should budget for any direct costs of monitoring and collecting data which are over and above otherwise covered staff costs/salaries separately, rather than having to cover this out of general administration charges. If an external consultant will be invited to evaluate the final project results, include the consultants’ fees, travelling expenses, and any extra costs for conducting surveys, collecting data and producing final reports.

Indirect Costs: choose one option, either percentage costing or line item costing
18 Indirect Administrative costs ‐ as a Percentage: You may claim a contribution towards the administrative running costs of the CBO / NGO (central management and administration salaries, office supplies, telecommunications, central office rent and utilities, audit and Board expenses, depreciation of capital assets etc). SIL LEAD will accept up to 10% of the total Direct Operational/Project Costs of the project without requiring further line item documentation. If the actual Administration Costs are expected to be higher than 10%, then provide a breakdown of the central Administrative Costs using Line Items, as explained below.

19 Indirect Administrative costs ‐ as Line items under Indirect Costs: In cases where the CBO / NGO considers that the actual costs to their organization of supporting the project will exceed this amount, a separate detailed budget for central administration costs to justify the claim for more than 10% administration charge may be submitted. The administration budget must show clearly the total costs of administering the CBO / NGO (ie. all the Indirect Costs), the sources of income available to set against those costs, and how and why you divided up the balance between this project and other work also managed by the CBO / NGO.

Equipment Costs
20 Equipment costs are costs for equipment that the CBO / NGO needs to purchase to do this particular project. For example, equipment costs could cover printers, computers, or furniture that are essential for project implementation. Because this is a small project proposal, only limited amounts can be used for equipment costs ‐‐  no more than 20% of the total budget.

21 Project Equipment: Please provide evidence that these items:

· are essential for project implementation

· will be used on project activities only, and not assigned for the exclusive use of an individual

· are properly maintained and insured

Please explain what your CBO / NGO will do with this equipment at the end of the project.

Unacceptable Costs
22 The actual expenses incurred by participants (e.g. travel costs, meals provided) in workshops or training events should be estimated and included in the budget. Any additional payments directly to participants, such as "per diems" to motivate or reward participants will not be covered.

23 Unforeseen costs arising during the project implementation will be considered on a case‐by‐case basis after grants have been awarded.  Additional Contingency Funds will not normally be allowed in this budget.

24 Except in exceptional circumstances, and because this is only a small grant, SIL LEAD can not fund the salary and support costs of expatriate staff from other international agencies (e.g. European or North American) working overseas.

Income, including In‐Kind Donations
25 For the detailed Expected Income part of the budget, you should enter all sources of income that you plan to use to meet the costs of the project .

In addition to the SIL LEAD Grant that you are requesting (maximum 50% of the total project budget), include all other planned or expected sources of income (listed on budget spreadsheet in Section 3 as Expected Sources of Income to be raised by CBO / NGO ). These may include: Grants or Funds promised/received for this project from other organizations or partners (ie. not SIL LEAD); Grants/Funds from any government agencies or departments; Value of In‐kind donations expected (as explained in Section 4 and in the line below); Income generated by the Project through fees or sales; Balances carried forward that have been approved for use for this project; CBO / NGO Reserves that will be used for the project; Any other source of Income that may be expected.

Where income is expected from additional organizations or partners or from Government agencies or Departments, please indicate whether the application has been submitted, has been approved or whether the money has already been received.B47

26 In‐kind donations: These are items that make a contribution to the costs of the project but are given at no cost to the project, for example labor and materials provided by the beneficiary group, or food and equipment provided by a donor. Please provide  estimates of the total cash value of all in‐kind donations on the proper line in Section 3 Expected Income . Please provide fuller explanations of the In‐kind donations you expect in Section 4 ‐ Valuing of In‐kind Donations & their Relationship with Operational/Project Costs . In‐kind Donations that cover the expenses that would have been incurred, should relate to corresponding project costs listed in Budget Section 2 ‐ Operational/Project and Capital Costs. (eg. Suppose a local hotel offers the use of their meeting room free of charge as an in‐kind donation for a planned project event. This in‐kind donation of a venue should be valued in Section 4 as "income" for the same estimated cost that you had listed for a venue that project activity in Section 2, since you would have needed to rent a venue had its use not be donated free of charge.)

27 Income generated by the project: Include income from project users, for example through the sales of goods or services.

28 Balances: Balances carried forward from any previous cycle related to this project, if any, should be estimated and included here.

Indicate the source (ie. the donor or grant provider) and whether the use of that balance for this project has been approved by that source.

29 CBO NGO Reserves & Membership Fees: Please indicate if you are intending to use the CBO’s or NGO's undesignated reserves or any membership fees collected from CBO / NGO members to support the project.



