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together
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Our Safe & Open Forum

This training is a friendly
learning space.

\W‘ﬁc We’ll be learning together.

.
W fears, successes and

i t— ideas around reporting
o to our funders...

v This is an environment
safe for sharing.

Sharing our challenges,
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What we will talk about today:

= Part |. Budgeting: Basics & Process
» Types of budgets, roles and responsibilities, process.
» Organizational budget versus Project/grant budget
» Budget versus Reporting

W
e

= Part Il. Project/grant budget

» Key issues/donors regulations, components,
examples, coordination, roles and responsibilities,
timeline, process, building a budget, final steps,
submit, now what!
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BUDGETING: BASICS & PROCESS

Whatis a budget?

» Itis a quantified financial plan of an |g] g
entity for a certain period of time.

= |tis a financial tool which:

» Shows what the organization expects to accomplish
and what resources it counts on.

» Helps planning operations forcing managers
u anticipate events.

» Helps to coordinate activities among different units,
to communicate plans, to motivate managers to
achieve goals, to evaluate performance, to provide
visibility.

> Provides information for accountability and stability. g

EEE
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Best practices and qualities

= Start timely

* Budget should be coherent with the
strategy and the operational plan W (

= Encourage collaboration =3 @
* Prepare different scenarios
= Monitor and assess implementation

= |t should be realistic, flexible,
measurable, ongoing process

ABAN: Building Budgets 1. Facilitator: Carmen Sahonero




Types of Budgets:

= Organizational Budget
Yearly, multiyear

= Unit Budget

Regions, Departments, p ) S
Programs .
= Specific Budget
Projects/Grant, Activities, Capital
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Who and how participates:

= Head of the organization A
* Head of Finance y =\
=——t—
L] Managers A
-
= All staff el

Components of a Budget

= Income
= Expenses
= Budget Narrative
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Organizational budget
versus
Project/Grant budget

= Plan/narrative

» Types of income and costs
* Processl/timeline

= Roles and responsibilities

ABAN: Building Budgets 1. Facilitator: Carmen Sahonero

PROJECT/GRANT BUDGET

» Project - a temporary endeavor creating
a product, service or result. Not
necessarily short-term.

» Project budget - the aggregation of
estimated costs of individual project and
its income. Financial plan.

« Importance - shows there is a @_'_ -
$ road map, how its costs are =
structured, and who are sharing ﬁﬁ.
the investment/risk (*) 11
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Budgeting versus Reporting

= Budget
» Before the fact — what we are going to do Q;f JEQ
» Planned according with priorities & goals @%)
» Built to respond reporting needs (int, ext) i
» Assumptions, resources

= Report
» Actuals -what we have done

> Actuals versus Budget ($)
» Actual results versus Planned goals (*)
» Financial analysis (ratios, charts, narrative)

10
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Key issues to consider:

« Donors terms: Programmatic, Financial, Others

« Coordination among the team

* Project timeline (plan & budget) -

» Determine responsibilities ‘

* Process

Roles and responsibilities

« Head of the organization
« Head of Finance
* Managers 1 ‘
* Project Officer/Manager (Leader) 3 ‘;
. 222
* Project Team 12
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Process
Determine a calendar w.responsibilities — start
early
Get a draft narrative proposal -know your project
Agree on goals
Prepare the budget (I+E+BN) ﬂm
Review draft budget and adjust 5=
Get ED’s approval
Double check donor’s requirements
* Document decisions
» Submit proposal on time h
* Get the grant

13
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Our Safe & Open Forum

Time for a 5-minutes break

15
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Income Details o
Support: Contributions (cash or in-kind) coming
from foundations or individuals. suppo" _EY
Grants & Contributions: institutional Grants & Contribut 45
funds for 1 or more periods. Individual Donors 7
In-kind Support: Non-cash contributions In-kind Support 8
(time from volunteers, materials, equipment,
software).
Renevue: Income generated from operations Revenue _2
(most of them are part of the organizational
budgets). Interest
Income for publications is allocated to projectwhen ~ Fee for Services
generated specifically on that one. Publications 2
Promotional Supplies
TOTAL INCOME 62
TOTALCOSTS 112
Deficit: Difference between Income and Costs
(income lower than cost). DEFICIT (still to raise) 50
Called Surplus, when Income is higher than Costs.
17
is presentad to them.
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E Prepare the budget:
Where to start? What to do first?

= S
+ EXPENSES -Calculate detailed \
costs (direct and indirect)

* INCOME -Determine available funding +
funds to be requested to the intended donor

+ EXPENSES -Adjust costs, align them to the
funds availability and/or add funding

+ BUDGET NARRATIVE -Write it based on

detailed calculations 1
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Expenses [

Direct Costs: Al costs directly attributable Djrect Costs 100
to the project.
Personnel Costs:
Project Team (PM, Assistant, Facilitators,
Interns); Shared personnel (ED, Programs
Director, Finance Director)

Personnel 60

Non-Personnel Costs: Non-Personnel 40

Ci Trips, Training, i 1) Design & Evaluation consultants 15
Software, Postage, Printing, Telephone, 2) Volunteers -Facilitator 8
Miscellaneous 3) Travel & Meals 8
4) Equipment & Software 6

5) Printing & Supplies 3

Indirect Costs u Overhead: Indirect Costs (OH) 12

Costs which affect the overall organization
(General Management, Fundraising, M&E),
allocated among all units (Rent, Utilities,

costs). il asa
percentage (ICR)

TOTAL EXPENSES 112
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I |
PI"OjeCt Budget (One column)

&

INCOME
Support 60
Revenue 2
TOTAL INCOME _62
TOTAL EXPENSES (copy fromlastrow) 112
DEFICIT (Funds requested to ABC Foundation) (50
EXPENSES
_Direct Costs 110
Indirect Costs (OH) 12
TOTAL EXPENSES 112

18
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|
P I"Oj ect Bud g et (Multicolumn)

Details TOTAL | NGO &Oth | Requested
$(000) Donors toABC

25/06/2014

;...
Budget Narrative - Examples

Income

1) Grants & Contributions —
Grant received from
XYZ Foundation to support
this project during 2015.

2) Individual Donors —Funds from various
anonymous donors

3) In-kind donation-Support from a Volunteer
Consultant (time to support this project).
See Expenses for calculations.

4) Publications —Sold publications produced in
the project: 100 units; $20 each 20
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INCOME

Support 110 60 50

Revenue 2 2
TOTAL INCOME 112 _62 _50

EXPENSES
_ Direct Costs 110 55 45
_Indirect Costs (OH) 12 7 5
TOTAL EXPENSES 112 _62 _50
19
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Budget Narrative (cont)
K

Expenses
Direct Costs — Personnel Costs (t/mesheet)

Salaries and benefits from personnel participating
in the project, as follows:

R

)

Project Manager 32,000 50% 16,000
Facilitator 25,000 40% 10,000
Project Assistant 12,000 100% 12,000
Executive Director 60,000 6% 3,600
Program Director 40,000 10% 4,000
Finance Director 40,000 6% 2,400
SUBTOTAL - Salaries 48,000

Taxes and benefits (25% of Salaries) 12,000
TOTAL PERSONNEL COSTS 60,000

ABAN: Building Budgets 1. Facilitator: Carmen Sahonero

Budget Narrative (cont)
Expenses (cont)

Direct Costs - Non-Personnel Costs

1) Consultants: Two consultants will be hired to support with
design and evaluation activities, which costs will be $8,000
and $7,000 respectively.

2) Volunteers: A facilitator will donate her time to the project.
To facilitate 5 events, 4 days each. $8,000.

3) Travels & Meals: Three trips of Project Manager $4,000
(transportation, meals and hotel). Meals for 40 participants
in 5 events $4,000

4) t& e: 2 laptops $2,000; One
printer/copier machine $2,000; Video camera $1,000;
Software $3,000. )|

5) Printing & Supplies: This represents the cost of printing
final publications $2,000 and costs of material provided to

participants to 5 events $1,000 ($5 each)
=% 2

(Data for calculation costs per activity)
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Budget Narrative (cont)

64';3;-;;
Indirect Cost Rate (ICR)

12% of direct cost, represents an allocated
portion of the organization’s costs related
to: General Management, Fundraising and
M&E. This percentage is allocated
proportionally to all units.
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Standard additional

information requested:

* Financial: :
> Financial Statements

R
» Audit Reports Mﬁl" .

» Organizational Budget
» Actuals YTD -'.'__.
> Budget Narrative N

= Other legal/organizational

» Constitution Documents + Bylaws
» Proof of non-profit status

» Strategic and Operational Plan

> Operational Policies (HR + financial) 2
» Organizational Structure ‘ x b3
» Bios

> List of Donors 24
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Grant Approved!
Now what?

Before celebrating:
Carefully review grant letter
Double check grant period and adjust plan and
calendar

Review reporting requirements (which includes
budget vs actuals

Confirm if there is a need of costs’ pre-approval
Variances higher to 10% often require
approval

= Get ready for the challenge
......... Celebrate!

QUESTIONS??

26
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Budgeting: A
Guide for Small
Nonprofit Organizations

Virginia Society of
& Certified Public
Accountants

A free resource provided by the Virginia
Society of Certified Public Accountants



Nonprofit organizations (NPO) wrestle continually with
maintaining and improving their operations, especially dur-
ing today’s uncertain economy. In short, NPOs must con-
stantly strive for sustainability. A well-planned budget will
focus on the primary goals and objectives of the organiza-
tion and provide financial and programmatic adaptability —
key ingredients to maximize sustainability.

Every volunteer brings to a small NPO the enthusiasm and
interest necessary to do a good job. These volunteers are
critical to an NPO's success, because most small NPOs lack
the funds necessary to seek and pay for professional guid-
ance in the business world.

This guide is written to present the theories and practicali-
ties of budgeting for the small NPO staffed by volunteers,
whose expertise do not always correspond with the bud-
geting needs of the organization.

In this guide, Goodworks, Inc., is a hypothetical NPO that
receives funds from grants, the general public and sales of
logo items. These funds pay for the programs that support
its missions. The example of Goodworks should provide
guidance for many NPO budget situations.

A budget is a planning tool for the NPO. The budget com-
mittee should reflect the collective knowledge of the orga-
nization concerning the goals and objectives for the period
in question. Volunteers who serve on the budget commit-
tee should have the following qualities:

e A familiarity with prior years' activities and the
changes that are contemplated in the year(s) to come,
particularly the objectives in the strategic plan

e A desire to serve the organization as a whole rather
than to lobby for a particular project

e A knowledge of ordinary budgeting, whether on the
personal or business level

While the qualities listed above are desirable, their absence
should not preclude excellent service by volunteers who
are otherwise interested and dedicated, especially if the
volunteers have a desire and willingness to learn about
budgeting.

The task of the budget committee is to develop the budget
for the next year (or future years, in the case of a multi-year
budget). The steps in developing a budget are as follows:

* Define the budget timeline. Develop a list of ob-
jectives or goals for the year. A familiarity with prior
years' activities and the changes that are contem-
plated in the year(s) to come are necessary to prepare
a comprehensive budget. If the organization has a
strategic plan, consider activities in the plan that will
impact the budget and plan accordingly.

e Estimate the cost or resources required to achieve
each objective or goal. The previous year's actual
expense or budget can be used as a starting point,
but the NPO should make budgeting decisions based
on many factors, not just the prior year’s budget. If
the objective or goal involves new programs or activi-
ties, estimate the cost by creating an itemized list
of all the expenses involved in achieving that
particular objective.

e Estimate the expected dates and amounts of rev-
enue that will be generated.

e Compare the expected dates and amounts of rev-
enue to the estimated expenses.

e Develop the final budget.

* Present the budget to the board for approval.
A final budget should be approved by the board be-
fore the start of the organization’s next fiscal year.



The timeframe for the budget process generally will con-
sider the calendar year, the fiscal year and the approval
process. The calendar year often determines the timing of
certain expenses and revenues, particularly end-of-year tax
deductible donations. The fiscal year is the period that the
NPO uses to measure funds: the federal government has a
fiscal year that ends Sept. 30, while many NPOs have a fis-
cal year that ends June 30. A fiscal year ending June 30 is
particularly appropriate for NPOs that intend to complete
their audit prior to the deadline of mid-January, a common
deadline to submit grant applications. The time required
for the approval process will generally determine how long
before the end of the fiscal year it must begin.

For example, Goodworks receives a grant from the United
Way, but Goodworks’ fiscal year might end at a different
time than when the United Way requires annual audited
financial statements. In such a case, the budget process
for the following fiscal year might begin as the current
year's United Way statements are prepared. Goodworks’
fiscal year ends June 30, but it will submit the United Way
application on Jan. 15. Then Goodworks might begin its
budget process on Feb. 1, once approval is received.

The need to present the budget to the board for
approval will be the overriding constraint in planning the
timeframe for the budget process. There must be time to
consider, question and change the budget both before
and after the presentation to the board. A minimum of
three months should be allowed for the process. A wise
board that demands full financial statements each month
should have a good understanding of the previous year’s
monthly cash flows and the budget categories that were
over- or underfunded.

The budget committee will need to examine the reason-
able expectations of revenue. Each potential source of
revenue must be examined to determine possible en-
hancements in the future. Typical sources of revenue are
contributions from the public, grants and endowment/
restricted funds income (based on the organization’s
spending policy), ticket sales, auction proceeds and fees
for goods and services. When evaluating each source of
revenue, the following questions should be asked:

Public contributions:

e How much do we expect in contributions from the
public?

e Are the expectations realistic? Is there a history of
increases in past years? What about the economy?

e Has a major contributor had a good year or a bad
year financially?

e What are the fundraising possibilities of the organiza-
tion itself?

e What are the costs of fundraising?

Grants and restricted funds:

e Can the NPO comply with the grantor’s require-
ments? (For example, does the NPO have adequate
funds if matching contributions are required or does
it have metrics to prove it's meeting the grantor’s
performance standards?)

e Do separate accounting reports need to be provided
to the grant-giving organization?

e s the use of funds restricted to a particular purpose
(e.g., scholarships or building)?

e Does the grant provide an allowance for overhead
expenses of the organization?

e Must the organization be audited in order to qualify
for the grant?

e Does the grant lead to sustainability, allowing for the

creation of a program that can be carried on finan-
cially after the grant funds are used?

e Will the grant lead contributors to believe their con-
tributions are not needed?

e Could the grant overwhelm the organization? Some-
times the administration of grants, particularly grants
from large government agencies, are beyond the
technical skills of most small NPOs.

Ticket sales, auction proceeds and fees for goods and
services:

e What are the revenue expectations?

* Are the expectations realistic? Is there a history of
success with similar events or products in past years?

e What are the legal and tax implications of the sale?

* Are "suggested donations" better than a fee for a
production or fundraiser?

e What are the costs associated with the production or
sale?

These questions require knowledge of program plans,
fundraising expectations, development activities, grant
sources, and local and state laws. Accurate answers are
essential and research may be necessary. Some of these
questions can be answered directly from the accounting
system. Others will require input from fundraisers and/or
grant writers.

A complete and accurate database of contributors can



be very helpful in forecasting estimated revenues from
donors through general contributions, pledges and grants.
Records can be tracked in a simple spreadsheet or using
sophisticated accounting software with a Customer Rela-
tionship Management (CRM) module.

Usually revenues and expenses are tied together, as in
fundraising projects that generate revenue at a certain
cost. Excess revenue over expenses can usually be used
to cover other expenses of the organization — for
example, programs that do not generate revenue and
administrative expenses.

Especially when identifying excess revenue to allocate to
other costs in the budget, the NPO will need to be careful
it doesn’t overlook any expenses. It is important to review
the bylaws of the NPO for requirements that may place

an undue burden on the organization, such as the require-
ment to have an annual audit by a paid professional rather
than by a free, independent volunteer. Also, become fa-
miliar with the different types of expenses the organization
will need to anticipate during the budget year:

e Direct costs relate to a specific project or program.
For example, Goodworks contracts for extra staff to
hold a new workshop; orders supplies for a commu-
nity service program; and allocates staff time, design
and printing costs for a new brochure.

e Capital expenditures for items such as cars or real
estate provide benefits for the organization long
after the budget period ends.

¢ Indirect or overhead costs may not relate to a spe-
cific project but may be necessary for its completion.
Items such as postage, telephone service, Internet,
copier usage or management staff time may be over-
looked in the planning process.

¢ In-kind contributions of goods or services (“free”
expenses and costs) should be budgeted at fair
market value (FMV) for the new Form 990. These
expenses and costs can include items such as office
space, utilities, parking, security, staff hours, comput-
ers and other items provided by donors or a parent
NPO. While these in-kind contributions may not
have a bottom-line impact (as they are recorded as
a revenue when received and as an expense when
used, typically in the same period), NPOs should still
budget for and report these contributions when they
can be adequately documented. This will give a more
accurate picture of the actual total cost for the orga-
nization to meet its goals, and whether it qualifies for
Forms 990-N, 990-EZ or 990.

As noted in the revenue section, some programs are
funded entirely by grants. The budgets for specific grant
programs are made at the time of the grant application.
These budgets should include not only requests for the
specific costs of the program, but also enough to cover
the internal costs of administering the program if the grant
were awarded. Many programs have been granted based
on direct costs, without any consideration of the indirect
costs and the incidentals that can add up quickly and over-
whelm a well-planned effort.

The costs of managing the grants can be built into the
proposal, and for complex programs, the managerial fees
will compensate the staff for their extra hours; be sure

to provide 1099-MISCs in January for all the staff and
contractors who helped manage the grant. Even without
reimbursements for managerial expenses, grant programs
should never be declined solely because they do not cover
all indirect costs.

Planning for programs that are to be covered by general
contributions and unrestricted grants entails a budget that
has some elasticity to accommodate the unexpected.

A budget is a planning tool and should be prepared well
in advance. Plenty of time should be allowed for present-
ing the budget to the board of directors for approval, and
for making changes. After your hard work preparing the
budget, it may be difficult to recognize good suggestions
for improvement, but you must be willing to go back to
the drawing board.

Once the budget is prepared and approved, don't put it
away in a dark corner. For the budget to be useful and
effective, everyone should take it seriously. The budget
should be compared with the actual experience on a
regular basis (i.e. monthly or quarterly) to allow board
members and executive officers to measure whether the
organization's goals, set by the budget, are being met.

An example of such a report is shown on the next page.
Variances from the budget are reasonable and expected.
It is rare that the assumptions made during the budgeting
process become reality. Variances provide valuable infor-
mation to improve decision-making for the remainder of
the budget period.

Ideally, with every presentation of financial information,
there should be a comparison of actual revenue and
expenses to those budgeted. Other reports may include a
comparison of the actual and budget amounts attributable
to the same period in previous years and a comparison of



Goodworks, Inc. Comparative Income Statement with Budget 2011

Income
Contributions

Grants (unrestricted)

Sales

Total income

Expenses

Staff

Office expense

Cost of goods sold (COGS)
Telephone

Counseling

Bus tickets

Misc. support
Total expenses

Excess

projected actual to budget for the entire budget period.

Comparing the variance can help the budgeting commit-
tee benchmark its progress and determine any actions to
take for the remainder of the budget year. This also allows
for learning how to better plan for the future.

In the example above, Goodworks was $2,500 below its
budget on income from contributions and may want to
identify why contributions were low. Goodworks also had
$2,245 less in expenses than anticipated in the budget. Af-
ter identifying the cause, Goodworks may decide that the
low income is offset by the savings in expenses and take
no further action, or the committee may decide to boost
its efforts to identify new donors.

In addition to the comparative income statement, other
types of budget reports will help ensure an organization
runs smoothly. For the small group, the most important

is a cash flow budget. This is the budget of revenues
received and expenses paid, broken down monthly to
ensure cash will be there when needed. If an organiza-
tion expects all of its expenses in the first three months of
the year and all of its revenue in the last three months of
the year, the organization will be unable to pay expenses
unless it has built up a large cash surplus. Plan your cash

Actual Budget Variance
25,000 27,500 (2,500)
6,000 6,000 0
4,325 4,000 325
35,325 37,500 (2,175)
10,000 12,000 (2,000)
1,120 1,000 120
1,000 1,000 0
5,665 6,000 (335)
12,000 12,000 0
4,960 5,000 (40)
510 500 10
35,255 37,500 (2,245)
70 0 (70)

flows as well as your revenues and expenses.

Capital expenditures refer to the acquisition of assets
whose useful lives are greater than the current period.
Although funds for expenditures may be identified and
approved in total during the budget process, most com-
panies have a separate process for approving funds for
capital assets. Capital expenditures can be very large and
have a significant impact on the financial performance of
an NPO. Also included in the capital expenditures budget
are depreciable in-kind contributions.

Many times a small organization will borrow assets, board
members will use personal assets for the needs of the
organization, or donors will provide non-cash items. These
non-cash items represent in-kind contributions. The orga-
nization will need to estimate the value of the items for
the organization's records. Sometimes the donor can pro-
vide the acquisition price, depreciation taken, or residual
value of the gift.

The organization cannot and should not provide fair
market value (FMV) appraisals to donors. If no valuations
are provided, the organization will need to develop an
internal Gift Acceptance Policy (GAP) on how to record



the donations. A gift acceptance policy allows the board
to define the parameters and guidelines for handling
different types of donations, eliminating controversial or
risky donations and complying with the legal obligations
of gift recording and recognition. For example, Good-
works may have a provision in its GAP to record non-
appraised gifts of still-operable items at 10 percent of the
current retail price.

Some donated items, such as stock or a vehicle, require

a transfer of title, which is recorded with local or federal
authorities, such as the Virginia Department of Motor
Vehicles (www.dmv.state.va.us) or the U.S. Securities and
Exchange Commission (www.sec.gov). Make sure this
transfer of title is carried through in an orderly and timely
manner. Frequently, to provide an exact FMV and to avoid
capital losses, the NPO will sell such items on the day they
are acquired.

Some gifts bring new responsibilities and expenses to the
organization. Questions to consider before accepting a
gift include:

e Can you protect this asset?
e Does it need to be insured?
* Do you need a safe deposit box?

® What are the annual operating costs for this asset?

e Does the gift require spare parts or maintenance that
can only be provided sole source by the donor, at
prices determined by the donor?

If an asset is housed on premises that do not belong to
the organization, then a master list of such assets and their
whereabouts should be prepared and maintained in a safe
and central location. The organization should have a GAP
and an acceptance committee to insure that all gifts are
beneficial to the organization and to its mission.

There are other gifts that need accounting and budgeting.
One is the forgiveness of rent for space. The FMV of the
rent should be recognized on both the budget and actual
financial information as income and expense. This type

of recognition gives a better picture of the true state of
affairs for the organization. If your NPO no longer receives
a space rent-free, could the NPO make up the difference
in cash donations in order to pay the rent? This question is
best answered when the value of the prior gift is recorded.

Capital budgets can be achieved over a period of years
when a fund is established to collect money for a future
capital expense. Such funds require a Reserve Study to

determine the future expenses and their estimated dates.
For example, a $500 printer that must be replaced in five
years requires a sinking fund with $100/year funding.

Budgeting for restricted grants must be done in advance.
A careful inquiry of the grantor will allow the NPO to know
the expectations of the grantor. As noted in the discus-
sion of revenue sources, there can be many strings tied
to grants. For example, Goodworks receives a restricted
grant for a particular educational program. The grantor
provides a gift of $10,000,000 for a building. Goodworks
would then be required to spend the grant on building-
related expenses (e.g., land, architect, permits, material,
labor and maintenance), and could not use the money for
any other reason.

An NPO should discuss the requirements not only with the
grantor, but, if possible, with another organization that has
received such a grant in the past. It is vital the restrictions
on the grant or gift be clearly documented and under-
stood by all parties. Many NPOs will prepare a jointly
signed agreement with the grantor that clearly states the
amount of funding, the anticipated date of funding and
the restrictions. As a part of the agreement, the NPO
should allow for a contingency plan in the possibility of
not achieving the requirements for the grant or gift. In this
case, the documentation can allow for the reclassification,
redirection or refund of the grant.

NPOs should include guidance for the acceptance of re-
stricted grants in its GAP policy, so fundraisers and donors
are aware of the policy and agree to allow flexibility under
certain conditions. For example, a donor gives a $50,000
restricted grant for a building that would cost $1,000,000.
If the grant/gift documentation allows for it, the NPO
could reclassify the grant/gift to an unrestricted operat-
ing grant/gift if the NPO does not receive the $950,000
needed to complete the building.

Can budgets be changed? Sometimes budgets must
change when expectations are not met. Rather than
abandon a sound budget plan when an emergency or
opportunity arises, an organization should be able to
handle the change in an orderly fashion. Continual review
of variances, along with forecasting, will allow the NPO

to determine if the overall budget is sound or if actual
events require a new budget be adopted. Bylaws should
be examined for guidance on how an adopted budget can



be altered if necessary. Typically, small alterations can be
done by the executive officers, while changes beyond a
specified threshold would require approval by the board
of directors.

If an expected donation that has been budgeted does not
materialize, you have several choices. The most obvious is
to seek other sources of funds. A CRM module on the ac-
counting system can help identify donors inclined to sup-
port the specific shortfall. Next, you can cut expenses. A
less obvious option is a rearrangement of expenses. A gift
of an asset, as previously discussed, might relieve a bud-
geted expense. A program that was scheduled to begin in
one quarter might be moved to another period, allowing
the expenses of that program to be moved as well. All of
the decisions above should be made with reference to the
budget, as well as to the current cash and financial picture.

Conclusions

Budgets should be a major part of every organization's
plan. This plan should allow the flexibility needed to
achieve goals with order and success. The documentation
of budget assumptions and changes will provide a basis
for improving the efficiency of the budgeting process
each year.

The material presented herein is designed to provide basic
information concerning budgeting for small nonprofit
organizations. For further guidance with budgeting needs,
NPOs should consult with a CPA.

The Virginia Society of Certified Public Accountants
(VSCPA) offers free resources, including a Nonprofit Pro
Bono Assistance program and “Find a CPA" directory to
help connect nonprofit organizations with a CPA in their
geographic location who can best meet their financial
and business needs. Visit the VSCPA Nonprofit Resource
Center at http://www.vscpa.com/NPOResources for
more information.

This guide was last updated in September 2011 by CPAs serving on the VSCPA Nonprofit Resource Guides
Task Force. CPAs and nonprofit organizations are freely encouraged to email or copy this guide to share with
officers and directors serving on nonprofit boards. For permission to duplicate this guide or modify it for

any other purpose, please contact the Virginia Society of CPAs at 4309 Cox Road, Glen Allen, VA 23060,
(804) 270-5344 or vscpa@vscpa.com.
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Proposed Grant Budget (Required)

This is a protected worksheet. Complete only those sections that are shaded. See additional instructions below indicated by corresponding numbers.

Organization: [1]

Total Annual Budget for Organization: [5]

$ 2,000,000

Proposed Grant Term: [2] 1 0 Years | Grant as a percentage of annual operational budget: 3%
Proposed Start Date: [3] 8/1/2014 | to] 7/31/2015 |
Requested Grant Amount: [4] $ 60,000 | (in US$)
Support Requested Estimated Expenditures [10]
Total Project From Other Grant Year

Budget Category [6] Budget [7] Sources [8] Budget [9] 1
Consultants - Researcher $ 38,000 $0 $ 38,000 $ 38,000
Consultants - Data processing $ 6,000 $ 6,000 $ 6,000
Travel Expenses $ 9,000 $ 9,000 $ 9,000
Publications and Materials $ 3,400 $ 3,400 $ 3,400
Communications Expenses $ 600 $ 600 $ 600
Administrative Expenses $ 3,000 $ 3,000 $ 3,000

$0

$0
Totals $ 60,000 $0 $ 60,000 $ 60,000

Project Grants

The line-by-line budget should use as many categories as appropriate, but no more than eight budget lines to reduce the need for modifications. Typical budget categories include:
Salaries and Benefits, Consultants, Travel and Travel-Related Expenses, Meeting Expenses, Office Expenses (e.g., telephone, postage, etc.), Other Direct Costs (please specify), and Indirect

(Please note we may also request a more detailed project budget, depending on the nature of the activities, though it is not necessary to submit unless specifically requested.)

General or Core Support Grants

The budget should contain only one line labeled "General Support" or "Core Support”, as appropriate. Do not break budget down into individual categories.

(Please note that we may also request additional financial documents, such as recent financial statements, though it is not necessary to submit unless specifically requested.)

This budget has been reviewed and approved by the following individual responsible for financial reporting:

Name and Title: [11]

E-mail Address: [12]

Phone Number: [13]
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Proposed Grant Budget (Required)

Instructions
1. Enter the organization's legal name.
2. Enter the expected duration of the grant in the Grant Term field.
2.A. Enter the number of periods in cell C5.
2.B. Select the type of periods (months or years) in cell E5. When you click on the cell, a dropdown box will appear. Use this tool to make your selection.

3. Enter the proposed start date of the grant. The end date will be calculated automatically. Check to make sure it is correct.

4. Enter the requested grant amount.

5. Enter your organization's total annual budget (including all sources) for the year in which the grant would begin.

6. Enter Budget Categories consistent with the way your organization accounts for funds. For project budgets, there should be no more than eight summary categories.
For core or general support budgets, there should be only one budget category specified.

7. Enter the total budget for each category, including funding from Ford Foundation and all other sources.

8. Enter the total budget for each category from all other sources of support.

9. Enter the requested budget for each category reflecting the amount of Ford Foundation grant funds only. The sum must equal the grant amount.

10. The Estimated Expenditures for the term of the grant will be calculated automatically.

Overwrite the Estimated Expenditures if your plan requires a different disbursement schedule. The sum of these amounts must equal the amount for
the category. A red flag will appear to the left of the disbursement schedule if a row is out of balance with the total budget for that category.

11. Enter the name of the individual who reviewed and approved this budget. This should be the person responsible for financial reporting.

12. Enter the E-mail Address for that person.

13. Enter the Phone Number for that person.

Page 2 of 2



OAK

FOUNDATION
Grant Application Form
Worksheet 1: Proposed Funding

Organisation name:
Project Name:
Project operating currency®

! This is the currency in which this grant request is expressed and in which project expenditure will be reported.
It is normally the local currency used by the organisation.

1. There are four worksheets in this form. Please complete all questions by entering your responses in the shaded cells.

PLEASE NOTE THAT Worksheet 1 deals with income for the project and the organisation, worksheets 2 and 3 deal with
project expenditure. Worksheet 4 is linked to 2 and 3 and uses figures entered in 2 and 3 to construct a summary
budget and completes automatically. Therefore please do not enter figures directly into worksheet 4 unless you wish to
reorganize the links within the budget tables.

2. Please note that for your funding request to be considered, it is essential for this form to be correctly completed.

3. If this is a multi-year project, give budget and funding information for applicable categories for each year of the proposed grant.
Otherwise please give information only for Year 1 or for the grant period, whichever is shorter.

4. Please add or delete categories as required to make it representative of your project budget.
5. Please attach your organisation's most recent audited and unaudited financial statements and annual report to your application.

1. Proposed funding for this project

Table A. Major committed donors for this project with the amounts and number of years committed to by each:

COMMITTED Ex;'a‘f:ge Year 1 Year 2 Year 3
Donor's name / income . Funding Amou_nt in | Funding Fcy Operating Operating Operating
source Period 2 funding |to Operating| currency currency currency
currency currency ccy equiv equiv equiv

? The funding currency is the currency in which the donor will express his grant.

Table B. Potential donors to this project with amounts and number of years you have requested:

POTENTIAL Exchange Year 1 Year 2 Year 3
Rate
Donor's name / income . Funding Amou_nt in | Funding ‘_:CV Operating Operating Operating
source Period 2 funding |to Operating| currency currency currency
currency currency ccy equiv equiv equiv

5/28/2014 1:57 PM 6 Oak Foundation - Budget Template.xIs Tab 1. Proposed Funding 1/6



Organisation name:
Project Name:
Project operating currency®

Worksheet 1: Proposed Funding

! This is the currency in which this grant request is expressed and in which project expenditure will be reported.

It is normally the local currency used by the organisation.

Table C. Major committed donors to the organisation with the number of years committed to by each:

Donor's hame / income
source

Currency

Total
Amount

Period Start

Period End

Table D. Brief description of the organisation's funding strategy

| Your organisation's total budget in the current year 1

5/28/2014 1:57 PM 6 Oak Foundation - Budget Template.xIs

Tab 1. Proposed Funding 2/6



OAK

FOUNDATION
Grant Application Form

Worksheet 2: Budget Explanation

Organisation name:
Project Name:
Project operating currency:

Budget Explanation

A. General Matters

1. If your request covers several distinct projects (i.e. the same type of project being implemented in different geographic regions), then please submit budgets for each

project separately.

2. If certain budget categories do not apply to your organisation or to the specific grant application being made, please feel free to delete them and add those that are

more appropriate.
3. Additional explanations and documents relating to your budget may be requested subsequent to Oak Foundation’s review.

4. Please give a detailed breakdown of the relevant figures under each heading providing both sub-totals and overall totals. Please strictly limit your use narrative.

You may adapt the rows and columns in the shaded area to your own needs.

B. Budget Explanation Sheet: Specific Budget Categories

1. Please provide the basis on which the budget numbers have been prepared for each major category (minor items do not require an explanation).
2. Budgetary explanations are required for the full annual cost of the project for the first year, including the Oak portion, on a line-by-line basis.

3. Explanations for the following years for which funding is being requested is only required if there is a significant variation.
4. Please complete and attach this budget explanation sheet to your application.

C. Categories Description
1. Staff salaries and related charges
This should include salary and associated costs for all existing employees and new personnel who will hired to implement the project.

Please complete the separate section, Salaries Breakdown, in Tab 3.

2. Direct support to target population.
This could include sub grants to other organisations, scholarships, direct material aid, etc.
You may adapt the rows and columns in the shaded area to your own needs.

Description Cost Year 1 Cost Year 2 Cost Year 3

Total cost

Total project Oak Total project Oak Total project Oak

Total project Oak

Total - -

3. Consultants and other contracted services.

This could include consultants hired to do training, evaluation, or other programme implementation services as well as in country, part time coordinators, legal and audit

services and translation costs.
You may adapt the rows and columns in the shaded area to your own needs.

Description Cost Year 1 Cost Year 2 Cost Year 3 Total cost
Total project Oak Total project Oak Total project Oak Total project Oak
Total - - - - - - - -
4. Travel and conferences.
This includes normal staff travel as well as staff and participant travel to conferences and the costs of the conferences themselves.
You may adapt the rows and columns in the shaded area to your own needs.
Description Cost Year 1 Cost Year 2 Cost Year 3 Total cost
Total project Oak Total project Oak Total project Oak Total project Oak

Total - - - - - -

5. Equipment and capital expenditure.

Please itemise major items and if capital costs are requested, indicate the stage of planning for the renovation or new structure (e.g. early architects plans or confirmed

cost estimate from a contractor).
You may adapt the rows and columns in the shaded area to your own needs.

Description Cost Year 1 Cost Year 2 Cost Year 3

Total cost

Total project Oak Total project Oak Total project Oak

Total project Oak

Total - - R R - R

5/28/2014 1:57 PM 6 Oak Foundation - Budget Template.xIs
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Worksheet 2: Budget Explanation

Organisation name:
Project Name:
Project operating currency:

Budget Explanation

6. Other.
This line includes all other expenses that are directly related to the project and cannot be categorised in one of the previous line items.

Oak Foundation accepts an apportionment of costs such as rent when such costs are directly related to the project. Please specify such items in this category.

You may adapt the rows and columns in the shaded area to your own needs.
Description Cost Year 1 Cost Year 2 Cost Year 3 Total cost
Total project Oak Total project Oak Total project Oak Total project Oak

Total - - - - - -

7. Indirect overhead.
This includes general overhead items that have not been apportioned and in particular usually includes such items as general management salaries,

headquarters rent and operations, fundraising, general publications, audit and legal costs, etc. Please specify what you include in indirect overhead.

You may adapt the rows and columns in the shaded area to your own needs.
Description Cost Year 1 Cost Year 2 Cost Year 3 Total cost
Total project Oak Total project Oak Total project Oak Total project Oak

Total - - - - - -

5/28/2014 1:57 PM 6 Oak Foundation - Budget Template.xIs Tab 2. Budget explanation 4/6



OAK

FOUNDATION
Grant Application Form

Worksheet 3: Salaries Breakdown

Organisation:

Project Name:

Project operating currency’

Please complete and attach this Salaries breakdown form to your application

Year 12

1. Staff salaries and related charges

Title/Position®

New position
/Ny *

Employee's Full
Name

Country of location (if
different from your
office's location)

Annual gross
salary (for a full
time position)

Employer's costs
(social insurance,
benefits, etc.)

Total Staff
costs (for a
full time
position)

% of time
spent on the
project

Total
charged to
the project

% of actual
salary charged
to Oak

Total
charged to
Oak

TOTALS

! This is the currency in which this grant request is expressed and in which project expenditure will be reported. It is normally the local currency used by the organisation.

2 If you intend to increase salaries in subsequent years, please complete an additional table for each year.
J Please list all positions separately on different lines — even if two or more are the same (such as 'Researcher’).
* Please confirm if individuals are already employed by your organisation. If yes, please indicate how their salary is currently paid for and if no, please indicate if candidates have already been identifie

Year 2
New position| Employee's Full Country of location (if Annual gross Employer's costs ;:)Stt—‘;l (Sf:;ffa % of time Total % of actual Total
Title/Position® a ploy different from your salary (for a full |(social insurance, - spent on the| charged to |salary charged| charged to
(Y/N) Name -, . - - - full time - -
office's location) time position) benefits, etc.) position) project the project to Oak Oak
TOTALS - - - - . - .
Year 3
. . Country of location (if Annual gross Employer's costs Total Staff % of time Total % of actual Total
New position| Employee's Full Y 9 ploy costs (for a
Title/Position® a ploy different from your salary (for a full |(social insurance, - spent on the | charged to |[salary charged| charged to
(Y/N) Name - . . - - full time - -
office's location) time position) benefits, etc.) position) project the project to Oak Oak

TOTALS

5/28/2014 1:57 PM 6 Oak Foundation - Budget Template.xls
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OAK

FOUNDATION

Grant Application Form
Worksheet 4: Budget

1. Do not amend any information in the red shaded areas. If the information in these areas is wrong and you wish to change it, please make your
changes in Tab 1, 2 or 3 as appropriate.

2. Please rename categories as required to make it representative of your project budget.
3. Please attach this form, together with the other three worksheets, to your application and return them electronically to Oak.
4. Please attach your organisation's most recent audited and unaudited financial statements and annual report to your application.

2. Proposed Project Expenditure

Organisation: -
Project Name: -

IProject operating currency® | = |

Expenditure expressed in

project operating currency

Year 1

Year 2

Year 3

Total

Description

Total
Project

Oak

Total
Project

Oak

Total
Project

Oak

Total
Project

Oak

Staff salaries and related
charges

Direct support to target
population

Consultants and other
contracted services

Travel and conferences - - - - - - - -

Equipment and capital
expenditure

Other direct costs - - - - - - - -

Indirect overhead - - - - - - - -

Total project budget - -
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DfID Format
The Project Budget

Financial information must be in sterling, indicating any exchange rate
assumptions (and inflators used for multi-year budgets). Footnotes to the budget
should indicate other details such as composite breakdown in individual budget
lines where required (eg. footnote on ‘seed package’ should detail contents),
and steps taken by the agency to ensure most cost-effective sourcing (eg local
and regional purchase, maximising use of local staff, hire of vehicles instead of
purchase, use of existing assets and contingency stocks etc).

The budget should be presented under the following headings:
Sub-budget A: Supplies and materials for direct distribution to

project beneficiaries, or use in project area, identified under
sectors.

Sub-budget B: Non-personnel costs of project.

Sub-budget C: Personnel remuneration including salaries and
allowances, fees, insurance and other employment costs (details
in footnote).

Sub-budget D: Personnel support costs.

Sub-budget E: Other costs that cannot be categorised under the
above headings.

Sub-budget F: Agency management support including monitoring
and reporting. This will not normally exceed 7% of the total of A to
E; higher proportions should be justified in a footnote on basis of
itemised actual costs.

Sub-budget G: Contingency. This will not normally be necessary;
under exceptional circumstances to do with the complexity of the
project's working environment, a proportion not exceeding 5% of
the total of A to E may be permitted, justified in a footnote.

It is requested that the budget be presented in a standard table in the following
format. Indicate (line J) contributions from the agency itself or other donors
including whether these have been requested or confirmed, and whether these
are tied to particular line items. Indicate in the footnote to line K if the support
requested from DFID is for the project as a whole, or for specific line items. For
phased projects, indicate in a separate table, when funds will be required for
particular components.

For multi-year projects, additional columns for each year with indicative figures
for each sub-budget should be included. Disbursements for second and
subsequent years will be subject to detailed budgets and workplans for that year
being submitted to DFID.




Budget/ Items (those listed are Unit No. of In-country | Off-shore Total £)
footnote examples - only sub-headers | cost units costs (£) costs (£)
reference are mandatory)
Al Health
A2 Water/sanitation
A3 Food
Ad Agriculture
A5 Shelter
A6 Household items
A7 Blankets/clothes
A8 Others (specify)
Sum A SUPPLIES/MATERIALS
Bl Procurement
B2 Transport
B3 Storage/security
B4 Office
B5 Others (specify)
Sum B NON-PERSONNEL
C1 In-country locally engaged In-
Cc2 country expatriate
c3 Off-shore project staff *
C4 Others (specify)
Sum C PERSONNEL
D1 Staff subsistence/housing
D2 Staff vehicles
D3 Staff travel Communications
D4 Others (specify)
D5
PERSONNEL SUPPORT
Sum D
Other costs not included
above (specify)
Sum E OTHERS
Sum F AGENCY MANAGEMENT
SUPPORT
Sum G CONTINGENCY
H TOTAL PROJECT COST
Contributions from
J1 -Agency
J2 -Other donors (specify)
K REQUESTED FROM DFID

! This refers to staff, such as logisticians, who work in direct support of the

project, but who may be located in third countries.




Sample Budget Sheet for OFDA Funding

(Note: Categories should be individually tailored according to specifics for each proposals.)

PROJECT TITLE
NGO NAME
COUNTRY/REGION
Objective One: Health Objective Two: WASH TOTAL COSTS
Unit (Days, Mos.,
Object Class Category Qty Trips, Etc.) Unit Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$)
1.1 Field Staff
Expatriates
Program Manager 1 Months $ 3,500 6 $ 21,000 6 $ 21,000 12 $ 42,000
Program Officer 1 Months $ 3,000 6 $ 18,000 6 $ 18,000 12 $ 36,000
Medical Officer 1 Months $ 2,500 12 $ 30,000 0 $ - 12 $ 30,000
Wat/San Officer 1 Months $ 2,500 0 $ - 12 $ 30,000 12 $ 30,000
Country Director 1 Months $ 5,000 1 $ 5,000 0.5 $ 2,500 1.5 $ 7,500
Country Financial Officer 1 Months $ 4,000 1 $ 4,000 0.25 $ 1,000 1.25 $ 5,000
SUBTOTAL: Expatriate Field Salaries 26 $ 78,000 24.75 $ 72,500 50.75 $ 150,500
Local Staff
Deputy Program Manager 1 Months $ 500 $ - $ - 0 $ -
Nurses 5 Months $ 300 60 $ 18,000 $ - 60 $ 18,000
Wat/San Engineer 4 Months $ 350 $ - 48 $ 16,800 48 $ 16,800
Project Accountant 1 Months $ 250 3 $ 750 3 $ 750 6 $ 1,500
Drivers 4 Months $ 150 24 $ 3,600 24 $ 3,600 48 $ 7,200
SUBTOTAL.: Local Field Staff 87 $ 22,350 75 $ 21,150 162 $ 43,500
1.1 SUBTOTAL: Field Staff 113 $ 100,350 99.75 $ 93,650 212.75 $ 194,000
1.2 Headquarters Staff
Project Coordinator 1 Months $ 3,000 1 $ 3,000 1 $ 3,000 2 $ 6,000
Protection/Security Specialist 1 Months $ 5,000 0.5 $ 2,500 0.5 $ 2,500 1 $ 5,000
M&E Specialist 1 Months $ 4,000 0.25 $ 1,000 0.25 $ 1,000 0.5 $ 2,000
1.2 SUBTOTAL: HQ Staff 1.75 $ 6,500 1.75 $ 6,500 3.5 $ 13,000
TOTAL: SALARIES $ 106,850 $ 100,150 $ 207,000
Expatriate Staff @ X% percent 35% 81,000 $ 28,350 81,000 $ 28,350 162,000 $ 56,700
Local Staff @ X% percent 10% 76,000 $ 7,600 54,000 $ 5,400 130,000 $ 13,000
Headquarters Staff @ X% percent 25% 28,850 $ 7,213 27,650 $ 6,913 56,500 $ 14,125
TOTAL: FRINGE BENEFITS $ 43,163 $ 40,663 $ 83,825
Doctors (Volunteers) 2 Months $ 10,000 $ - $ - 0 $ -
Hydrologist (Consultant) 1 Months $ 6,000 $ - 2 $ 12,000 2 $ 12,000
Laborers (Cash for Work) 200 Days $ 10 $ - 6,000.00 $ 60,000 6,000.00 $ 60,000
TOTAL: NON-EMPLOYEE LABOR 0 $ = 6,002 $ 72,000 6,002 $ 72,000

International and Regional Air Travel

Program Manager RT $ 2,000 0.5 $ 1,000 0.5 $ 1,000 1 $ 2,000
Medical Officer RT $ 2,000 1 $ 2,000 $ - 1 $ 2,000
Wat/San Officer RT $ 2,000 $ - 1 $ 2,000 1 $ 2,000
Country Director RT $ 2,000 1 $ 2,000 0.04 $ 80 1.04 $ 2,080
Country Financial Officer RT $ 2,000 $ - 0.02 $ 40 0.02 $ 40
Project Coordinator (HQ) RT $ 2,000 0.5 $ 1,000 0.5 $ 1,000 1 $ 2,000
Protection /Security Officer (HQ) RT $ 2,000 0.5 $ 1,000 0.5 $ 1,000 1 $ 2,000
4.1 - SUBTOTAL.: International/Regional Air Travel 3.5 $ 7,000 2.56 $ 5,120 6.06 $ 12,120
In-Country Air Travel
Program Manager RT $ 500 2 $ 1,000 2 $ 1,000 4 $ 2,000
Medical Officer RT $ 500 4 $ 2,000 $ - 4 $ 2,000
Wat/San Officer RT $ 500 1 $ 500 4 $ 2,000 5 $ 2,500
Country Director RT $ 500 0.5 $ 250 0.5 $ 250 1 $ 500
Country Financial Officer RT $ 500 0.5 $ 250 0.5 $ 250 1 $ 500
4.2 — SUBTOTAL: In-Country Air Travel 8 $ 4,000 0.5 $ 3,500 8.5 $ 7,500
International/Regional Per Diem
Program Manager Days $ 200 2 $ 400 2 $ 400 4 $ 800
Medical Officer Days $ 200 2 $ 400 2 $ 400 4 $ 800
Wat/San Officer Days $ 200 2 $ 400 2 $ 400 4 $ 800
Country Director Days $ 200 0.16 $ 32 0.16 $ 32 0.32 $ 64
Country Financial Officer Days $ 200 0.08 $ 16 0.08 $ 16 0.16 $ 32
Project Coordinator (HQ) Days $ 200 2 $ 400 2 $ 400 4 $ 800
Protection/ Security Officer (HQ) Days $ 200 2 $ 400 2 $ 400 4 $ 800
4.3 — SUBTOTAL.: International/Regional Per Diem 8.24 $ 2,048 8.24 $ 2,048 16.48 $ 4,096
4.4 In-Country Per Diem
Program Manager Days $ 150 6 $ 900 6 $ 900 12 $ 1,800
Medical Officer Days $ 150 12 $ 1,800 $ - 12 $ 1,800
Wat/San Officer Days $ 150 $ - 12 $ 1,800 12 $ 1,800
Country Director (.08 FTE total) Days $ 150 0.48 $ 72 0.48 $ 72 0.96 $ 144
Country Financial Officer (.04 FTE total) Days $ 150 0.24 $ 36 0.24 $ 36 0.48 $ 72
4.4 - SUBTOTAL: In-Country Per Diem 18.72 $ 2,808 18.72 $ 2,808 37.44 $ 5,616
In-Country Ground Transportations
Nurses 5 km 0.4 96,000 $ 38,400 $ - 96,000 $ 38,400
Wat/San Engineers 4 km 0.4 $ - 96,000 $ 38,400 96,000 $ 38,400
Logistics Specialist km 0.4 2,000 $ 800 2,000 $ 800 4,000 $ 1,600
4.5 — SUBTOTAL: In-Country Ground Transportations 98,000 $ 39,200 98,000 $ 39,200 196,000 $ 78,400
TOTAL: TRAVEL, PER DIEM & TRANSPORT $ 99,060 | $ 46,550 $ 93,100

Appendix 1.e Budget Template Sample 4 - USAID-OFDA Detailed Budget FY2014.xlsx



Sample Budget Sheet for OFDA Funding
(Note: Cateqgories should be individually tailored according to specifics for each proposals.)
PROJECT TITLE
NGO NAME
COUNTRY/REGION
Objective One: Health Objective Two: WASH TOTAL COSTS
Unit (Days, Mos.,
Object Class Category Qty Trips, Etc.) Unit Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$)
5.1 Housing
Program Manager Months $ 1,000 6 $ 6,000 6 $ 6,000 12 $ 12,000
Program Officer $ 1,000 6 $ 6,000 6 $ 6,000 12 $ 12,000
Medical Officer $ 1,000 12 $ 12,000 0 $ - 12 $ 12,000
Wat/San Officer $ 1,000 0 $ - 12 $ 12,000 12 $ 12,000
Country Director $ 1,000 0.5 $ 500 0.5 $ 500 1 $ 1,000
Country Financial Officer $ 1,000 0.25 $ 250 0.25 $ 250 0.5 $ 500
5.1 — SUBTOTAL: Housing 25 $ 24,750 25 $ 24,750 50 $ 49,500
5.2 Danger Pay
Expatriate Field Staff Field Salaries 15% 72,500 $ 10,875 72,500 $ 10,875 145,000 $ 21,750
HQ Staff Field Salaries 15% 4,250 $ 638 4,250 $ 638 8,500 $ 1,275
Non-Employee Expat Labor (Excludes
Laborers) Field Salaries 15% $ - 12,000 $ 1,800 12,000 $ 1,800
5.2 - SUBTOTAL: Danger Pay 76,750 $ 11,513 88750 $ 13,313 165,500 $ 24,825
TOTAL: OVERSEAS ALLOWANCES 76,775 $ 36,263 88,775 $ 38,063 165,550 $ 74,325
Pharmaceuticals* 1 $ 25,000 $ - 1 $ 25,000
Medical Supplies* Months $ 500 12 $ 6,000 $ - 12 $ 6,000
Medical Equipment* Months $ 300 12 $ 3,600 $ - 12 $ 3,600
Construction Materials $ - $ 50,000 0 $ 50,000
Blankets each $ 7 500 $ 3,625 $ - 500 $ 3,625
IEC Materials pamflet $ 0.10 2,500 $ 250 2,500 $ 250 5,000 $ 500
Water Purification Supplies Months $ 200 $ - 12 $ 2,400 12 $ 2,400
Boreholes 4 Borehole $ 10,000 $ - 4 $ 40,000 4 $ 40,000
TOTAL: PROGRAM SUPPLIES 3,025 $ 38,475 $ 92,650 $ 131,125
Office Rent 1 Months $ 1,000 6 $ 6,000 6 $ 6,000 12 $ 12,000
Office Supplies Months $ 200 6 $ 1,200 6 $ 1,200 12 $ 2,400
Office Utilities Months $ 300 6 $ 1,800 6 $ 1,800 12 $ 3,600
Communications Months $ 500 6 $ 3,000 6 $ 3,000 12 $ 6,000
Warehouse Rent Months $ 200 6 $ 1,200 6 $ 1,200 12 $ 2,400
Security Months $ 250 6 $ 1,500 6 $ 1,500 12 $ 3,000
Computer, Printer, Peripherals 2 Each $ 2,000 1 $ 2,000 1 $ 2,000 2 $ 4,000
Vehicle Fuel 3 Liters 0.6 1,800.00 $ 1,080 1,800.00 $ 1,080 3,600.00 $ 2,160
Vehicle Maintenance & Spares 2 Months $ 200 12 $ 2,400 12 $ 2,400 24 $ 4,800
Vehicle Insurance 2 Months $ 300 12 $ 3,600 12 $ 3,600 24 $ 7,200
SUBTOTAL: Office Operation Costs $ 23,780 $ 23,780 0 $ 47,560
Transport of Goods
Truck Rental 1 Days $ 200 30 $ 6,000 30 $ 6,000 60 $ 12,000
Truck Fuel Liters 0.6 1,000.00 $ 600 1,000.00 $ 600 2,000.00 $ 1,200
Truck Insurance Days $ 25 30 $ 750 30 $ 750 60 $ 1,500
SUBTOTAL: Transport of Goods 1,060 $ 7,350 1060 $ 7,350 2120 $ 14,700
TOTAL: OTHER DIRECT COSTS $ 23,780 $ 23,780 $ 47,560
8.1 Nurses - CTC
Regional Travel 5 RT $ 500 5 $ 2,500 $ - 5 $ 2,500
Regional Per Diem 5 Days $ 150 25 $ 3,750 $ - 25 $ 3,750
Registration Fee 5 Fee $ 250 5 $ 1,250 $ - 5 $ 1,250
8.1 - SUBTOTAL - Nurses 15 $ 900 35 $ 7,500 0 $ - 35 $ 7,500
8.2 Wat/San Engineers - Hygiene
Workshops 4 $ 500 $ - 4 $ 2,000 4 $ 2,000
Training Material. 4 $ 150 $ - 20 $ 3,000 20 $ 3,000
Transportation 4 $ 250 $ - 4 $ 1,000 4 $ 1,000
8.2 — SUBTOTAL: Wat/San Engineers 0 $ - 28 $ 6,000 28 $ 6,000
TOTAL: BENEFICIARY TRAINING 0 $ 7,500 28 $ 6,000 28 $ 13,500
Project Sites 2 1 sign/gate $ 100 1 $ 100 1 $ 100 2 $ 200
Vehicles 2 Large Labels $ 50 1 $ 50 1 $ 50 2 $ 100
Vehicle Spares Small Labels 0.5 50 $ 25 50 $ 25 100 $ 50
Office Signs $ 100 0.5 $ 50 0.5 $ 50 1 $ 100
Office Equipment Small Labels 10 $ - 10 $ - 20 $ -
Pharmaceut-icals Small Labels 100 $ - $ - 100 $ -
Medical Equipment Small Labels 16 $ - $ - 16 $ -
Latrine Sites Signs $ 100 $ - 1 $ 100 1 $ 100
Water Purification Chemicals Small Labels $ - 96 $ - 96 $ -
Borehole Sites Small Signs $ 100 $ - 1 $ 100 1 $ 100
TOTAL: USAID BRANDING AND MARKING $ 225 161 $ 425 161 $ 161
Sub-Grant to Local NGO Sub-Partner for
Beneficiary Training (see attached detailed
budget and budget narrative) $ 196,008 $ 186,008 0 $ 382,016
Small Grants for Community Projects 20 | Small Sub-Grants | $ 500 20 $ 10,000 $ . 20 $ 10,000
TOTAL: CONTRACTUAL/SUB-AWARDS $ 353,473 4,390 $ 423,548 4,390 $ 777,021
Generator(s) 2 Each $ 5,000 1 $ 5,000 1 $ 5,000 2 $ 10,000
Vehicle Purchase 2 Each $ 30,000 1 $ 30,000 1 $ 30,000 2 $ 60,000
TOTAL: EQUIPMENT 2 $ 35,000 2 $ 35,000 4 $ 70,000

TOTAL DIRECT COSTS

644,728

878,828

$ 1,570,617

Appendix 1.e Budget Template Sample 4 - USAID-OFDA Detailed Budget FY2014.xlsx



Sample Budget Sheet for OFDA Funding
(Note: Categories should be individually tailored according to specifics for each proposals.)

PROJECT TITLE
NGO NAME
COUNTRY/REGION
Objective One: Health Objective Two: WASH TOTAL COSTS
Unit (Days, Mos.,
Object Class Category Qty Trips, Etc.) Unit Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$) No. of Units Amt (US$)

Approved/Applicable NICRA (@13%) 13 percent $ 83,815 $ 114,248 $ 204,180
TOTAL OFDA FUNDS REQUESTED $ 728,543 993,076 - $ 1,721,618
Cost-Share {see detailed breakdown attached (use similar budget sheet)} $ 200,000 - $ 200,000
Program Income (If earned under other awards and/or to be added to this budget) $ 100,000

$

TOTAL PROGRAM

1,028,543 993,076 $ 2,021,618

Appendix 1.e Budget Template Sample 4 - USAID-OFDA Detailed Budget FY2014.xlsx



Worksheet 1: Income Projection Worksheet

Projection to
Current Year-End

Proposed
Budget

Certain

Reasonably
Certain

Uncertain/

Possible Total

SUPPORT
Government Grants
1.

2.

3.

Foundation Grants
1.

QNG W (N

Individual Contributions
In-Kind Support
Other

1.

2.

3.

REVENUE
Contracts
1.

2.

3.

Earned Income
1.

2.

3.

Membership Fee
Interest
Total Support & Revenue

Appendix 1.f Budgeting Your Way worksheets.xls

Wksht1 Income Projection



Worksheet 2: Statement of Revenue and Expense with Budget Comparisons
For the Period Ended

Income
Grants
Government Contracts
Fees
Interest
Miscellaneous
Total Income

Expenses
Salaries
Payroll Taxes
Health Benefits
Other Benefits
Total Personnel Expenses

Audit/Acct. Fees
Equipment Lease
Insurance
Training/Education - Staff
Promotional Expenses
Consultant Fees
Program Activities
Supplies

Office Equip./Repair
Postage

Telephone
Occupancy

Public Relations
Utilities

Depreciation

Other Supplies

Total Direct Expense
before Indirect Allocation

Indirect Allocation
Total Expenses

Excess Surplus/(Deficit)

Current Month

Year To-Date

Actual

Annual
Budget

$

Budget Variance Actual Budget Variance
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -




Worksheet 3: ldentifying Your Programs

Your Organization:

Your Programs:

7.

8.

9. Fundraising

10. Administrative




Worksheet 4: Program-Based Budget

For the Period

A B C D E F
Indirect
Total Program 1 Program 2 Program 3 Fundraising Administrative
Income
1. | Grants - $ - $ - $ - $ - $ -
2. | Government Contracts -
3. | Fees -
4. | Interest -
5. | Miscellaneous -
6. |Total Income - $ - $ - $ - $ - $ =
Expenses

7. | Salaries - $ - $ - $ - $ - $ -
8. | Payroll Taxes -
9. | Health Benefits -
10] Other Benefits -
11)Total Personnel Expenses - $ - $ - $ - $ - $ -
12) Audit/Acct. Fees -
13| Equipment Lease -
14§ Insurance -
15| Training/Education - Staff -
16] Promotional Expenses -
17| Consultant Fees -
18] Program Activities -
19] Supplies -
20] Office Equip./Repair -
21| Postage -
22| Telephone -
23| Occupancy -




24) Public Relations
25] Utilities

26| Depreciation

27| Other Supplies

Total Direct Expenses
28|before Indirect Allocation

29)Indirect Allocation
30]Total Expenses

31)Excess Surplus/(Deficit)




Worksheet 5: Estimated Time Record

Staff Name and Position

Program 1

Program 2

Program 3

Fundraising

Administrative

0% Total




Program 1
Program 2
Program 3
Fundraising
Administrative

Total

Worksheet 6: Periodic Time Report

Staff Name and Position
Week Beginning , (year)

Mon Tues Wed Thur Fri Sat Sun

Total




Worksheet 7: Daily Time Report

Daily Time Report

EMPLOYEE: MONTH: (month), (year)
DATE: 1123145161789 )|10)1112)13])14]15
1617118 19020212223 24)25)26)27])28]29]30]31|TOTAL
Program 1 0
Program 2 0
Program 3 0
Fundraising 0
Administrative 0
0
0
0
0
0
0
0
Sick 0
Vacation 0
Holiday 0
TOTAL ojojojofjojogjgojogjgojojogojojgogojo 0




Worksheet 8: Salary Expenses

First enter dollars in the "Total / Dollars" column
Next enter percent in "Percent” column for each program and indirect expense

A

B

C

D

E

=

Position

Total

Program 1

Program 2

Program 3

Fundraising

Indirect
Administrative

Percent Dollars

Percent | Dollars

Percent | Dollars

Percent | Dollars

Percent | Dollars | Percent| Dollars

0%

0%

0%

0%

0%

0%

0%

RNfo|a~ W=

0%

©

0%

0%

0%

0%

oA Rl Rezd Red Reed ol Rezg Rery Revd Rozd ez Res

R Rl Rezd Red Reed Red Rezg Red Revd Rood ez Res

R Rl Rezd Red Reed ezl Rezg Rerd Rovd Rod ez Res

R Rl Rezd Red Reed el Rezg Revd Revd Rod ez Res

R Rl Rozd Red Reed Rod Rezg Revy Revd o d ez Res

13. TOTAL

#DIV/O!| $

#DIV/0!

©“
1

#DIV/0!

©
1

#DIV/0!

&
1

#DIV/0!

*

- | #DIV/0!

*




ABC - Non profit

ACTIVITY BUDGET

Name of the Activity and Country:l

Date(s) Planned for the Activity:l

|
Region:l |
|
|

Submitted by:|

Detailed
Calculations TOTAL TOTAL
(as needed) BUDGET ACTUALS Variance

1 Personnel for the activity 0 0 0
(Name)
(Name)
Hiring for the activity (Name)

2 Air transportation 0 0 0
Ticket
Fees
Visas

3 Ground transportation 0 0 0
Airport transportation
Local transportation
Car rental
Driver
Gas
Others

4 Lodging 0 0 0
Hotel fare (details as needed)

5 Meals 0 0 0
Hotel meals
Restaurant (group food)
Full per diem (out of event)
Partial perdiem (during event)

6 Miscellaneous 0 0 0
Venue and equipment rental
Materials and suplies
Copying and Printing
Communications (phone, internet)
Bank fees (transfers+currency exchange)
Vaccination
Contingencies

TOTAL BUDGET 0 0 0

5/28/2014, 1:54 PM Activity Budget template.xIsx Activity Budget



Appendix ....... Budget Explanatory Notes

ABC — Non-profit
BUDGET EXPLANATORY NOTES

2015-2017 Consolidated Budget

e ABC 2015-2017 Consolidated Budget is based on the regional budgets, designed and
calculated by year.

e Budgets are calculated in US Dollars and converted into Euros. Exchange rate applied:
1.30 US Dollars = 1 Euro.

e Each regional budget includes regional costs (outputs, personnel and office costs), plus
an allocation of the International Office’s direct costs, based on time-dedication of the
personnel to the different regions’ activities.

¢ Time dedication of the International personnel is allocated using historic data based on
the timesheets’ tracking system that ABC has implemented since 1990.

e Those indirect costs (a portion of personnel costs and office expenses) that are not
assigned directly to the activities are also proportionally allocated to each regional
budget as overhead.

Regional Activity/Output Budgets 2015-2017

e Each regional budget includes costs related to outputs which are based on the amounts
budgeted by activities (see output budgets by region).

e Although the personnel costs are budgeted separately from the outputs (see Appendix
...... ), they are later allocated by activity and output, using an estimated percentage of
time-dedication, based on historic information from previous periods/years.

Principles applied to the different cost categories

o Staff costs: ABC’s gross salaries plus benefits are included in the budgets as personnel
(program and financial/administrative). Salaries for 2015 are calculated based on the
2014 payroll. For 2016 and 2017, a xx% salary increase was included for the cross-
regional personnel to fill any gap that results from the new salary scale to be
implemented in 2015. Regional salaries will also be increased in 2015, 2016 and in 2017
to gradually reduce the gaps and/or inconsistencies with the cost of living in the
countries where ABC personnel are located. For this purpose, ABC budgets allocate an
estimated percentage to each activity/output.

o Benefits: ABC covers staff health insurance.

« Regional personnel: All time dedication of regional personnel is considered as direct
costs and is therefore impacting to all activities/outputs.

e Output/activities — other direct costs. Other direct costs include:

o Consultants: the generic term for professional service providers as needed
(writer, editor, non-recurrent facilitator, organizer, video producer, etc).

o Tickets: flight costs plus visa costs.

o Lodging: when activities require personnel and/or participants to travel from
their home.

o Meals and per diem: based on an approved policy and per diem table (by
country), but also limited by budget when necessary.



Appendix ....... Budget Explanatory Notes

o Miscellaneous: includes venue and equipment rental, ground transportation,
gas, car rental, venue, communications, material, copying and printing, among
others.

e Capital goods and equipment: The budget includes purchases of equipment
(computers) in the 2015 and 2016 budgets, for new regional personnel and to replace
old computers in the international office and in the regions.

o Office expenses: These calculations are based on historic costs plus additional costs
resulting from the increased level of operations. Those costs include: facilities, audit
costs, small equipment (cameras, video cameras, voice recorders, printers), and office
expenses (communications, transportations, courier, bank fees, office supplies,
depreciation of ABC’ equipment not charged by project, etc).

¢ Overhead or indirect cost: These calculations are based on the time-dedication from
the personnel to general management activities such as proposal writing, general
administration, and preparing reports. Those costs are allocated to each region
(including to the international office budget), based on the percentage of time dedicated
to each region. For this purpose, ABC bases the calculations on the time reported by
each employee.

e Contingencies: An approximate 4% contingency for currency fluctuation was included
in the budget, based on historic records, to cover possible future variations of Euro
versus US Dollars.



0’0

LICHK 4
*:%%+* FOUNDATION
* CENTER

Knowledge to build on.

Online Grant Applications and Reporting:
Practical Wisdom and Recommendations
for Grantmakers

IN THE WORDS OF A GRANTSEEKER

Executive Summary

As online technologies continue to proliferate, the adoption and adaptation of these new tools continue to
reinvent standards and procedures across fields. The field of philanthropy has seen a recent rise in the
volume of online application and reporting procedures, a trend that seems likely to accelerate in the
future. At the request of The Ford Foundation, The Foundation Center conducted a content analysis of its
donors’ current online application and reporting requirements. This analysis offers an overview and
comparison of online application and reporting requirements and structures, and highlights the technical
and structural challenges frequently encountered by the Center’s fundraising staff when completing these
requirements. Our report concludes with recommendations for best practices in online system design and
proposes solutions to help grantmakers streamline their application and reporting process.

Sample characteristics: Each year, the Foundation Center completes grant applications and progress,
evaluation, and financial reports for 500+ foundations, of which approximately 87 utilize an
electronic/online format. Of these 87 foundations, 68% are independent foundations; 22% are corporate
and operating foundations; and 10% are community foundations and grantmaking public charities. Their
assets range from $40,000 to $34 billion, and annual giving amounts range from $3,000 to $3 billion.
This report presents a case study drawn from analysis of a representative sample of 66 applications and
66 reports that the Foundation Center completed for these donors during the past two years. First, we
created two independent checklists—one for applications and one for reports—and then coded each
checklist according to 70+ variables that were clustered around nine essential features: background
information, grant beneficiaries, grant purpose, activities and outcomes, evaluation, board member
engagement, financial information with a blank space provided for “other” observations.

Findings: Out of the grant application sample (n=66), 23 foundations accepted straightforward web-based
application forms; 16 foundations made application forms available as electronic documents with the
option of e-mailing the application; 13 foundations provided a “download-and-snail-mail” structure;

and 14 foundations did not specify a preferred submission format. Overall, the Foundation Center found
that the quantity and quality of instructional information and assistance for grantseekers was poor, and
vast differences and inconsistencies in procedures, questions, and requirements presented challenges
that increased the administrative demand placed on nonprofit staff. Requests related to the target
population served, the purpose of the funding, and financial information, specifically, presented the most
problematic challenges.



In the report sample, while 66 reports altogether were reviewed, there were 36 reports for which question
scorings could be applied based on the 70+ variables selected for the analysis (approximately

29 foundations accepted generic annual reports via electronic format, and one report consisted of a
generic narrative and a special financial report). Requirements tended to be more open-ended than those
noted in grant applications: for example, 43% (n=29) of the foundations accepted an electronic version of
the Foundation Center’s Annual Report as fulfilling requirements for its grant report. Most specific report
forms requested information about what was accomplished during the reporting period. As noted in our
grant application sample, results indicated a prevalence of insufficient instructions offered: only 44%
(n=16) out of the 36 sampled reports provided requirements and instructions at the beginning of the
report. Differences in how financial information and grantseeker accomplishments were reported presented
the most problematic challenges. For example, 66% (n=24) of the reports restricted financial reporting to
foundation-generated budget templates, with pre-determined requirements.

Electronic application and report forms also frequently presented a variety of technical challenges that
placed additional demands on staff time due to situations such as difficulty accessing forms, the loss of
data submitted by grantseekers, the inability to import content from other sources, and ambiguity as to
whether the submission process was successful.

Recommendations: Results of the content analysis indicated that while many foundations place
restrictions on the ratio of administrative costs to direct services, many application and reporting
requirements increase administrative demands. Questions related to diversity, as well as requirements
regarding financial reporting, seem to present significant hurdles, especially in terms of “locked”
templates, or forms that have pre-defined categories and lack space for open responses. For questions
related specifically to diversity, we would suggest that the grantmaker community work in partnership with
the grantseeker community to develop common standards for diversity information and develop action
plans that would address collecting this critical data. The adoption of common standard application and
report requirements overall could reduce administrative burdens on grantseekers and help them direct
their efforts towards mission-related work.

Our research identifies an array of commonplace variables (i.e., information frequently requested by a
majority of foundations) that can be used as a point of departure to streamline forms and to develop
common or standardized templates for the grantmaker community. As a resource, the Foundation Center
also highly recommends Project Streamline for more information about improving online application and
reporting requirements (www.projectstreamline.org). Finally—to reduce technical problems and make
formats more user-friendly—the Foundation Center recommends conducting a “test phase” that allows
existing grantees the opportunity to provide anonymous feedback before officially launching a new
electronic/online application or report form.



Introduction

The Foundation Center is pleased to present The Ford Foundation with a content analysis and summary of
its donors’ current online application and reporting requirements. This analysis offers an overview and
comparison of the respective online application and reporting requirements and structures, and highlights
the technical and structural challenges frequently encountered by its fundraising staff when completing
these requirements. Our report concludes with recommendations for best practices in online application
and reporting system design and proposes solutions to help grantmakers streamline their application and
reporting process.

Why the Foundation Center? As a grantseeker, the Foundation Center has extensive experience applying to
and partnering with diverse grantmakers—from independent, corporate, and operating foundations to
community foundations and grantmaking public charities. Each year, the Center completes over 500 grant
applications and a comparable number of complementary progress, evaluation, and financial reports. Of
the 500+ foundations, 87 utilize some form of electronic/online application or report. Our experience
completing diverse forms of electronic/online applications and reports places the Foundation Center in a
unique position to offer valuable observations and recommendations to grantmakers.

Purpose: This report presents a case study of the Foundation Center’s grantseeking experience and
provides grantmakers with practical feedback for improving grant application and reporting processes, with
the intention of advancing solutions that limit the burden placed on nonprofits and enable them to focus
resources on mission-critical activities. This report highlights critical challenges experienced and proposes
recommendations to help grantmakers streamline their application and reporting process.

Characteristics of the sample: The Foundation Center chose a representative sample of 50 applications
and 50 reports, and oversampled by 16 in each category for analytical purposes (see Figure 1 for
foundation types included). The sample was drawn from the applications and reports submitted during the
past two years to 87 Foundation Center donors that utilize electronic/online applications or reports. Of
these 87 foundations, 68% are independent foundations; 22% are corporate and operating foundations;
and 10% are community foundations and grantmaking public charities. Foundation assets range from
$40,000 to $34 billion, and annual giving amounts range from $3,000 to $3 billion.

Methodological Framework: Each foundation was assigned a number to preserve anonymity. The
Foundation Center then created two independent checklists—one for applications and one for reports—
each with 70+ variables to compare across documents. The 70+ variables were clustered around nine
essential features, including background information, grant beneficiaries, grant purpose, activities and
outcomes, evaluation, board member engagement, financial information, with a blank space for “other”
observations. The Foundation Center fundraising team then coded the entire sample of applications and

FIGURE 1. Foundation Type
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reports according to the 70+ variables for a thorough and comprehensive analysis, determined to combine
related variables. To allow for cluster comparisons, each foundation type (independent, corporate/
operating, or community/public charity) was further segmented into two different categories: one based on
total assets (lowest third, middle third, and highest third) and another based on total giving (lowest third,
middle third, and highest third). Comparisons within and between the total assets and total giving
categories, however, were statistically insignificant due to the small sample size; the results in the
following pages do not take these categories into consideration. The following data and results are
reported only in aggregate form.

Results: Grant Application

In terms of the structure of the electronic grant applications, or the “types” of forms made available via
the web, we found three variations. Out of the application sample (n=66), 23 foundations accepted
straightforward web-based application forms, where grantseekers were required to complete and submit
questions directly on the foundation’s web site (designated spaces for responses were placed after each
question). Approximately 16 foundations made application forms available as electronic documents via
e-mail or the foundation’s web site, with the option of e-mailing the application. Approximately

13 foundations provided a “download and snail-mail” structure, where application forms could be
downloaded from the foundation’s web site or via an e-mail message, completed, and then submitted in
hard copy format via postal mail. Finally, 14 foundations did not specify a preferred submission format.

Providing Preparatory Instructions for Grantseekers: Overall, the quantity and quality of instructional
information and assistance for grantseekers was poor. Only 50% (n=33) offered instructions or
requirements at the beginning of each application. Most applications did not include explicit instructions or
provide a way to contact the respective grantmaker with questions. Only 15 of the 66 sampled
applications, in fact, offered a means to contact the funder with any questions.

Commonalities and Differences Across Electronic Grant Applications: Within the sampled applications,
differences between procedures, questions, and requirements occurred far more frequently than
similarities (see Figure 2 below). Further, we found inconsistencies in application format and content even
across different departments within the same foundation. Information about the target population served,

FIGURE 2. Similarities and Differences in Requesting Information Related to
Grantseeker’s Background
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specifically, was requested in many different formats—ranging from indicators of age to race/ethnicity to
gender, geographic location, socioeconomic status, and/or sexual-orientation—each with its own set of
predefined and inconsistent sub-categories. Within our sample of applications and complementary reports
(n= 23), the Foundation Center identified 66 predefined and inconsistent categories related to diversity
(we will elaborate upon this finding in the analysis section below).

Organizational Background: Most application forms ask for basic data regarding the grantseeker’s
organizational background. Via explicit or open-ended questions, the majority requested information related
to the tax status of the grantseeker (n= 53), organizational leadership structure (n=51), organizational key
staff (n=43), special needs addressed by the grantseeker (n=37), organizational primary objectives, and
ongoing organizational activities (n=33). Less common questions requested include: geographic areas
served (n=29), organizational capacity to deliver proposed work (n=28), diversity of beneficiaries (n=23, with
15 of the 23 grantmakers predefining the category of the beneficiaries’ diversity), organizational history
(n=23), beneficiaries of services offered (n=19), the number of individuals served (population served)
(n=17), and questions related to volunteer engagement, such as reliance on volunteers and volunteer
involvement in organizational activities (n=12). The least common questions requested include: listing key
accomplishments/success of the organization (n=9), collaboration with other organizations (n=8), primary
population served (n=7), the organization’s commitment to promote diversity (n=6), overlap of services with
other organizations (n=5), challenges faced by organization in communicating with population served (n=4),
demographic and diversity of organizational staff and board (n=4, with all 4 providing predefined categories
of diversity), and unit of service cost (n=2). Figure 2-A below lists questions explicitly requested by a
grantmaker (with close-ended “yes/no” responses) or unspecified information requested through open-
ended or double-pronged questions (two questions combined).

FIGURE 2-A. Organizational Background Questions
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Purpose of Funding: Most application forms use language that assumes grantseekers are seeking funding
for a “special project”; in fact, only 39% (n=26) include language geared towards general operating
support. Predefined program/funding areas were listed in 71% (n=47) of the funding applications.
Grantseekers that potentially qualified for multiple categories were limited to one category in many cases;
many forms also excluded options for general operating support or capacity-building efforts. Figure 3 lists
purpose funding categories, frequently-asked and infrequently-asked questions, and other aggregates.

Common and Less Common Questions: Most application forms ask basic questions related to the purpose
of the grant request, outcome/impact/evaluation, and application and financial information. AlImost 100%
of the grantmakers requested information (via explicit or open-ended questions) related to the purpose of
the funding, activities, and anticipated accomplishments. Additional common questions included outcomes,
impact, and outputs (n= 51). Less common questions include evaluation methodology (n=26) and those
related to board member engagement, such as financial contribution by board members (n=4) and
frequency of board meeting and board attendance (n=3).

Letter Of Intent: Only 15% (n=10) of our sample required a letter of intent (LOI) prior to the application
submission. Of those that required an LOI, 100% utilized a formalized LOI process (in other words, the
grantseeker must be given permission to apply by the grantmaker and/or an access code must be
authorized). Funders that authorized requests for general operating support but did not provide guidelines
or options for submitting this type of request further complicated the process, making application for
funding very difficult.

FIGURE 3. Purpose, Outcomes & Evaluation, LOI, and Board Engagement
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FIGURE 4. Financial Requirements
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Financial and Sustainability Information: Only 24% (n=16) required grantseekers to complete special
budget forms, or templates provided by the grantmaker. Four of the 16 required specific information
related to subcontractors, collaboration, and direct and indirect costs (limitations apply to predetermined
percentage). Fewer required matching funds, list of top donors, and prospects to be approached for funding
(n=2, 6, and 22, respectively). Other financial measures and sustainability questions included: requests to
provide a comprehensive list of prospects, cost-cutting efforts, and balanced budget and reserves. More than
50% of the sample required grantseekers to provide a comprehensive list of current donors and/or all
donors from the past year. For aggregates, see Figure 4.

Attachments: The majority of sampled applications require additional attachments. The smallest number of
requested attachments were two (n=3), and the largest number of requested attachments was 17 (n=2).

Other Observations and Technical/Structural Barriers: We noted the following challenges:
* Few forms provide a “save and finish later” option on each screen
* Clicking the “back” button in the browser causes data to disappear in some forms

* Few forms have a “saved” or “in-progress” document, or this option is not visible the next time
the user logs in

* Few offer contact information to help the user retrieve / modify login information or address
other issues

* Many have narrow word and character restrictions that truncate text copied and pasted from
another document, thus requiring a re-write (further, some forms will truncate the text without
alerting the applicant that s/he overstepped the restricted space and that the text has been
subsequently cut)

* Many have limitations, such as formatting errors, that affect text copied and pasted from
another document, thus requiring manual re-typing

* Many do not include the option to attach supplemental documents that may provide a fuller
picture of the grantseeker’s work

* Few have clear visual cues to alert users when documents have been successfully uploaded



* Few provide receipt confirmation when the “submit” button is pressed
* Few provide a record of the submitted form available for the grantseeker’s files

* Few provide receipt confirmation or acknowledgement from the grantmaker when a
document is e-mailed

Results: Electronic/Online Reporting

Sixty-six reports altogether were reviewed (for 62 grantmakers—a few had more than one), of which

29 accepted generic annual reports via electronic format, and one report consisted of a generic narrative
and a special financial report. There are 36 reports for which question scorings could be applied based
on the 70+ variables selected for analysis. However, in several cases of our sample, data was excluded
and determined “not applicable.” Thus, some questions add up to inconsistent totals that are not equal
to 36 special reports, and others add up to inconsistent totals not equal to 66 generic and special
reports combined.

Providing Preparatory Instructions for Grantseekers: Only 44% (N=16) out of the 36 sampled reports
provided requirements and instructions at the beginning of the report, while only 22% (N=8) out of the
total provided a means to contact the grantmaker with any questions.

We examined requirement differences between departments within the same foundation (three out of the
33 sampled provided multiple grants issued by various departments within the foundation, and all three
foundations had differences in reporting requirements). Requirement differences within a foundation
tended to more commonly occur in larger foundations that operate many departments, each with its own
respective parameters and conventions.

Commonalities and Differences Across Electronic/Online Reports: As we found with the sampled
applications, differences occurred more frequently than similarities in the electronic/online reports.
Requirements, however, tended to be more open-ended than those noted in applications: For example,
43% (n=29) of the foundations accepted an electronic version of the Foundation Center’s Annual Report
as fulfilling requirements for its grant report. Most specific report forms request information about what
was accomplished during the reporting period.

FIGURE 5. Preparatory Instructions
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As per differences, information about the grantseeker’s accomplishments during the reporting period

is requested in very different ways, from a simple summary of what changed to logic models that
demonstrate inputs/outputs, and short-, medium-, and long-term outcomes. Financial forms vary widely
as well.

Organizational Background: Because questions related to an organization’s background tend to occur in
grant applications, most reports did not include questions or requirements that fit this category. The
number(s) of people served and beneficiaries of an organization’s work were more frequently asked
(n=11 and 21, respectively).

Purpose of Funding: Approximately 100% of the sampled reports requested information about
accomplishments achieved. Similarly, most requested information about whether or not the purpose was
achieved. The majority also requested information related to activities, indicators, milestones of success,
evaluation methodology, as well as challenges faced by the funded organization and lessons learned. Fewer
requested information about recommended best practices and even fewer requested short, intermediate,
and long-term outcomes. Please see Figure 6, below.

Financial Information: This analysis revealed two prominent patterns that are critical for grantmaker
consideration: first, 66% (n=24) of the reports restricted financial reporting to foundation-generated budget
templates, with pre-determined requirements; second, most requested information about efforts to ensure
financial sustainability for the funded project/organization. Fewer reports required lists of donors or top
donors, which is understandable given that this information was typically requested during the application
stage. Figure 7 contains financial information aggregates.

Summaries and Conclusions of Electronic/Online Reporting:

* Electronic/online reporting requirements tend to be more open-ended than those for
applications; 43% of the foundations in the report sample accepted an electronic version of
the Foundation Center’'s Annual Report as a report on its grant

* Organizational Background: Information regarding the number(s) of people served and
beneficiaries of an organization’s work was more frequently requested

FIGURE 6. Purpose of Funding
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FIGURE 7. Financial Information-Electronic and Online Reporting
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* Purpose of Funding: Approximately 100% of the sampled reports requested information about
accomplishments achieved; similarly, most requested information about whether or not the
purpose was achieved; the majority also requested information related to activities, indicators,
milestones of success, evaluation methodology, as well as challenges faced by the funded
organization and lessons learned

* Requests related to the grantseeker’s accomplishments during the reporting period were
common. This, however, presented a challenge because it was requested in a variety of different
formats, ranging from a simple summary of demonstrated changes to logic models that
enumerate inputs/outputs and short-, medium-, and long-term outcomes

* Fewer grantmakers requested information about recommended best practices and even fewer
requested short, intermediate, and long-term outcomes

* Financial Information: Financial forms vary widely, but two prominent patterns emerged as
critical for grantmaker consideration: first, many reports restricted financial reporting to
foundation-generated budget templates, with pre-determined, “locked” requirements (i.e., the
form does not allow for edits or changes of any type, including the creation of new categories or
additions of footnotes, etc.); second, many reports requested information about efforts to
ensure financial sustainability for the funded project/organization.

Summaries, Conclusion, and Recommendations

It is important to note that while many foundations place restrictions on the ratio of administrative costs to
direct services (with some foundations that will actually not fund an organization whose administrative
costs exceed a specified percent of the total organizational budget), many application and reporting
requirements increase administrative demands. For example, most foundations restricted financial
reporting to pre-made, foundation-generated budget templates. One strategy that like-minded grantmakers
may adopt is a common financial template, thus reducing the burden on funded organizations having to
report by using various templates. The adoption of common standard application and report requirements
overall could reduce administrative burdens on grantseekers and direct their efforts towards mission-
related work. In this report, the Foundation Center identified variables that the majority of grantmakers’
applications and reports commonly request. These variables can be used as a point of departure to
streamline application and reporting format to a more common or standardized template that a majority of
grantmakers would find acceptable.



Another critical observation that we would like to highlight is the various requests for data intended to
capture information related to diversity. Information about the diversity of the grantseeker’s target
population served, beneficiaries, and board and staff, specifically, is requested in many different formats—
ranging from indicators of age to race/ethnicity to gender, geographic location, socioeconomic status, and/or
sexual-orientation—each with its own set of predefined and inconsistent sub-categories. Within our sample
of applications and complementary reports, the Foundation Center identified 66 predefined and
inconsistent categories related to diversity. In the face of imbalances in allocating funding to and serving
communities that are inclusive of all diversity, we recognize the importance of responding to these
questions on applications for funding and on reports. We commend grantmakers that are committed to the
preservation and promotion of cultural diversity, which is essential to sustainable human development.
From this perspective, we would suggest that the grantmaker community work in partnership with the
grantseeker community to develop common standards for diversity information and develop action plans
that would address collecting this critical data using reliable and valid standards and methods.

Based upon our research, we offer the following additional recommendations:

* Avoid ambiguous terminology or jargon that may cause confusion for people outside of
the foundation

* Use inclusive terminology for the type of request (general operating as well as special
project support)

* Provide clear instructions for form completion
* Provide contact information for questions about procedural/technical issues

* Use an automated function to immediately acknowledge receipt of submitted documents
and/or acknowledge emails promptly

* Make application and report form questions as open-ended as possible to capture the full range
of efforts and types of organizations eligible for support

* Make word/character limits as generous as possible; furthermore, “word limits” give the
grantseeker a bit more leeway than “character limits,” which force applicants to format and
punctuate their narratives in odd ways

* Provide an outlet for grantseekers to upload or include additional comments or attachments

* Consider whether the amount of effort and expertise required to complete the application or
report is appropriate to:

— the scale of effort proposed/undertaken
— the amount of funding sought/awarded
— the level of grantseeking skill of an applicant

In other words, are labor-intensive requirements (e.g., evaluation project and long-term impact as a
result of funding, unit cost, logic model/theory of change, long forms, multiple attachments, etc.)
disproportionate to the grant amount, organizational size, or project complexity of the effort to

be funded?

* Before officially launching a new electronic/online application or report form, consider allowing
existing grantees the opportunity to provide anonymous feedback

As a resource, we also recommend that grantmakers review Project Streamline for more information about
improving online application and reporting requirements (www.projectstreamline.org).

The Foundation Center’s Staff Experience: Collectively, more than 75 years of fundraising and grantmaking experience was utilized
to inform the analysis and recommendations in this report. Our staff have a comprehensive slate of fundraising and grantmaking
experience, including experience in national, U.S. regional, and international sectors; government; private and public foundation;
and major gift and corporate fundraising. For more information on this project contact Nancy Albilal, vice president for development:
(212) 708-3624; rna@foundationcenter.org
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Calculating the Economic Impact of Volunteers

How does one put an economic value on the time volunteers (http://www.pointsoflight.ora) give to
an organization? Traditionally volunteer time (http://www.pointsoflight.ora) has been estimated
using a single dollar value for all types of volunteering. The Value of Volunteer Time, which is
updated annually, is made available by _Independent Sector
(http://www.independentsector.org/volunteer time) . The current Independent Sector rate is $22.14
per hour (2012).

Use of a single value assumes that all volunteers are doing jobs that are of equal value.
However, it can easily be shown that this is not true when considering the potential cost of
replacing a volunteer with paid staff. A volunteer performing a professional task such as
accounting is worth more in the market place than that same volunteer
(http://www.pointsoflight.orq) doing gardening.

How, then, can a realistic economic value be put on volunteer time? By putting a value in
what volunteers do at the task level.

The Economic Impact Of Volunteers Calculator created by Points of Light
(http://www.pointsoflight.ora) makes this possible. It estimates the appropriate wage rate for
volunteer time based on what the person does, the value of specific tasks according to market
conditions as reported by the US Department of Labor. Organizations can use the Calculator to
determine the value of the time their volunteers give doing a wide variety of volunteer jobs

(http://www.pointsoflight.orq) .

To use the calculator, search for the job description using the drop-down box. Then enter the
number of hours given by all volunteers performing that particular task. Repeat this task until
all volunteer positions have been entered. The system automatically calculates the totals for
each job category and for the total across all volunteer johe

Economic Impact of Volunteers Calculator

| Search job ti I | Show all job titles |

Purchasing Managers I
Transportation, Storage, and Distribution Managers

Compensation and Benefits Managers

Human Resources Managers

Training and Development Managers

Farmers, Ranchers, and Other Agricultural Managers

Construction Managers

General and Operations $45.88 $5.51 10 $513.86
Managers

http://mww.handsonnetwork org/tools/volunteercalculator ?
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Independent Sector's Value of Volunteer Time SECTORIMPACT

CHARTING IMPACT
National Value of Volunteer Time

VALUE OF VOLUNTEER TIME
National Volunteer Week

The estimated value of volunteer time for 2013 is $22.55 per hour.

The estimate helps acknowledge the millions of individuals who dedicate their time, talents, and energy to making a

difference. Charitable organizations can use this estimate to quantify the enormous value volunteers provide. SCOPE OF THE SECTOR

According to the Corporation for National and Community Senice, about 64.5 million Americans, or 26.5 percent of

THE SECTOR'S ECONOMIC
the adult population, gave 7.9 billion hours of volunteer service worth $175 billion in 2012." For the latest IMPACT

information, please see www.volunteeringinamerica.gov.

WHAT IS A NONPROFIT?

For more information on the economic impact of nonprofits by state, please visit our state profiles portal.

State Values for Volunteer Time

Value of a Volunteer Hour, by State: 2013

Alabama: $20.50 lllinois: $24.08 Montana: $19.64 Rhode Island: $23.53
Alaska: $26.50 Indiana: $21.56 Nebraska: $20.13 South Carolina: $20.15
Arizona: $22.52 lowa: $20.93 Nevada: $19.05 South Dakota: $19.04

Arkansas: $18.93
Califomia: $26.34
Colorado: $25.10
Connecticut: $26.43
Delaware: $20.29
D.C.: $38.69
Florida: $21.24
Georgia: $22.25
Hawaii: $22.16
Idaho: $19.92

Kansas: $20.88
Kentucky: $19.68
Louisiana: $22.13
Maine: $20.10
Maryland: $25.43
Massachusetts: $27.00
Michigan: $22.13
Minnesota: $24.31
Mississippi: $19.35
Missouri: $21.17

New Hampshire: $22.86
New Jersey: $25.33
New Mexico: $19.77
New York: $26.45

North Carolina: $21.04
North Dakota: $23.92
Ohio: $21.40
Oklahoma: $20.88
Oregon: $21.35

Pennsylvania: $21.94

Tennessee: $20.13
Texas: $23.40

Utah: $22.65
Vermont: $21.65
Virginia: $24.49
Washington: $26.72
West Virginia: $19.76
Wisconsin: $21.78
Wyoming: $23.16

Learn more about these figures, including how they are calculated and how nonprofit organizations often use them, at the bottom of the

bage.

History of the Dollar Value of a Volunteer Hour: 1980 - 2013

1980: $7.46 1992: $12.05 2003: $17.19
1981: $8.12 1993: $12.35 2004: $17.55
1982: $8.60 1994: $12.68 2005: $18.04
1983: $8.98 1995: $13.05 2006: $18.77
1984: $9.32 1996: $13.47 2007: $19.51
1985: $9.60 1997: $13.99 2008: $20.25
1986: $9.81 1998: $14.56 2009: $20.85
1987: $10.06 1999: $15.09 2010: $21.36
1988: $10.39 2000: $15.69 2011: $21.79
1989: $10.82 2001: $16.27 2012: $22.14
1990: $11.41 2002: $16.74 2013: $22.55
1991: $11.76

https://mww.independentsector.org/volunteer_time
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Project/Grant Budget Case Study

Center for Organizational Development (COD) Non-profit: Online Training Project

Background and Information — Part One

The Online Training Project (OTP) is a program of Center for Organizational Development (COD) set to launch
next year for a period of 12 months. OTP is based on a program run by other partner organization for at least
five years with very successful results. COD is a legally registered non-profit organization.

The OTP is a program that intends to deliver and facilitate training to staff of partner’s organizations which
receive funds from COD. It is meant to focus, but not limited, to women who have limited or no
experience/knowledge in preparing programmatic and financial information to donors: presenting proposals
and producing required reports.

One consultant and one staff will facilitate the learning sessions and both will need back office support from
two members of COD’s staff to deal with the internet connections, surveys and general communications,
among others. Each consultant will facilitate 4 learning sessions and we anticipate the program will have 25
participants. Another consultant will be hired to conduct a post-program evaluation.

The Knowledge Coordinator, Anna B, will be responsible for outreach to the partner organizations to get a list
and select the participants who are required to have a personal computer and internet connection. The
reading material will be provided by email.

The Executive Director, Hope G, will provide an overall advice to the project; however, because besides
overseeing the administration and fundraising activities, she is managing the three other main programs at
COD, she will have an involvement of just 15% of her time. The designated Project Manager and one of the
facilitators, as well, will be Robin L. She will interface with the two consultants, manage the outreach to the
partner’s organizations and be the primary facilitator.

It is estimated that four other employees at COD which will be involved in the project:
o Two as technical support dedicating 50% of their time.
e One administrative assistant dealing also with project bookkeeping with direct involvement of just
10% of her time.
e The Finance Director who will also dedicate 5% of her time providing advice while the team produces
the budget and financial report.

There is a volunteer who will support as facilitator assistant and one intern who will support with the
communications, and preparing surveys and gathering the results.

The indirect costs rate or overhead for the organization runs about 18% of the direct program costs.

You are Robin L. and, as the Project Manager, you will need to prepare the budget. Start asking yourself
what you need to know.



Checklist of what you need to know to prepare the budget - Template

1. How many partner’s organizations will be benefiting from this learning project

2. List of the employees who will be included in the budget

Name Title

3. What other services you will need (consultants, interns, volunteers)?

Name Title

4. List all other direct costs that need to be included in the budget

Description Estimated Cost $

5. s the project going to receive in-kind donations? What is the value and how you will calculate it?

Description Estimated Value $

6. How will you calculate the overhead?

7. What else you will need to know about the budget?




Center for Organizational Development (COD)
Budget for the Online Training Project

Support: TOTALS $
|Total Secured Income S -
|Amount Still to Raise S -
Costs:

Personnel Costs (Salaries, Taxes and Benefits):

Total Personnel Costs S -

Other than Personnel Costs:

Total Non-Personnel Costs

Total Direct Costs

Total Indirect Costs / Overhead I:l

wn| v un wn
'

|Total Costs

Budget Narrative

(1)



Checklist of what you need to know to prepare the budget —Filled out with Part One
1. How many partner’s organizations will be benefiting from this learning project

5 partners organizations, 5 participants from each one.

2. List of the employees who will be included in the budget

Name Title Annual Cost$ | % to Project Project Cost $
Robin L. Project Manager & Facilitator 1
Hope G. Executive Director
Anna B. Knowledge Coordinator
Paola M. Program Assistant
Rita N. Program Assistant
Diana K. Finance Director
Sofia D. Administrative Assistant

3. What other services you will need (consultants, interns, volunteers)?

Name Title Number of Hours | Hourly Cost Total Cost $
Fanny T. Consultant — Facilitator 2
Esther B. Evaluation Consultant
Victoria J. Volunteer — Facilitator Assistant
Ines P. Intern — Program Assistant

4. List all other direct costs that need to be included in the budget

Description Details Total Costs $

Internet connections

Online platform

Telephone

Miscellaneous costs

5. Isthe project going to receive in-kind donations? What is the value and how you will calculate it?

Description Details Estimated Value $

Volunteer - Facilitator

6. How will you calculate the overhead?

18% of total direct costs. To be calculated at the end.

7. What else you will need to know about the budget?

Expenses: Staff’s salaries, time dedication of Knowledge Coordinator, consultants’ costs per hour, value of
other direct costs. Income: value of in-kind donations, income sources, other than in-kind donations.




Information — Part Two

The staff’s payroll is as follows:

Name Title Annual Cost $
Robin L. Project Manager & Facilitator 1 28,000
Hope G. Executive Director 40,000
Anna B. Knowledge Coordinator 25,000
Paola M. Program Assistant 18,000
Rita N. Program Assistant 15,000
Diana K. Finance Director 30,000
Sofia D. Administrative Assistant 15,000

The Project Manager will dedicate 100% of her time to the OTP while the Knowledge Coordinator just 50%.

The facilitation consultant will charge an hourly rate of $90 and will use total 80 hours (20 hours per session).
The facilitation assistant will donate her time to the project and the value of her hourly work is $50 and she
will use 10 hours per session. The evaluation consultant’s fees are $4,000. The intern is paid a stipend of
$300 per month.

The other direct costs are:

Internet connections - $400 per month

Online platform - $7,000 one time plus $200 per session
Telephone - $150 per month

Miscellaneous costs - $1,200

Women’s Right Foundation, a current COD’s donor will contribute with $60,000, from which, $10,000 is for
overhead.



Finalized Checklist —Filled out with Parts One and Two

1. How many partner’s organizations will be benefiting from this learning project

5 partners organizations, 5 participants from each one.

2. List of the employees who will be included in the budget

Name Title Annual Cost$ | % to Project Project Cost $
Robin L. Project Manager & Facilitator 1 28,000 100% 28,000
Hope G. Executive Director 40,000 15% 6,000
Anna B. Knowledge Coordinator 25,000 50% 12,500
Paola M. Program Assistant 18,000 50% 9,000
Rita N. Program Assistant 15,000 50% 7,500
Diana K. Finance Director 30,000 5% 1,500
Sofia D. Administrative Assistant 15,000 10% 1,500

Total Costs 66,000
3. What other services you will need (consultants, interns, volunteers)?

Name Title Number of Hours | Hourly Cost Total Cost $
Fanny T. Consultant — Facilitator 2 80 90 7,200
Esther B. Evaluation Consultant 4,000
Victoria J. Volunteer — Facilitator Assistant 40 50 2,000
Ines P. Intern — Program Assistant 3,600

Total Costs 16,800

4. List all other direct costs that need to be included in the budget

Description Details Total Costs $
Internet connections S400 per month 4,800
Online platform $7,000 one time plus $200 per session 9,400
Telephone $150 per month 1,800
Miscellaneous costs $1,200 1,200
Total Costs 17,200

5. Isthe project going to receive in-kind donations? What is the value and how you will calculate it?

Description

Details

Estimated Value $

Volunteer - Facilitator

4 sessions, 10 hours per session, $50 per hour 2,000

6. How will you calculate the overhead?

18% of total direct costs. Total direct costs = $100,000. Overhead = $18,000. Total Project Costs = $118,000.

7. What else you will need to know about the budget?

Available Funds = $60,000. In-kind Donations = $2,000. Still to Raise Funds = $56,000.




Project/Grant Budget Case Study

Center for Organizational Development (COD) Non-profit: Online Training Project

Background and Information — Part One

The Online Training Project (OTP) is a program of Center for Organizational Development (COD) set to launch
next year for a period of 12 months. OTP is based on a program run by other partner organization for at least
five years with very successful results. COD is a legally registered non-profit organization.

The OTP is a program that intends to deliver and facilitate training to staff of partner’s organizations which
receive funds from COD. It is meant to focus, but not limited, to women who have limited or no
experience/knowledge in preparing programmatic and financial information to donors: presenting proposals
and producing required reports.

One consultant and one staff will facilitate the learning sessions and both will need back office support from
two members of COD’s staff to deal with the internet connections, surveys and general communications,
among others. Each consultant will facilitate 4 learning sessions and we anticipate the program will have 25
participants. Another consultant will be hired to conduct a post-program evaluation.

The Knowledge Coordinator, Anna B, will be responsible for outreach to the partner organizations to get a list
and select the participants who are required to have a personal computer and internet connection. The
reading material will be provided by email.

The Executive Director, Hope G, will provide an overall advice to the project; however, because besides
overseeing the administration and fundraising activities, she is managing the three other main programs at
COD, she will have an involvement of just 15% of her time. The designated Project Manager and one of the
facilitators, as well, will be Robin L. She will interface with the two consultants, manage the outreach to the
partner’s organizations and be the primary facilitator.

It is estimated that four other employees at COD which will be involved in the project:
o Two as technical support dedicating 50% of their time.
e One administrative assistant dealing also with project bookkeeping with direct involvement of just
10% of her time.
e The Finance Director who will also dedicate 5% of her time providing advice while the team produces
the budget and financial report.

There is a volunteer who will support as facilitator assistant and one intern who will support with the
communications, and preparing surveys and gathering the results.

The indirect costs rate or overhead for the organization runs about 18% of the direct program costs.

You are Robin L. and, as the Project Manager, you will need to prepare the budget. Start asking yourself
what you need to know.



Checklist of what you need to know to prepare the budget - Template

1. How many partner’s organizations will be benefiting from this learning project

2. List of the employees who will be included in the budget

Name Title

3. What other services you will need (consultants, interns, volunteers)?

Name Title

4. List all other direct costs that need to be included in the budget

Description Estimated Cost $

5. s the project going to receive in-kind donations? What is the value and how you will calculate it?

Description Estimated Value $

6. How will you calculate the overhead?

7. What else you will need to know about the budget?




Checklist of what you need to know to prepare the budget —Filled out with Part One
1. How many partner’s organizations will be benefiting from this learning project

5 partners organizations, 5 participants from each one.

2. List of the employees who will be included in the budget

Name Title Annual Cost$ | % to Project Project Cost $
Robin L. Project Manager & Facilitator 1
Hope G. Executive Director
Anna B. Knowledge Coordinator
Paola M. Program Assistant
Rita N. Program Assistant
Diana K. Finance Director
Sofia D. Administrative Assistant

3. What other services you will need (consultants, interns, volunteers)?

Name Title Number of Hours | Hourly Cost Total Cost $
Fanny T. Consultant — Facilitator 2
Esther B. Evaluation Consultant
Victoria J. Volunteer — Facilitator Assistant
Ines P. Intern — Program Assistant

4. List all other direct costs that need to be included in the budget

Description Details Total Costs $

Internet connections

Online platform

Telephone

Miscellaneous costs

5. Isthe project going to receive in-kind donations? What is the value and how you will calculate it?

Description Details Estimated Value $

Volunteer - Facilitator

6. How will you calculate the overhead?

18% of total direct costs. To be calculated at the end.

7. What else you will need to know about the budget?

Expenses: Staff’s salaries, time dedication of Knowledge Coordinator, consultants’ costs per hour, value of
other direct costs. Income: value of in-kind donations, income sources, other than in-kind donations




Information — Part Two

The staff’s payroll is as follows:

Name Title Annual Cost $
Robin L. Project Manager & Facilitator 1 28,000
Hope G. Executive Director 40,000
Anna B. Knowledge Coordinator 25,000
Paola M. Program Assistant 18,000
Rita N. Program Assistant 15,000
Diana K. Finance Director 30,000
Sofia D. Administrative Assistant 15,000

The Project Manager will dedicate 100% of her time to the OTP while the Knowledge Coordinator just 50%.

The facilitation consultant will charge an hourly rate of $90 and will use total 80 hours (20 hours per session).
The facilitation assistant will donate her time to the project and the value of her hourly work is $50 and she
will use 10 hours per session. The evaluation consultant’s fees are $4,000. The intern is paid a stipend of
$300 per month.

The other direct costs are:

Internet connections - $400 per month

Online platform - $7,000 one time plus $200 per session
Telephone - $150 per month

Miscellaneous costs - $1,200

Women’s Right Foundation, a current COD’s donor will contribute with $60,000, from which, $10,000 is for
overhead.



Finalized Checklist —Filled out with Parts One and Two

1. How many partner’s organizations will be benefiting from this learning project

5 partners organizations, 5 participants from each one.

2. List of the employees who will be included in the budget

Name Title Annual Cost$ | % to Project Project Cost $
Robin L. Project Manager & Facilitator 1 28,000 100% 28,000
Hope G. Executive Director 40,000 15% 6,000
Anna B. Knowledge Coordinator 25,000 50% 12,500
Paola M. Program Assistant 18,000 50% 9,000
Rita N. Program Assistant 15,000 50% 7,500
Diana K. Finance Director 30,000 5% 1,500
Sofia D. Administrative Assistant 15,000 10% 1,500

Total Costs 66,000
3. What other services you will need (consultants, interns, volunteers)?

Name Title Number of Hours | Hourly Cost Total Cost $
Fanny T. Consultant — Facilitator 2 80 90 7,200
Esther B. Evaluation Consultant 4,000
Victoria J. Volunteer — Facilitator Assistant 40 50 2,000
Ines P. Intern — Program Assistant 3,600

Total Costs 16,800

4. List all other direct costs that need to be included in the budget

Description Details Total Costs $
Internet connections S400 per month 4,800
Online platform $7,000 one time plus $200 per session 9,400
Telephone $150 per month 1,800
Miscellaneous costs $1,200 1,200
Total Costs 17,200

5. Isthe project going to receive in-kind donations? What is the value and how you will calculate it?

Description

Details

Estimated Value $

Volunteer - Facilitator

4 sessions, 10 hours per session, $50 per hour 2,000

6. How will you calculate the overhead?

18% of total direct costs. Total direct costs = $100,000. Overhead = $18,000. Total Project Costs = $118,000.

7. What else you will need to know about the budget?

Available Funds = $60,000. In-kind Donations = $2,000. Still to Raise Funds = $56,000.




Center for Organizational Development (COD)
Budget for the Online Training Project

Support: TOTALS $
In-kind Donation S 2,000 (1)
Committed to Date ) 60,000 (2)
[Total Secured Income S 62,000 |
|Amount still to Raise S 56,000 | (3)
Costs:
Personnel Costs (Salaries, Taxes and Benefits):
Project Manager/Facilitator 1 S 28,000
Other Staff's Salaries S 38,000
Total Personnel Costs S 66,000 (4)
Other than Personnel Costs:
Facilitator 2 S 7,200 (5)
Facilitator Assistant S 2,000 (6)
Intern S 3,600 (7)
Evaluation Consultant S 4,000 (8)
Online Platform S 9,400 (9)
Internet Connections S 4,800 (10)
Telephone Costs S 1,800 (11)
Miscellaneous Costs S 1,200 (12)
Total Non-Personnel Costs S 34,000
Total Direct Costs S 100,000
Total Indirect Costs / Overhead 18% S 18,000 (13)
[Total Costs $ 118,000 |

Budget Narrative

(1) This represents the value of time of the volunteer - Facilitator Assistant

(2) This funds come from the grant signed with Women's Rights Foundation. To be received during the first
quarter of the year.

(3) Total Costs minus Secured Income. Funds to be requested to a potential donor.

(4) Personnel Costs include a portion of the salaries plus taxes and benefits for the project Manager and other staff
participating in the project.

(5) Facilitator at $90/hr. for 80 hours (20 hours per session)

(6) Facilitator Assistant at $50/hr. for 40 hours (10 hours per session)

(7) Intern-Program Assistant stipend at $300/month

(8) Consultant fees for post-program evaluation

(9) This represents the $7,000 yearly costs of the online platform plus cost per session at $200/session

(10) Cost of internet connection at $400/month

(11) Cost of long distance calls at $150/month

(12) Other direct costs (materials and supplies, printing and copying, postage)

(13) This represents a proportionate share of COD's organizational overhead, which is 18% of direct costs.
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1 Center for Organizational Development (COD)
2 Budget for the Online Training Project
3
4 Support: TOTALS $
5 In-kind Donation S 2,000 (1)
6 Committed to Date S 60,000 (2)
8 | [Total Secured Income S 62,000 |
10| [Amount Still to Raise S 56,000 | (3)
TT
12 Costs:
13 Personnel Costs (Salaries, Taxes and Benefits):
14 Project Manager/Facilitator 1 S 28,000
15 Other Staff's Salaries S 38,000
16 Total Personnel Costs S 66,000 (4)
18 Other than Personnel Costs:
19 Facilitator 2 S 7,200 (5)
20 Facilitator Assistant S 2,000 (6)
21 Intern S 3,600 (7)
22 Evaluation Consultant S 4,000 (8)
23 Online Platform S 9,400 (9)
24 Internet Connections S 4,800 (10)
25 Telephone Costs S 1,800 (11)
26 Miscellaneous Costs S 1,200 (12)
27 Total Non-Personnel Costs S 34,000
29 Total Direct Costs S 100,000
31 Total Indirect Costs / Overhead 18% S 18,000 (13)
33 |Tota| Costs S 118,000 |
34
35 Budget Narrative
36 (1) This represents the value of time of the volunteer - Facilitator Assistant

(2) This funds come from the grant signed with Women's Rights Foundation. To be received during the first quarter
37 of the year.
38 (3) Total Costs minus Secured Income. Funds to be requested to a potential donor.

(4) Personnel Costs include a portion of the salaries plus taxes and benefits for the project Manager and other staff
39 participating in the project.
40 (5) Facilitator at $90/hr. for 80 hours (20 hours per session)
41 (6) Facilitator Assistant at $50/hr. for 40 hours (10 hours per session)
42 (7) Intern-Program Assistant stipend at $300/month
43 (8) Consultant fees for post-program evaluation
44 (9) This represents the $7,000 yearly costs of the online platform plus cost per session at $200/session
45 (10) Cost of internet connection at $400/month
46 (11) Cost of long distance calls at $150/month
47 (12) Other direct costs (materials and supplies, printing and copying, postage)
48 (13) This represents a proportionate share of COD's organizational overhead, which is 18% of direct costs.




Center for Organizational Development (COD)
Budget for the Online Training Project

Support: TOTALS $
|Total Secured Income S -
|Amount Still to Raise S -
Costs:

Personnel Costs (Salaries, Taxes and Benefits):

Total Personnel Costs S -

Other than Personnel Costs:

Total Non-Personnel Costs

Total Direct Costs

Total Indirect Costs / Overhead I:l

wn| v un wn
'

|Total Costs

Budget Narrative

(1)
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Nonprofit Budgets Have to Balance: False!

FINANCE & STRATEGY ° BY JEANNE BELL - MAY 14, 2008 « EEMAIL =PRINT

As nonprofits serving people and communities in these difficult financial times, we don't expect things to
turn around for our communities in the near future. Many of us are wondering: how can we achieve a
balanced budget in these times? When is it okay not to have a balanced budget?

A potentially harmful habit practiced in many community nonprofits is presuming that a break-even
budget is mandatory. Board members and staff may be under the influence of the false but persistent
‘nonprofits can't make money' myth as they develop the year's income and expense plan. Like other
conventional wisdom, the balanced budget is based on sound concepts, but can become unnecessarily
constricting. Instead of "How can we make the budget balance?" the annual budgeting cycle should begin
with the question, "What financial outcome does our organization want or need this year?" Different
scenarios lead to different decisions about what the budget's bottom line should look like:

1. We need to increase reserves or pay down debt: adopting a surplus budget. When the organization's
leaders decide that its cash and other reserves are lower than ideal, the organization can plan to generate
more income than expenses, creating surplus funds that can be used in future years. A surplus may also be
needed to provide funds for paying down debt or for easing cash flow. The board should direct staff to
develop the draft budget by determining realistic income targets that nonetheless outpace expenses. If the
organization can deliver on a surplus budget, it will have higher net assets (net worth) at the end of the
year, and enjoy a stronger financial position.

2. We can't gain ground now, but we can't lose ground either: the break-even budget. Typically,
organizations choose break-even budgets by default and the skin of their teeth. A first cut on the budget
shows expenses much higher than revenue, so the staff then tries to figure out how to increase the revenue
number (but still stay close to reality) and decrease the expenses (but not damage programs). The staff
and the Finance Committee tack their way towards a break-even budget, and hope that their cautiously
optimistic projections work out.

3. There are three typical reasons for adopting deficit budgets. First and rarest, the organization's
leadership decides that its cash and other reserves are more than sufficient, and so spending some of
those reserves in the coming 12 months is a good idea. They may choose to make one-time purchases or
expenditures, or to give the staff one-year, non-permanent raises. At the
end of the year they will have more expenses than income for the year, and
thus a deficit for the year.

A second reason for a deficit budget is a decision to invest. For example, the |
organization may invest funds in strengthening its fundraising capacity, or
in new programming. Leadership believes that resources from previous
surplus years can be risked as investments in future programmatic or
financial paybacks.

An all-too-common third reason for adopting a deficit budget is a decision
that ending the year in a worse financial situation is the lesser evil. For
some organizations, simply cutting costs may not be the right financial
decision. For example, in an organization that relies on earned income,
cutting staff will result in lowering income. The leadership will need to re-
work the way its services are structured--perhaps too complicated to do in
just a month or two. Or an organization may be in executive transition, and the board believes that the dip
in revenue is due to the absence of an executive director, and expects that income will go up again. They
decide simply to "bite the bullet" this year--and they believe they can afford it.

IMAGECHER.COM

At the end of a deficit budget year--assuming that reality matches the budget--there wil be a lower net
worth and the organization will be in a financially weaker position. But "weaker" should be in quotes
because a planned loss may, in fact, be a sound, strategic fiduciary decision by a board. For example,
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investing in a new website may mean a deficit this year, but could reap substantial gains in fundraising in
coming years.

The core issue is intentionality. An unplanned deficit reflects an error in planning and/or execution, while
a planned deficit is an investment of accumulated reserves for the benefit of the organization and its
constituents.

Consulting to nonprofits, I've come to see that one of the reasons executives struggle to break the
break-even habit is that foundation grants and government contracts are typically break-
even contracts. We must prove that we spent exactly what we raised. But while grants and contracts are
designed to break even, organizations are not. Healthy organizations require cash reserves, which means
they must generate excess cash in at least some of the years.

The majority of community nonprofits with whom I work need to build reserves. But especially as we head
into recession--which classically means fewer resources and higher demand for nonprofit services---
developing a credible surplus budget may prove impossible. We may have to settle for break-even because
we don't see opportunities for income growth or expense cuts. But we'll be settling for break-even, not
aspiring to it.



N

10 STEP ANNUAL BUDGETING CHECKLIST

A budget is a planning tool that reflects an organization's programs, mission, and strategic plan. Typically the budgeting
process should begin at least three months before the end of the fiscal year to ensure that the budget is approved by the

board of directors before the start of the new year.

1. Determine timeline

Set target date for board approval

Allow time for each step and for review and
discussion

o Approve before beginning of fiscal year

]

2. Agree on goals

O Prioritize program delivery goals

0 Setorganizational financial goals

o Clarify annual goals from strategic plan
3. Understand current financial status

O Review current year income and expense compared
to budget

Forecast to the end of the year
Analyze and understand any variances

4. Agree on budget approach
Assign roles and responsibilities

o Agree on authority to make decisions

o Agree on how much uncertainty can be included
(how many unknowns)

5. Develop draft expense budget

O Determine costs (expenses) to reach program goals

O Determine costs to reach organizational and
strategic goals

6. Develop draft income budget

O Project income based on current fundraising and
revenue activities

[m}

Project new income based on new activities

-
NONPROEFITS
ASSISTANCE FUND

Helping Nonprofits Thrive

7. Review draft budget

o Verify that the draft meets program and
organizational goals

Review and discuss all assumptions

Make adjustments, based on goals and capacity,
to match income and expenses

O Review final draft for all goals and objectives

8. Approve budget
O Present to any committees as needed
O Present to the board for approval

9. Document budget decisions

o Create a consolidated budget spreadsheet and file
Write down all assumptions

O

10. Implement budget

O Assign management responsibilities

O Incorporate into accounting system
o Monitor and respond to changes as needed
WHO WE ARE
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financially healthy nonprofits that foster
community vitality.
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)

Copyright © 2009 Nonprofits Assistance Fund

2801 21st Avenue South, Suite 210

Minneapolis, MN 55407  Tel: 612.278.7180  www.nonprofitsassistancefund.org


www.nonprofitsassistancefund.org
www.nonprofitsassistancefund.org

GHI Non-Profit Organization

CONSOLIDATED ANNUAL BUDGET

GRAND OH / CORE PROGRAMS
TOTAL M&E/ Total
M&G Fundraising [ Total CORE | Comm/Res | Program 1 Program 2 Program 3 Program 4 Programs
INCOME

Opening Balance $70,000 $10,000 $6,000 $16,000 $12,000 $20,000 $7,000 $8,000 $7,000 $54,000
Donor 1 $30,000 $3,000 $2,000 $5,000 $5,000 $5,000 $5,000 $5,000 $5,000 $25,000
Donor 2 $20,000 $5,000 $2,000 $7,000 $5,000 $1,000 $2,000 $3,000 $2,000 $13,000
Donor 3 $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $16,000
Receivables $400,000 $45,000 $29,000 $74,000 $61,000 $72,000 $80,000 $65,000 $48,000 | $326,000
Donor 1 $150,000 $15,000 $10,000 $25,000 $20,000 $5,000 $50,000 $35,000 $15,000 $125,000
Donor 2 $100,000 $20,000 $12,000 $32,000 $30,000 $3,000 $12,000 $15,000 $8,000 $68,000
Donor 3 $80,000 $7,000 $5,000 $12,000 $4,000 $64,000 $68,000
Donor 4 $40,000 $3,000 $2,000 $5,000 $2,000 $18,000 $15,000 $35,000
Donor 5 $30,000 $0 $0 $0 $5,000 $25,000 $30,000
SECURE FUNDING| $470,000 $55,000 $35,000 $90,000 $73,000 $92,000 $87,000 $73,000 $55,000 $380,000
Expenses 65% 87% 87% 87% 79% 61% 62% 59% 48% 61%
Likely $150,000 $6,000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
Donor 6 $50,000 $3,000 $2,000 $5,000 $5,000 $20,000 $20,000 $45,000
Donor 7 $20,000 $1,000 $1,000 $2,000 $2,000 $16,000 $18,000
Individual Donors $25,000 $1,000 $1,000 $2,000 $10,000 $5,000 $8,000 $23,000
Fee for Services $11,000 $1,000 $1,000 $10,000 $10,000
In-kind Donations-Facilitators $30,000 $0 $5,000 $8,000 $10,000 $7,000 $30,000
In-kind Donations-Consultants $4,000 $0 $2,000 $2,000 $4,000
In-kind Donations-Equipment $10,000 $0 $4,000 $6,000 $10,000
Prospect $106,700 $2,011 $1,164 $3,175 $2,460 $22,798 $21,423 $29,946 $26,897 $103,525
Donor 8 $17,700 $1,011 $164 $1,175 $460 $2,798 $1,423 $9,946 $1,897 $16,525
Donor 9 $42,000 $1,000 $1,000 $1,000 $20,000 $20,000 $41,000
Donor 10 $47,000 $1,000 $1,000 $1,000 $20,000 $25,000 $46,000
Donor 11 $0 $0 $0
Donor 12 $0 $0 $0
LIKELY AND PROSPECTS| $256,700 $8,011 $5,164 $13,175 $19,460 $59,798 $54,423 $49,946 $59,897 $243,525
TOTAL INCOME| $726,700 | $63,011 | $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
TOTAL EXPENSES| $726,700 | $63,011 | $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
SURPLUS / (DEFICIT) ($0) $0 ($0) $0 ($0) ($0) ($0) ($0) $0 ($0)

EXPENSES
Personnel $240,000 $34,425 $36,375 $70,800 $83,738 $30,881 $23,025 $16,706 $14,850 $169,200
Executive Director $49,500 $7,425 $11,138 $18,563 $22,275 $3,713 $1,856 $1,856 $1,238 $30,938
Program Director $36,000 $2,700 $8,100 $10,800 $16,200 $3,600 $2,250 $1,800 $1,350 $25,200
Program Manager A $30,000 $750 $2,250 $3,000 $6,000 $13,500 $0 $7,500 $0 $27,000
Program Manager B $28,500 $713 $2,850 $3,563 $6,413 $0 $11,400 $0 $7,125 $24,938
Program Coordinator $27,000 $338 $2,363 $2,700 $24,300 $0 $0 $0 $0 $24,300
Program Assistant $16,500 $1,650 $825 $2,475 $4,125 $3,713 $2,475 $2,063 $1,650 $14,025
Finance Director $36,000 $12,600 $7,200 $19,800 $3,600 $4,500 $3,600 $2,250 $2,250 $16,200
Administrative Assistant $16,500 $8,250 $1,650 $9,900 $825 $1,856 $1,444 $1,238 $1,238 $6,600
Activities, Events & Trips $421,500 $0 $0 $0 $0 [ $114,500 | $112,000 | $102,500 $92,500 | $421,500
P1| Annual Regional Workshop $41,000 $0 $41,000 $41,000
P1| 5 Follow up meetings $61,000 $0 $61,000 $61,000
P1| Publications $10,500 $0 $10,500 $10,500
P1| Evaluation Consultant $2,000 $0 $2,000 $2,000
P2 TBD $50,000 $0 $50,000 $50,000
P2 TBD $50,000 $0 $50,000 $50,000
P2| Publications $10,500 $0 $10,500 $10,500
P2| Research Consultant $1,500 $0 $1,500 $1,500
P3 TBD $50,000 $0 $50,000 $50,000
P3 TBD $40,000 $0 $40,000 $40,000
P3| Publications $10,500 $0 $10,500 $10,500
P3| Evaluation Consultant $2,000 $0 $2,000 $2,000
P4 TBD $50,000 $0 $50,000 $50,000
P4 TBD $30,000 $0 $30,000 $30,000
P4| Publications $10,500 $0 $10,500 $10,500
P4| Research Consultant $2,000 $0 $2,000 $2,000
Office Costs $65,200 $28,586 $3,789 $32,375 $8,723 $6,417 $6,398 $3,740 $7,547 $32,825
Audit $5,000 $717 $758 $1,475 $1,745 $643 $480 $348 $309 $3,525
IT services $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
Legal services $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
Rent & Utilities $12,000 $1,721 $1,819 $3,540 $4,187 $1,544 $1,151 $835 $743 $8,460
Telephone $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
Office Supplies $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
Miscellaneous $800 $115 $121 $236 $279 $103 $77 $56 $50 $564
Equipment $15,200 $0 $3,200 $4,000 $2,000 $6,000 $15,200
Reserves $25,000 $25,000 $25,000 $0
TOTAL EXPENSES| $726,700 | $63,011 | $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
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ABC - Activists Building Capacity
DIRECTIONS
1 Background
ABC is a non-profit organization working in the field for more than 15 years. It has 4 programs: Women, Youth,
Environment and Microfinance

2 List of Employees
ABC has 8 full-time employees

Monthly Taxes & Total Personnel
Employee Salary Benefits (25%) Costs

Executive Director $ 3,300 [ $ 825| $ 4,125
Program Director $ 2,400 [ $ 600 | $ 3,000
Program Manager A $ 2,000 [ $ 500 | $ 2,500
Program Manager B $ 1,900 | $ 475 $ 2,375
Program Coordinator $ 1,800 | $ 450 [ $ 2,250
Program Assistant $ 1,100 | $ 2751 $ 1,375
Finance Director $ 2,400 [ $ 600 | $ 3,000
Administrative Assistant $ 1,100 | $ 2751 $ 1,375
$ 16,000 | $ 4000 | $ 20,000

3 Time allocation
Staff's time will be allocated using June timesheets %, just for this case study. See timesheets

4 Personnel
No new hirings for next year.
Salaries in the table above, includes an average increase of 5%

5 Non-Personnel Costs - Shared
Based in current year's costs

Details Cost
Audit $ 5,000 |per year
IT services $ 200 |per month
Legal services $ 200 |per month
Rent & Utilities $ 1,000 |per month
Telephone $ 100 [per month
Office Supplies $ 100 [per month
Miscellaneous $ 800 |per year

6 Reserves
ABC's goal is to increase its Reserves this year by $ 25,000

7 Budget current year
Budget $ 650,000
Forecast $ 680,000

8 Growth
ABC's goal is to increase its Budget in 10% this year $ 715,000

9 Monitoring, Evaluation, Communications, Research
Most of those costs are staff's time and they are allocated -as shared costs- to Programs

10 Program Budgets
Program Budgets will be prepared by Units Managers with Financial Director's support
Finance Director will provide templates with preliminary figures

11 Income
There is a combination of funding: restricted and unrestricted; support and earned income; cash and in-kind donation; grantors and
individual donors.

12 Income by Sources
Funding specific for Programs are allocated first, followed by MultiProgram funding, finally CORE support.
In-kind donations and Fees for Services are allocated first, same as specific grants/cash donations

13 Budget Consolidation
Finance Director will receive Program Budgets and will consolidate the Organizational Budget

14 Budget Review
Executive Director, Program Director and Finance Director will review the draft Consolidated Budget.
They will make sure the Organizational Budget is aligned with Annual Operational Plan and Strategy.
Finance Director will do the needed adjustments and prepare for approval.

15 Budget Approval
The Budget is presented to the Board for approval

Appendix 4 ABC Directions and Timesheets.xIsx Directions-part A 1.A



ABC - Activists Building Capacity

16 Projected Carry Forward

DIRECTIONS

ABC's Finance Director, based on current year's figures, is projecting at the end of current year there will be some fund to
carry forward to next year. Those will be included as part of secured funding.

17 Income - Secure and Likely Funding
a Secure Funding - Carry forward

Specific to Finance Director's Decisions
Source To be use on: Balance Programs to Others and Notes
Main Donor; provides
funding for Core +
Donor 1 Programs $ 30,000 $ 30,000 |Allocate later
Core Donor: flexible funds
for M&G and FR. To
Donor 2 Programs just if needed $ 20,000 $ 20,000 |Allocate later
Donor P1: 70% to P1; 30% $2,000 to each one (M&G, FR,
Donor 3 allocate to Others $ 20,000 ($ 14,000 | $ 6,000 [MECR)
$ 70,000 $ 14,000 $ 56,000
b  Secure Funding - Receivables or Committed
Specific to Finance Director's Decisions
Source To be use on: Balance Programs to Others and Notes
Main Donor; provides
funding for Core +
Donor 1 Programs $ 150,000 $ 150,000 [Allocate later
Core Donor: flexible funds
for M&G and FR. To
Donor 2 Programs just if needed $ 100,000 $ 100,000 |Allocate later
Donor P1: 80% to P1; 5%
Donor 3 MECR; 15% to CORE $ 80,000|$ 64,000 % 16,000 [$7,000 M&G; $5,000 FR
Donor P2 & P3: $18,000
P2; $15,000 P3; $2,000
Donor 4 MECR; $5,000 CORE $ 40,000 [$ 33,000 $ 7,000 [$3,000 M&G; $2,000 FR
Donor P4: $25,000 P4;
Donor 5 $5,000 MECR $ 30,000]|$% 25000 % 5,000 [No CORE funding ???
$ 400,000 | $ 122,000 [ $ 278,000
¢ Likely Funding - Renewal recurrents + Proposals Sent to New Donors
Specific to Finance Director's Decisions
Source To be use on: Balance Programs to Others and Notes
Donor P1 & P4: 40% each;
Donor 6 10% MECR; 10% CORE $ 50,000 $ 40,000 [ $ 10,000 [$3,000 M&G; $2,000 FR
Donor P2: 80% P2; 10%
Donor 7 MECR; 10% CORE $ 20,000 $ 16,000 | $ 4,000 [$1,000 M&G; $1,000 FR
Donor P1, P2 & P3:
$10,000 P1; $5,000 P2; $1,000 M&G; $1,000 FR. No
Individual Donors| $8,000 P3; $2,000 CORE [ $ 25,000 ($ 23,000 | $ 2,000 [MECR??
Research: $10,000 MECR,;
Fee for Services | $1,000 CORE $ 11,000|$ 10,000 | $ 1,000 [$1,000 M&G
In-kind Donations-
Facilitators $ - TBD
In-kind Donations-
Consultant $ - _|TBD
In-kind Donations-
Equipment $ - TBD
$ 106,000 [ $ 89,000 | $ 17,000

Appendix 4 ABC Directions and Timesheets.xIsx
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18 Type of Costs

Based in current year's chart of accounts

Details

Group in chart of accounts

Brief Description

Personnel

Personnel

Salaries, Benefits & Taxes

Non-Personnel

Activities, Events & Trips

All activity-related costs: Consultants,
Facilitators, Airfare, Hotels, Meals,
Materials, Printing, etc.

Office Costs

Audit, IT Services, Legal Services, Rent
&Utilities, Telephone, Office Supplies,
Miscellaneous, Equipment, Reserves

19 Activity Costs + MECR + Equipment - by Program

a Program 1-Women

Activity Costs

| Annual Regional Workshop $41,000
2|Facilitators $8,000($5,000 in kind

1|Interpreter and translator $3,000

34| Transportation $6,800

34|Lodging and Meals $17,000

30(Materials $750

Venue $2,000

Printing & Copying $1,000

Telephone & Internet $1,000

Miscellaneous $1,450

1] 5 Follow up meetings $61,000

1|Facilitators $6,000

1|Interpreter and translator $4,500

32| Transportation $16,000

32|Lodging and Meals $24,000

30|Materials $3,000

Venue $3,000

Printing & Copying $1,500

Telephone & Internet $1,500

Miscellaneous $1,500

1] Publications $10,500

Designer $4,000

Materials $1,000

Printing & Copying $4,000

Telephone & Internet $1,000

Miscellaneous $500

MECR
MONITORING , EVALUATION,

AV COMMUNIC, RESEARCH $2,000

Evaluation Consultant $2,000|%$2,000 in kind
Equipment

VII CAPITAL GOODS-EQUIPMENT $3,200

2 Laptops $2,000

1 Printer $1,200

Appendix 4 ABC Directions and Timesheets.xIsx

Directions-part B

1B



b Program 2 - Youth
Activity Costs

| Annual Regional Workshop $50,000($8,000 in kind
1] 5 Follow up meetings $50,000
1] Publications $10,500

Designer $4,000

Materials $1,000

Printing & Copying $4,000

Telephone & Internet $1,000

Miscellaneous $500

MECR
MONITORING , EVALUATION,
v COMMUNIC, RESEARCH $1,500
Research Consultant $1,500
Equipment
Vil CAPITAL GOODS-EQUIPMENT $4,000(%$4,000 in kind
3 laptops $3,000
1 video camara $1,000

¢ Program 3 - Environment
Activity Costs

| Annual Regional Workshop $50,000($10,000 in kind
1] 5 Follow up meetings $40,000
1l Publications $10,500
Designer $4,000
Materials $1,000
Printing & Copying $4,000
Telephone & Internet $1,000
Miscellaneous $500
MECR
MONITORING , EVALUATION,
\V4 COMMUNIC, RESEARCH $2,000
Evaluation Consultant $2,000(%$2,000 in kind
Equipment
Vil CAPITAL GOODS-EQUIPMENT $2,000
Software $1,000
1 Printer $1,000

d Program 4 - Microfinance
Activity Costs

| Annual Regional Workshop $50,000($7,000 in kind
1] 5 Follow up meetings $30,000
1] Publications $10,500

Designer $4,000

Materials $1,000

Printing & Copying $4,000

Telephone & Internet $1,000

Miscellaneous $500

MECR
MONITORING , EVALUATION,
AV COMMUNIC, RESEARCH $2,000
Research Consultant $2,000
Equipment
VI CAPITAL GOODS-EQUIPMENT $6,000(%$6,000 in kind
1 Motorcycle $5,000
1 laptop $1,000

Appendix 4 ABC Directions and Timesheets.xIsx Directions-part B
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [EXECUTIVE DIRECTOR |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totals 1 2| 3| 4]|5|]6|7|8|9|10]|11]|12][13|14]|15|16|17|18|19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30 % Totals
WORK HOURS 4,125.00
11|Management & General 618.75
12|Fundraising 928.13
21|Monitoring & Evaluation 16 4 4 4 4 10% $ 412.50
22|Communications 16 4 4 4 4 10% $ 412.50
23|Research 40 8 8 8 8 8 25% |$ 1,031.25
0 N0 0 D 0 N
31(PROGRAM 1 12 2 2 2 2 4 8% $ 309.38
32|PROGRAM 2 6 2 4 4% $ 154.69
33|PROGRAM 3 6 2 4 4% $ 154.69
34|PROGRAM 4 4 4 3% $ 103.13
35|PROGRAM 5 0 0% $ o
LEAVE TIME
Holidays 8 8 5%
Vacation 0 0%
Sick Leave 0 0%
TOTAL LEAVE HOURS 8 ojojojojojojojojojojojojojojojojojojo|8jojJojojojojojo]joOo]o]oO 5%
GRAND TOTAL| 168 0o|8|8|8|8|8|0)Jo0o|8|8|8|8|8|0]o0o)|8|8|8|8|8|0]o0)|8|8|8|8|8|0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee: Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [PROGRAM DIRECTOR |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totals 1 2| 3| 4]|5|]6|7|8|9|10]|11]|12][13|14]|15|16|17|18|19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30 % Totals
WORK HOURS 3,000.00
11|Management & General 225.00
12|Fundraising 675.00
21 |Monitoring & Evaluation 32 212 2 21222 4121222 2 20% $ 600.00
22|Communications 16 1 2 2 1 2 2 4 10% $ 300.00
23|Research 24 1 1 1 1 41 4] 4 21220 2 15% $ 450.00
N 50 N D 0 0 0 0 N
31(PROGRAM 1 16 2 2 4 2 2 2 2 10% $ 300.00
32|PROGRAM 2 10 1 1 2 4 2 6% $ 187.50
33|PROGRAM 3 8 2 2 2 2 5% $ 150.00
34|PROGRAM 4 6 2 2 2 4% $ 112.50
35|PROGRAM 5 0 0% $ o
LEAVE TIME
Holidays 8 8 5%
Vacation 0 0%
Sick Leave 0 0%
TOTAL LEAVE HOURS 8 0 ojojojojojojojojojojojojojojojojo|8jo]Jojojojojojojo]ojoO 5%
GRAND TOTAL| 168 0 8| 8|8|8|)0)Jo0|8|8|8|8|8|0]o|88|8|8|8|8|0]o0)|8|8|8|8|8]|]0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee:

Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [PROGRAM MANAGER A |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totals 1 2| 3| 4]|5|]6|7|8|9|10]|11]|12][13|14]|15|16|17|18|19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30 % Totals
WORK HOURS 2,500.00
11|Management & General 62.50
12|Fundraising 187.50
21|Monitoring & Evaluation 8 8 5% $ 125.00
22|Communications 8 8 5% $ 125.00
23|Research 16 8 | 8 10% $ 250.00
g I S 5 D 0 0 D N 0 0 0 B
31|PROGRAM 1 72 6| 6| 6| 6|8 6| 4| 4] 4] 4 6| 6| 2 4 45% |$ 1,125.00
32|PROGRAM 2 0 0% $ =
33|PROGRAM 3 40 2 2 4 4 4 8 8 6 2 25% $ 625.00
34|PROGRAM 4 0 0% $ =
35|PROGRAM 5 0 0% $ o
LEAVE TIME
Holidays 8 8 5%
Vacation 0 0%
Sick Leave 0 0%
TOTAL LEAVE HOURS 8 ojojojojojojojojojojojojojojojojojojo|8jojJojojojojojo]joOo]o]oO 5%
GRAND TOTAL| 168 0o|8|8|8|8|8|0)Jo0o|8|8|8|8|8|0]o0o)|8|8|8|8|8|0]o0)|8|8|8|8|8|0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee:

Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [PROGRAM MANAGER B |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totals 1 2| 3| 4]|5|]6|7|8|9|10]|11]|12][13|14]|15|16|17|18|19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30 % Totals
WORK HOURS 2,375.00
11|Management & General 59.38
12|Fundraising 237.50
21|Monitoring & Evaluation 8 4 4 5% $ 118.75
22|Communications 12 4 4 4 8% $ 178.13
23|Research 16 4 4] 4] 4 0% |89 237.50
g I S 0 D 0 0 R N 0 0 0 B
31(PROGRAM 1 0 0% $ =
32|PROGRAM 2 64 41 46| 4] 6 8| 4| 4] 4 6| 4| 4] 4 2 40% |$ 950.00
33|PROGRAM 3 0 0% $ o
34|PROGRAM 4 40 4 4 8 8 8 8 25% $ 593.75
35|PROGRAM 5 0 0% $ o
LEAVE TIME
Holidays 8 8 5%
Vacation 0 0%
Sick Leave 0 0%
TOTAL LEAVE HOURS 8 ojojojojojojojojojojojojojojojojojojo|8jojJojojojojojo]joOo]o]oO 5%
GRAND TOTAL| 168 0o|8|8|8|8|8|0)Jo0o|8|8|8|8|8|0]o0o)|8|8|8|8|8|0]o0)|8|8|8|8|8|0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee: Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [PROGRAM COORDINATOR |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totals 1 2| 3| 4]|5|]6|7|8|9|10]|11]|12][13|14]|15|16|17|18|19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30 % Totals
WORK HOURS 2,250.00
11|Management & General 28.13
12|Fundraising 196.88
21 |Monitoring & Evaluation 56 212222 41 4] 4] 4] 4 21222 2122 2]8 2 35% |$ 787.50
22|Communications 48 4 4 4 4 2 2 4 4 4 4 6 6 30% $ 675.00
23|Research 40 21222 4 4141 2] 2] 4 2| 2 2 6 25% |$ 562.50
N N0 N0 0 0 0 0 N
31(PROGRAM 1 0 0% $ =
32|PROGRAM 2 0 0% $ =
33|PROGRAM 3 0 0% $ o
34|PROGRAM 4 0 0% $ =
35|PROGRAM 5 0 0% $ o
LEAVE TIME
Holidays 8 8 5%
Vacation 0 0%
Sick Leave 0 0%
TOTAL LEAVE HOURS 8 ojojojojojojojojojojojojojojojojojojo|8jojJojojojojojo]joOo]o]oO 5%
GRAND TOTAL| 168 0o|8|8|8|8|8|0)Jo0o|8|8|8|8|8|0]o0o)|8|8|8|8|8|0]o0)|8|8|8|8|8|0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee:

Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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ABC - Activists Building Capacity

MONTHLY TIMESHEET  [sune 2014 |
Name: [PROGRAM ASSISTANT |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
Center FUNCTIONS Totas | 1| 2| 3| 4| 5[ 6] 7| 8] @ [10[11[12][13[14[15[16[17[18[19][20] 21| 22[ 23[24[25][26] 27 28| 29[ 30

WORK HOURS
11|Management & General

12|Fundraising

21|Monitoring & Evaluation 16 2 1 1 1 1 2 10% $ 137.50
22|Communications 24 1 1 1 1 1 1 1 1 3 3 1 1 1 1 1 1 1 1 1 1 15% $ 206.25
23|Research 0 0% $ -
N N 52 2 0 I 0 A
31|PROGRAM 1 36 212222 212 2 212 2 1 333 4 23% $ 309.38
32|PROGRAM 2 24 2 41 2| 2 1 4] 2 1 1 1 15% $ 206.25
33|PROGRAM 3 20 1 1 1 1 1 2 2 20221 4 1 13% $ 171.88
34|PROGRAM 4 16 2 33 1 213 2 10% $ 137.50
35[PROGRAM 5 0 0% $ -
LEAVE TIME

Holidays 8 8 5%

Vacation 0 0%

Sick Leave 0 0%

TOTAL LEAVE HOURS 8 ojojojojojojojojojojojojojojojojojojo|8jojJojojojojojo]joOo]o]oO 5%

GRAND TOTAL| 168 0o|8|8|8|8|8|0)Jo0o|8|8|8|8|8|0]o0o)|8|8|8|8|8|0]o0)|8|8|8|8|8|0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee: Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx PA
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ABC - Activists Building Capacity

Name: [FINANCE DIRECTOR |

Cost
Center

FUNCTIONS

WORK HOURS
11|Management & General

MONTHLY TIMESHEET  [sune 2014 |
Week 23 Week 24 Week 25 Week 26 Week 27|
S M T W TH F ST| S M T W TH F ST|S M T W TH F ST|S M T W TH F ST|S M
1 2 3 4 5 6 7 8 910|111 | 12| 13| 14|[15|16| 17|18 19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29 | 30

12|Fundraising

21|Monitoring & Evaluation 16 2 2 2 3 3 3 1 10% $ 300.00
22|Communications 0 0% $ -
23|Research 0 0% $ -
g I 0 0 D 0 0 D N 0 O 0 B
31|PROGRAM 1 20 4 4 4 2 1 1 13% $ 375.00
32(PROGRAM 2 16 4 1 o) 3 3 10% $ 300.00
33|PROGRAM 3 10 2 2 4 6% $ 187.50
34|PROGRAM 4 10 2 2 4 2 6% $ 187.50
35(PROGRAM 5 0 0% $ o
LEAVE TIME

Holidays 8 8 5%

Vacation 0 0%

Sick Leave 0 0%

TOTAL LEAVE HOURS 8 0 ojojojojojojojojojojojojojojojojo|8jo]Jojojojojojojo]ojoO 5%

GRAND TOTAL| 168 0 8| 8|8|8|)0)Jo0|8|8|8|8|8|0]o|88|8|8|8|8|0]o0)|8|8|8|8|8]|]0]0]|S8 105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee:

Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx
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l B | C | D JTE]JFlGclH] 13l k]L]IMINJO]lPl QRIS TJTuUu]lV]IwlX] Y] Z[AA]AB]JAC]AD]AE]AF]AG]AH] AN | AO
ABC - Activists Building Capacity
MONTHLY TIMESHEET  [sune 2014 |
Name: [ADMINISTRATIVE ASSISTANT |
Week 23 Week 24 Week 25 Week 26 Week 27|
Cost S M T W TH F ST|[S M T W TH F ST|[S M T W TH F ST|S M T W TH F ST|[S M
Center FUNCTIONS Totats [ 1| 2 3] a5 6] 7] 8 10[11]12]13]14[15]16[17[ 18] 19 20 21| 22] 23] 24 25[ 26| 27[ 28| 29 ] 30 % Totals

WORK HOURS
11|Management & General

12|Fundraising

21|Monitoring & Evaluation 8 2 2 2 5% $ 68.75
22|Communications 0 0% $ -
23|Research 0 0% $ -
g I 2 52 20 D I 0 D N 0 O B 0 B
31|PROGRAM 1 18 2 2 2 2 2 2 2 4 11% $ 154.69
32(PROGRAM 2 14 2 2 2 2 2 2 2 9% $ 120.31
33|PROGRAM 3 12 2 2 2 2 4 8% $ 103.13
34|PROGRAM 4 12 4 2 2 4 8% $ 103.13
35(PROGRAM 5 0 0% $ o
LEAVE TIME

Holidays 8 8 5%

Vacation 0 0%

Sick Leave 0 0%

TOTAL LEAVE HOURS 8 0OjO0jO0O]joO0O]joO]O]O]oO ojojojojojJojojojojo|8|jo]JojojojojojoOo]joOo]o]oO 5%

GRAND TOTAL| 168 0O[8 |8 |8|8]|8[0]O

105%

| certify that the information on this timesheet is complete and accurate to the best of my knowledge

Employee:

Supervisor:

Notes from ABC:

Appendix 4 ABC Directions and Timesheets.xlsx



4 B | C | D E [ F [ ¢ [ H [ 1 J K L M
1
2 ABC - Activists Building Capacity
3
4 WORKED HOURS
5
6
7 Cost EMPLOYEES
8 Center FUNCTIONS Totals ED FD AA PD PA PC PMA | PMB %
9 WORK HOURS
10 11|Management & General 198 24 96 80 12 16 2 4 4 15%
11 12|Fundraising 170 36 32 16 36 8 14 12 16 13%
12
13 Monitoring & Evaluation 160 16 16 8 32 16 56 8 8 13%
14 22|Communications 124 16 0 0 16 24 48 8 12 10%
15 23|Research 136 40 0 0 24 0 40 16 16 1%
16
17 31|PROGRAM 1 174 12 20 18 16 36 0 72 0 14%
18 32|PROGRAM 2 134 6 16 14 10 24 0 0 64 10%
19 33|PROGRAM 3 96 6 10 12 8 20 0 40 0 8%
20 34|PROGRAM 4 88 4 10 12 6 16 0 0 40 7%
21 35|PROGRAM 5 0 0 0 0 0 0 0 0 0 0%
22
23 SUBTOTAL 1,280 160 160 160 160 160 160 160 160 100%

Appendix 4 ABC Directions and Timesheets.xIsx
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4 B | C | o [ e [ F | G | H | I J K L M N
1
2 ABC - Activists Building Capacity
3
4 SALARIES COSTS
5
6
7 Cost EMPLOYEES
8 Center FUNCTIONS Totals ED FD AA PD PA PC PMA | PMB % Total Annual $
9 WORK HOURS 12
10 11|Management & General $ 2869|% 619|$1050($ 683|% 225|% 138($ 28|% 63 59 14% $ 34,425
11 12|Fundraising $ 3031|% 928($ 600|$ 138|% 675($ 69| 197|$ 188|$ 238 15% $ 36,375
12
13 Monitoring & Evaluation $ 2550|% 413($ 300|$ 69|% 600|$ 138($ 788(% 125|% 119 13% $ 30,600
14 22|Communications $ 1897|% 413§ - $ - $ 300|% 206|% 675|% 125(% 178 9% $ 22,763
15 23[Research $ 2531510319 $ - |$ 450|$ - [$ 563($ 250§ 238 13% $ 30,375
16
17 31|PROGRAM 1 $ 2573 |$% 309($ 375(F 15518 300|$% 309($ $11251% - 13% $ 30,881
18 32(PROGRAM 2 $ 1919|% 155(% 300($ 120|% 188|% 206|9$ $ - |$ 950 10% $ 23,025
19 33(PROGRAM 3 $ 1,392 |$ 155|% 188|$% 103|$ 150|$ 172|$ $ 625|% - % $ 16,706
20 34(PROGRAM 4 $ 1,238|$ 103|$ 188|% 103|$ 113|§ 138]|$§ $ - |§ 594 6% $ 14,850
21 35|PROGRAM 5 $ - |$ - |§ $ - [$ - |$ - |$ $ - |9 0% $ -
22
23 SUBTOTAL $20,000 | $4,125|$ 3,000 [ $ 1,375 $ 3,000 [ $ 1,375 | $ 2,250 [ $ 2,500 | $ 2,375] 100% | $ 240,000
Appendix 4 ABC Directions and Timesheets.xIsx Summary Costs 11




A B C E F G H | J K L M N O
1
2 | | ABC - Activists Building Capacity
4 SHARED PERSONNEL COSTS ALLOCATION
5 \ |
6 C1|Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)
7 \
8 Overhead Shared Functional Costs Direct Programmatic-Shared Costs

Total

9 Employee Total Year| M&G FR ME © R pP1 P2 P3 P4 Programs
10 $0 $0
11 $0 $0
12 $0 $0
13 $0 $0
14 $0 $0
15 $0 $0
16 $0 $0
17 $0 $0
18 TOTALS $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
19
20 Total Overhead $0
21
22 C2 |Allocation of M/E/C/R Costs to Programs
23 We get these % from Row 19 (Jto N) | #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!
24 M&E $ -
25 C $ -
26 R $ -
27
28 C3|Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead $ -
30
31
32 B |Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)
33
34 Employee fotal Montl M&G FR ME © R P1 P2 P3 P4
35 $0
36 $0
37 $0
38 $0
39 $0
40 $0
41 $0
42 $0
43 TOTALS $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
44
45
46 A |SALARIES COSTS (from Timesheets file)
48
49 Cost Totals EMPLOYEES Total
50 Center FUNCTIONS Month $ PD PMA PMB PC PA FD % Annual $
51
52 Management & General | $ 2,869 2251 9% 63]$ 59($ 28($ 138 $ 1,050 14% |$ 34,425
53 Fundraising $ 3,031 $ 675 188|% 238($ 197|$ 69($ 600|$% 15% $ 36,375
54
55 Monitoring & Evaluation | $ 2,550 | $ 600|$ 125($ 119|$ 788($ 138|% 300($ 13% $ 30,600
56 22|Communications $ 1,897 |% 413($ 300|% 125($ 178|% 675 2061 % - - 9% $ 22,763
57 23|Research $ 2531 |9% 1031($ 450|% 250 238|% 563 - $ - 13% $ 30,375
58
59 31|PROGRAM 1 $ 2573 |% 309($ 300|9% 1125($ - $ - $ 309($ 375|% 155 13% $ 30,881
60 32|PROGRAM 2 $1919|% 155($% 1888 - $ 950($ - $ 206($ 300|% 120 10% $ 23,025
61 33|PROGRAM 3 $ 1,392|% 155|$ 150($ 625|$ - |$ $ 172|$ 18([% 103] 7% $ 16,706
62 34|PROGRAM 4 $1238|% 103($ 113|% - $ 5%($ $ 138($ 188|% 103 6% $ 14,850
63 35|PROGRAM 5 $ - $ - $ - $ - $ - $ $ - $ - $ - 0% $ -
64
65 SUBTOTAL $20,000 | $ 4,1125($ 3,000 $ 2,500 (% 2375|% 2250 ($ 1,375|$ 3,000($ 1,375] 100% | $ 240,000

Appendix 4.a ABC Organizational Budget -Multipage Template - RevBedsgnnel Costs 12




A B

c | o | e ] £ | ¢

N

ABC - Activists Building Capacity

SHARED NON-PERSONNEL COSTS

ALLOCATION

D1

Yearly Non-Personnel Costs - Shared and Overhead Costs

(Row 9 percentages

come from C1 -Row

19)

~Njojal s~

Monthly
Details Cost Total Year M&G FR

ME c

P1

P2

P3

P4

Total
Programs

© |

0% 0%

0% 0%

OD/I'I

0%

OD/I'I

0%

00/0

0%

10

11

12

13

14

15

n|len|p|n|em
'

16

17

18

TOTALS | $ - |5 - |$ - |85 -

n|ln| |||l

19

20

Total Overhead $ -

21

22

D2

Allocation of M/E/C/R Costs to Programs (Leave for Sessio

n 3)

23

We got thie

se percentages from C2

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

24

M&E

25

26

27

| |en|en

28

D3

Allocation of Overhead to Programs (Leave for Session 3)

29

Overhead
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B | C | D E F G H J K L M N o) P
£ [ [
2 | |ABC - Activists Building Capacity
4 CONSOLIDATED ANNUAL BUDGET
I I
6 Data to GRAND OH / CORE PROGRAMS
double % TOTAL M&E/ P1 P2 P3 P4 Total
7 check M&G Fundraising | Total CORE | Comm/Res Women Youth Environment | Microfinance | Programs
8 INCOME E1 H E2
9 Opening Balance 0 | $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 H
10 Donor 1 $0 $0 $0
11 Donor 2 $0 $0 $0
12 Donor 3 $0 $0 $0
14 Receivables 0 | #tith $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
15 Donor 1 $0 $0 $0
16 Donor 2 $0 $0 $0
17 Donor 3 $0 $0 $0
18 Donor 4 $0 $0 $0
19 Donor 5 $0 $0 $0
21 SECURE FUNDING 0 | #H#H# $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
22 % of Secured funds over Total Expenses #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!
23 Likely 0 | #tith $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
24 Donor 6 $0 $0 $0
25 Donor 7 $0 $0 $0
26 Individual Donors $0 $0 $0
27 Fee for Services $0 $0 $0
28 In-kind Donations-Facilitators $0 $0 $0 G5
29 In-kind Donations-Consultants $0 $0 $0 G5
30 In-kind Donations-Equipment $0 $0 $0 G5
32 Prospect 0 | #H# $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 J2
33 Donor 8 $0 $0 $0
34 Donor 9 $0 $0 $0
35 Donor 10 $0 $0 $0
36 Donor 11 $0 $0 $0
37 Donor 12 $0 $0 $0
39 LIKELY AND PROSPECTS 0 | #H## $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
40 TOTAL INCOME 0 | #t#H# $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
41 TOTAL EXPENSES 0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
42 SURPLUS / (DEFICIT) 0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 J1
43 EXPENSES F1
44 Personnel 0 | $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 F2
45 $0 $0 $0
46 $0 $0 $0
47 $0 $0 $0
48 $0 $0 $0
49 $0 $0 $0
50 $0 $0 $0
51 $0 $0 $0
52 $0 $0 $0
54 Activities, Events & Trips 0 | it $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 G3
55 $0 $0 $0
56 $0 $0 $0
57 $0 $0 $0
58 $0 $0 $0
59 $0 $0 $0
60 $0 $0 $0
61 $0 $0 $0
62 $0 $0 $0
63 $0 $0 $0
64 $0 $0 $0
65 $0 $0 $0
66 $0 $0 $0
67 $0 $0 $0
68 $0 $0 $0
69 $0 $0 $0
70 $0 $0 $0
72 Office Costs 0 | $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 F3
73 $0 $0 $0
74 $0 $0 $0
75 $0 $0 $0
76 $0 $0 $0
77 $0 $0 $0
78 $0 $0 $0
79 $0 $0 $0
80 Equipment $0 $0 $0 G4
81 Reserves $0 $0 $0 F3a
83 TOTAL EXPENSES 0 | #ti# $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
Appendix 4.a ABC Organizational Budget -Multipage Template - Rev0.xIsx BUDGET
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 1 TOTAL Secured Likely Prospect Notes
4 Activities WOMEN US$ 100% To be Raised Comments
5 | Annual Regional Workshop $0 $0|G1
6 2|Facilitators
7 1|Interpreter and translator
8 34| Transportation
9 34[Lodging and Meals
10 30[Materials
11 Venue
12 Printing & Copying
13 Telephone & Internet
14 Miscellaneous
15
16 1 5 Follow up meetings $0 $0|G1
17 1|Facilitators
18 1|Interpreter and translator
19 32| Transportation
20 32|Lodging and Meals
21 30| Materials
22 Venue
23 Printing & Copying
24 Telephone & Internet
25 Miscellaneous
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Evaluation Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \Y PROGRAM PERSONNEL $0 $0(F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0(F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0|G2
54 2 Laptops
55 1 Printer
56
57 VIl SHARED OFFICE COSTS $0 $0[F5
58 0
59 0
60 0
61 0
62 0
63 0
64 0
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
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ABC Activitst Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 2 TOTAL Secured Likely Prospect Notes
4 Activities YOUTH US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Research Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 3 laptops
55 1 video camara
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 0
59 0
60 0
61 0
62 0
63 0
64 0
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 3 TOTAL Secured Likely Prospect Notes
4 Activities ENVIRONMENT US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Evaluation Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 Software
55 1 Printer
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 0
59 0
60 0
61 0
62 0
63 0
64 0
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 4 TOTAL Secured Likely Prospect Notes
4 Activities MICROFINANCE US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Research Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 1 Motorcycle
55 1 laptop
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 0
59 0
60 0
61 0
62 0
63 0
64 0
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
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A B C E F G H | J K L M N O

1
2 | | ABC - Activists Building Capacity
4 SHARED PERSONNEL COSTS ALLOCATION
5 \ |
6 C1|Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)
7 \
8 Overhead Shared Functional Costs Direct Programmatic-Shared Costs

Total
9 Employee Total Year| M&G FR ME © R pP1 P2 P3 P4 Programs
10 Executive Director $0 $0
11 Program Director $0 $0
12 Program Manager A $0 $0
13 Program Manager B $0 $0
14 Program Coordinator $0 $0
15 Program Assistant $0 $0
16 Finance Director $0 $0
17 Administrative Assistant $0 $0
18 TOTALS $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
19
20 Total Overhead $0
21
22 C2 |Allocation of M/E/C/R Costs to Programs
23 We get these % from Row 19 (Jto N) | #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!
24 M&E $ -
25 C $ -
26 R $ -
27
28 C3|Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead $ -
30
31
32 B |Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)
33
34 Employee fotal Montl M&G FR ME © R P1 P2 P3 P4
35 Executive Director $4,125 $619 $928 $413 $413 $1,031 $309 $155 $155 $103
36 Program Director $3,000 $225 $675 $600 $300 $450 $300 $188 $150 $113
37 Program Manager A $2,500 $63 $188 $125 $125 $250 $1,125 $0 $625 $0
38 Program Manager B $2,375 $59 $238 $119 $178 $238 $0 $950 $0 $594
39 Program Coordinator $2,250 $28 $197 $788 $675 $563 $0 $0 $0 $0
40 Program Assistant $1,375 $138 $69 $138 $206 $0 $309 $206 $172 $138
41 Finance Director $3,000 $1,050 $600 $300 $0 $0 $375 $300 $188 $188
42 Administrative Assistant $1,375 $688 $138 $69 $0 $0 $155 $120 $103 $103
43 TOTALS $20,000 $2,869 $3,031 $2,550 $1,897 $2,531 $2,573 $1,919 $1,392 $1,238
44
45
46 A |SALARIES COSTS (from Timesheets file)
48
49 Cost Totals EMPLOYEES Total
50 Center FUNCTIONS Month $ PD PMA PMB PC PA FD % Annual $
51
52 Management & General | $ 2,869 2251 9% 63]$ 59($ 28($ 138 $ 1,050 14% |$ 34,425
53 Fundraising $ 3,031 $ 675 188|% 238($ 197|$ 69($ 600|$% 15% $ 36,375
54
55 Monitoring & Evaluation | $ 2,550 | $ 600|$ 125($ 119|$ 788($ 138|% 300($ 13% $ 30,600
56 22|Communications $ 1,897 |% 413[($ 300|$ 125($ 178|% 675($% 206|$ $ - 9% $ 22,763
57 23|Research $ 2531 |9% 1031($ 450|% 250 238|% 563 - $ - 13% $ 30,375
58
59 31|PROGRAM 1 $ 2573 |% 309($ 300|9% 1125($ - $ - $ 309($ 375|% 155 13% $ 30,881
60 32|PROGRAM 2 $1919|% 155($ 188 % - $ 950($ - $ 206($ 300|% 120 10% $ 23,025
61 33|PROGRAM 3 $ 1,392|% 155|$ 150($ 625|$ - |$ $ 172|$ 18([% 103] 7% $ 16,706
62 34|PROGRAM 4 $1238|% 103($ 113|% - $ 5%($ $ 138($ 188|% 103 6% $ 14,850
63 35|PROGRAM 5 $ - $ - $ - $ - $ - $ $ - $ - $ - 0% $ -
64
65 SUBTOTAL $20,000 | $ 4,1125($ 3,000 $ 2,500 (% 2375|% 2250 ($ 1,375|$ 3,000($ 1,375] 100% | $ 240,000
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Al B , C , D I‘ E F G H I J K L M N 0
1
2 ABC - Activists Building Capacity
4 SHARED NON-PERSONNEL COSTS ALLOCATION
5
6 D1 |Yearly Non-Personnel Costs - Shared and Overhead Costs ‘(Row 9 pe‘rcentages ‘come frorr‘l C1 -Row 19)
7

Monthly Total

8 Details Cost Total Year M&G FR ME C R P1 P2 P3 P4 Programs
9 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
10 Audit $ 5,000 $
11 IT services $ 200 [ $ 2400 $
12 Legal services $ 200 | $ 2,400 $
13 Rent & Utilities $ 1,000 | $ 12,000 $
14 Telephone $ 100 | $ 1,200 $
15 Office Supplies $ 100 [ $ 1,200 $
16 Miscellaneous $ 800 $
17 $
18 TOTALS| $ 1,600 | $ 25,000 $ - $ $ - $ - $ - $ $
19
20 Total Overhead $ -
21
22 D2 |Allocation of M/E/C/R Costs to Programs (Leave for Session 3)
23 We got thiese percentages from C2 #DIV/0! #DIVI0! #DIV/0! #DIV/0! #DIV/0!
24 M&E $
25 c $
26 R $
27 - S - |$ $
28 D3 |Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead $
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B | C | D E F G H | J K L M N S P
S [ [
2 | |ABC - Activists Building Capacity
4 CONSOLIDATED AN‘NUAL BUI?GET
6 Datato GRAND OH / CORE PROGRAMS
double | % | £ M&E] P1 P2 P3 P4 Total
7 check M&G Fundraising | Total CORE | Comm/Res | Women Youth i Mi Prog
3 INCOME El H E2
9 Opening Balance 70000 | 7%| $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $0 $0 $0 $16,000
10 Donor 1 30,000 $0 $0 $0
11 Donor 2 20,000 $0 $0 $0
12 Donor 3 20,000 $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $16,000 |P1 Donor
14 Receivables 400,000 | 54%)| $150,000 $10,000 $7,000 $17,000 $11,000 $64,000 $18,000 $15,000 $25,000 [ $133,000
15 Donor 1 150,000 $0 $0 $0
16 Donor 2 100,000 $0 $0 $0
17 Donor 3 80,000 $80,000 $7,000 $5,000 $12,000 $4,000 $64,000 $68,000 |P1 Donor
18 Donor 4 40,000 $40,000 $3,000 $2,000 $5,000 $2,000 $18,000 $15,000 $35,000 [P2, P3 Dono
19 Donor 5 30,000 $30,000 $0 $0 $0 $5,000 $25,000 $30,000 |P4 Donor
21 SECURE FUNDING| 470,000 | 62%]| $170,000 $12,000 $9,000 $21,000 $13,000 $78,000 $18,000 $15,000 $25,000 [ $149,000
22 % of Secured funds over Total Expenses #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!
23 Likely 106,000 | 38%)| $106,000 $6,000 $4,000 $10,000 $17,000 $30,000 $21,000 $8,000 $20,000 $96,000
24 Donor 6 50,000 $50,000 $3,000 $2,000 $5,000 $5,000 $20,000 $20,000 $45,000 [P1, P4 Dono
25 Donor 7 20,000 $20,000 $1,000 $1,000 $2,000 $2,000 $16,000 $18,000 |P2 Donor
26 Individual Donors 25,000 $25,000 $1,000 $1,000 $2,000 $10,000 $5,000 $8,000 $23,000 |P1, P2, P3 D|
27 Fee for Services 11,000 $11,000 $1,000 $1,000 $10,000 $10,000 |MECR
28 In-kind Donations-Facilitators $0 $0 $0 G5
29 In-kind Donations-Consultants $0 $0 $0 G5
30 In-kind Donations-Equipment $0 $0 $0 G5
32 Prospect 0] 0% $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 J2
33 Donor 8 $0 $0 $0
34 Donor 9 $0 $0 $0
35 Donor 10 $0 $0 $0
36 Donor 11 $0 $0 $0
37 Donor 12 $0 $0 $0
39 LIKELY AND PROSPECTS| 106,000 | 38%| $106,000 $6,000 $4,000 $10,000 $17,000 $30,000 $21,000 $8,000 $20,000 $96,000
40 TOTAL INCOME| 576,000 | ####| $276,000 $18,000 $13,000 $31,000 $30,000 | $108,000 $39,000 $23,000 $45,000 | $245,000
41 TOTAL EXPENSES 0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
42 SURPLUS / (DEFICIT)| 576,000 $276,000 $18,000 $13,000 $31,000 $30,000 | $108,000 $39,000 $23,000 $45,000 | $245,000 J1
43 EXPENSES F1
a4 Personnel O | #HtH $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 F2
45 $0 $0 $0
46 $0 $0 $0
47 $0 $0 $0
48 $0 $0 $0
49 $0 $0 $0
50 $0 $0 $0
51 $0 $0 $0
52 $0 $0 $0
54 Activities, Events & Trips 0 | $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 G3
55 P1| Annual Regional Workshop $0 $0 $0 |After Units ar]
56 P1|5 Follow up meetings $0 $0 $0
57 P1| Publications $0 $0 $0
58 P1| Evaluation Consultant $0 $0 $0
59 P2|TBD $0 $0 $0
60 P2|TBD $0 $0 $0
61 P2| Publications $0 $0 $0
62 P2| Research Consultant $0 $0 $0
63 P3| TBD $0 $0 $0
64 P3| TBD $0 $0 $0
65 P3| Publications $0 $0 $0
66 P3| Evaluation Consultant $0 $0 $0
67 P4|TBD $0 $0 $0
68 P4|TBD $0 $0 $0
69 P4| Publications $0 $0 $0
70 P4 Research Consultant $0 $0 $0
72 Office Costs 0 |### $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 F3
73 $0 $0 $0
74 $0 $0 $0
75 $0 $0 $0
76 $0 $0 $0
77 $0 $0 $0
78 $0 $0 $0
79 $0 $0 $0
80 Equipment $0 $0 $0 G4
81 Reserves $0 $0 $0 F3a
83 TOTAL EXPENSES 0 | #it## $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
84 % Over Total Programs = ICR #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!
85
86 $0 |acc F83
87 $0 $0 $0 $0 $0 |ace.CC
88 $0 |Reserva
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 1 TOTAL Secured Likely Prospect Notes
4 Activities WOMEN US$ 100% To be Raised Comments
5 | Annual Regional Workshop $0 $0|G1
6 2|Facilitators
7 1|Interpreter and translator
8 34| Transportation
9 34[Lodging and Meals
10 30[Materials
11 Venue
12 Printing & Copying
13 Telephone & Internet
14 Miscellaneous
15
16 1 5 Follow up meetings $0 $0|G1
17 1|Facilitators
18 1|Interpreter and translator
19 32| Transportation
20 32|Lodging and Meals
21 30| Materials
22 Venue
23 Printing & Copying
24 Telephone & Internet
25 Miscellaneous
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Evaluation Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 2 Laptops
55 1 Printer
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 Audit
59 IT services
60 Legal services
61 Rent & Utilities
62 Telephone
63 Office Supplies
64 Miscellaneous
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
Appendix 4.b ABC Organizational Budget - Rev1.xIsx P1 15




ABC Activitst Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 2 TOTAL Secured Likely Prospect Notes
4 Activities YOUTH US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Research Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 3 laptops
55 1 video camara
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 Audit
59 IT services
60 Legal services
61 Rent & Utilities
62 Telephone
63 Office Supplies
64 Miscellaneous
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 3 TOTAL Secured Likely Prospect Notes
4 Activities ENVIRONMENT US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Evaluation Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 Software
55 1 Printer
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 Audit
59 IT services
60 Legal services
61 Rent & Utilities
62 Telephone
63 Office Supplies
64 Miscellaneous
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
Appendix 4.b ABC Organizational Budget - Rev1.xIsx P3




ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 4 TOTAL Secured Likely Prospect Notes
4 Activities MICROFINANCE US$ 100% To be Raised Comments
5 | TBD $0 $0|G1
6
7
8
9
10
11
12
13
14
15
16 Il TBD $0 $0|G1
17
18
19
20
21
22
23
24
25
26
27 11l Publications $0 $0[G1
28 Designer
29 Materials
30 Printing & Copying
31 Telephone & Internet
32 Miscellaneous
33
34 SUB-TOTAL ACTIVITIES $0 $0 $0 $0
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $0 $0|F4
36 Monitoring & Evaluation
37 Communications
38 Research
39 Research Consultant G1
40
41 SUB-TOTAL PROGRAMS $0 $0 $0 $0
42 \% PROGRAM PERSONNEL $0 $0|F4
43 Executive Director
44 Program Director
45 Program Manager
46 Program Assistant
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $0 $0|F4
49 Finance Director
50 Administrative Assistant
51
52 SUB-TOTAL PERSONNEL $0 $0 $0 $0
53 VI CAPITAL GOODS-EQUIPMENT $0 $0(G2
54 1 Motorcycle
55 1 laptop
56
57 VI SHARED OFFICE COSTS $0 $0[F5
58 Audit
59 IT services
60 Legal services
61 Rent & Utilities
62 Telephone
63 Office Supplies
64 Miscellaneous
65
66
67 SUB-TOTAL $0 $0 $0 $0
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $0
Appendix 4.b ABC Organizational Budget - Rev1.xIsx P4




B C E G H | J K L M N (o]

1
2 | |ABC - Activists Building Capacity
4 SHARED PERSONNEL COSTS ALLOCATION
5 \ |
6 C1|Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)
7
8 Overhead Shared Functional Costs Direct Programmatic-Shared Costs

Total
9 Employee Total Year| M&G FR ME © R pP1 P2 P3 P4 Programs
10 Executive Director $49,500 $7,425| $11,138 $4,950 $4,950| $12,375 $3,713 $1,856 $1,856 $1,238 $8,663
11 Program Director $36,000 $2,700 $8,100 $7,200 $3,600 $5,400 $3,600 $2,250 $1,800 $1,350 $9,000
12 Program Manager A $30,000 $750 $2,250( $1,500 $1,500f $3,000] $13,500 $0 $7,500 $0 $21,000
13 Program Manager B $28,500 $713 $2,850 $1,425 $2,138] $2,850 $0| $11,400 $0[ $7,125 $18,525
14 Program Coordinator $27,000 $338| $2,363| $9,450( $8,100( $6,750 $0 $0 $0 $0 $0
15 Program Assistant $16,500] $1,650 $825 $1,650 $2,475 $0 $3,713| $2,475 $2,063] $1,650 $9,900
16 Finance Director $36,000| $12,600 $7,200 $3,600 $0 $0 $4,500 $3,600 $2,250 $2,250 $12,600
17 Administrative Assistant $16,500] $8,250 $1,650 $825 $0 $0 $1,856 $1,444| $1,238| $1,238 $5,775
18 TOTALS| $240,000 $34,425| $36,375| $30,600| $22,763| $30,375| $30,881| $23,025| $16,706] $14,850 $85,463
19 14% 15% 13% 9% 13% 13% 10% 7% 6% 36%
20 Total Overhead $70,800
21
22 C2 |Allocation of M/E/C/R Costs to Programs
23 We get these % from Row 19 (J to N) 36% 21% 20% 17% 100%
24 M&E |$ 11,057 |$ 8244 |$ 5982|% 5317|$ 30,600
25 C $ 8225($ 6,133|% 4450 (% 3955|$ 22,763
26 R $ 10976 [$ 8184 |9% 5938 (% 5278|$ 30,375
27
28 C3|Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead | $ 25,583 | § 19,075 | $ 13,840 | $ 12,302 | $ 70,800
30
31
32 B |Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)
33
34 Employee fotal Montl M&G FR ME © R P1 P2 P3 P4
35 Executive Director $4,125 $619 $928 $413 $413 $1,031 $309 $155 $155 $103
36 Program Director $3,000 $225 $675 $600 $300 $450 $300 $188 $150 $113
37 Program Manager A $2,500 $63 $188 $125 $125 $250 $1,125 $0 $625 $0
38 Program Manager B $2,375 $59 $238 $119 $178 $238 $0 $950 $0 $594
39 Program Coordinator $2,250 $28 $197 $788 $675 $563 $0 $0 $0 $0
40 Program Assistant $1,375 $138 $69 $138 $206 $0 $309 $206 $172 $138
41 Finance Director $3,000 $1,050 $600 $300 $0 $0 $375 $300 $188 $188
42 Administrative Assistant $1,375 $688 $138 $69 $0 $0 $155 $120 $103 $103
43 TOTALS $20,000 $2,869 $3,031 $2,550 $1,897 $2,531 $2,573 $1,919 $1,392 $1,238
44
45
46 A |SALARIES COSTS (from Timesheets file)
48
49 Cost Totals EMPLOYEES Total
50 Center FUNCTIONS Month $ PD PMA PMB PC PA FD % Annual $
51
52 Management & General | $ 2,869 2251 9% 63]$ 59($ 28($ 138 $ 1,050 14% |$ 34,425
53 Fundraising $ 3,031 $ 675 188|% 238($ 197|$ 69($ 600|$% 15% $ 36,375
54
55 Monitoring & Evaluation | $ 2,550 | $ 600|$ 125($ 119|$ 788($ 138|% 300($ 13% $ 30,600
56 22|Communications $ 1,897 |% 413[($ 300|$ 125($ 178|% 675($% 206|$ $ - 9% $ 22,763
57 23|Research $ 2531 |9% 1031($ 450|% 250 238|% 563 - $ - 13% $ 30,375
58
59 31|PROGRAM 1 $ 2573 |% 309($ 300|9% 1125($ - $ - $ 309($ 375|% 155 13% $ 30,881
60 32|PROGRAM 2 $1919|% 155($% 1888 - $ 950($ - $ 206($ 300|% 120 10% $ 23,025
61 33|PROGRAM 3 $ 1,392|% 155|$ 150($ 625|$ - |$ $ 172|$ 188[$% 103 7% $ 16,706
62 34|PROGRAM 4 $ 1,238|% 103[$ 13|$ - [$ 594§ $ 138]|$ 188§ 103] 6% $ 14,850
63 35|PROGRAM 5 $ - $ - $ - $ - $ - $ $ - $ - $ - 0% $ -
64
65 SUBTOTAL $20,000 | $ 4,1125($ 3,000 $ 2,500 (% 2375|% 2250 ($ 1,375|$ 3,000($ 1,375] 100% | $ 240,000

Appendix 4.c ABC Organizational Budget - Rev2.xIsx

Personnel Costs



B C E G H | J K L M N (o]

1
2 | |ABC - Activists Building Capacity
4 SHARED PERSONNEL COSTS ALLOCATION
5 \ |
6 C1|Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)
7
8 Overhead Shared Functional Costs Direct Programmatic-Shared Costs

Total
9 Employee Total Year| M&G FR ME © R pP1 P2 P3 P4 Programs
10 Executive Director $49,500 $7,425| $11,138 $4,950 $4,950| $12,375 $3,713 $1,856 $1,856 $1,238 $8,663
11 Program Director $36,000 $2,700 $8,100 $7,200 $3,600 $5,400 $3,600 $2,250 $1,800 $1,350 $9,000
12 Program Manager A $30,000 $750 $2,250( $1,500 $1,500f $3,000] $13,500 $0 $7,500 $0 $21,000
13 Program Manager B $28,500 $713 $2,850 $1,425 $2,138] $2,850 $0| $11,400 $0[ $7,125 $18,525
14 Program Coordinator $27,000 $338| $2,363| $9,450( $8,100( $6,750 $0 $0 $0 $0 $0
15 Program Assistant $16,500] $1,650 $825 $1,650 $2,475 $0 $3,713| $2,475 $2,063] $1,650 $9,900
16 Finance Director $36,000| $12,600 $7,200 $3,600 $0 $0 $4,500 $3,600 $2,250 $2,250 $12,600
17 Administrative Assistant $16,500] $8,250 $1,650 $825 $0 $0 $1,856 $1,444| $1,238| $1,238 $5,775
18 TOTALS| $240,000 $34,425| $36,375| $30,600| $22,763| $30,375| $30,881| $23,025| $16,706] $14,850 $85,463
19 14% 15% 13% 9% 13% 13% 10% 7% 6% 36%
20 Total Overhead $70,800
21
22 C2 |Allocation of M/E/C/R Costs to Programs
23 We get these % from Row 19 (J to N) 36% 21% 20% 17% 100%
24 M&E |$ 11,057 |$ 8244 |$ 5982|% 5317|$ 30,600
25 C $ 8225($ 6,133|% 4450 (% 3955|$ 22,763
26 R $ 10976 [$ 8184 |9% 5938 (% 5278|$ 30,375
27
28 C3|Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead | $ 25,583 | § 19,075 | $ 13,840 | $ 12,302 | $ 70,800
30
31
32 B |Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)
33
34 Employee fotal Montl M&G FR ME © R P1 P2 P3 P4
35 Executive Director $4,125 $619 $928 $413 $413 $1,031 $309 $155 $155 $103
36 Program Director $3,000 $225 $675 $600 $300 $450 $300 $188 $150 $113
37 Program Manager A $2,500 $63 $188 $125 $125 $250 $1,125 $0 $625 $0
38 Program Manager B $2,375 $59 $238 $119 $178 $238 $0 $950 $0 $594
39 Program Coordinator $2,250 $28 $197 $788 $675 $563 $0 $0 $0 $0
40 Program Assistant $1,375 $138 $69 $138 $206 $0 $309 $206 $172 $138
41 Finance Director $3,000 $1,050 $600 $300 $0 $0 $375 $300 $188 $188
42 Administrative Assistant $1,375 $688 $138 $69 $0 $0 $155 $120 $103 $103
43 TOTALS $20,000 $2,869 $3,031 $2,550 $1,897 $2,531 $2,573 $1,919 $1,392 $1,238
44
45
46 A |SALARIES COSTS (from Timesheets file)
48
49 Cost Totals EMPLOYEES Total
50 Center FUNCTIONS Month $ PD PMA PMB PC PA FD % Annual $
51
52 Management & General | $ 2,869 2251 9% 63]$ 59($ 28($ 138 $ 1,050 14% |$ 34,425
53 Fundraising $ 3,031 $ 675 188|% 238($ 197|$ 69($ 600|$% 15% $ 36,375
54
55 Monitoring & Evaluation | $ 2,550 | $ 600|$ 125($ 119|$ 788($ 138|% 300($ 13% $ 30,600
56 22|Communications $ 1,897 |% 413[($ 300|$ 125($ 178|% 675($% 206|$ $ - 9% $ 22,763
57 23|Research $ 2531 |9% 1031($ 450|% 250 238|% 563 - $ - 13% $ 30,375
58
59 31|PROGRAM 1 $ 2573 |% 309($ 300|9% 1125($ - $ - $ 309($ 375|% 155 13% $ 30,881
60 32|PROGRAM 2 $1919|% 155($% 1888 - $ 950($ - $ 206($ 300|% 120 10% $ 23,025
61 33|PROGRAM 3 $ 1,392|% 155|$ 150($ 625|$ - |$ $ 172|$ 188[$% 103 7% $ 16,706
62 34|PROGRAM 4 $ 1,238|% 103[$ 13|$ - [$ 594§ $ 138]|$ 188§ 103] 6% $ 14,850
63 35|PROGRAM 5 $ - $ - $ - $ - $ - $ $ - $ - $ - 0% $ -
64
65 SUBTOTAL $20,000 | $ 4,1125($ 3,000 $ 2,500 (% 2375|% 2250 ($ 1,375|$ 3,000($ 1,375] 100% | $ 240,000

Appendix 4.d ABC Organizational Budget - Rev3.xIsx
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Al B , C , D I‘ E F G H I J K L M N 0

1
2 ABC - Activists Building Capacity
4 SHARED NON-PERSONNEL COSTS ALLOCATION
5
6 D1 |Yearly Non-Personnel Costs - Shared and Overhead Costs ‘ Row 9 pe‘rcentages ‘come frorr‘l C1 -Row 19)
7

Monthly Total
8 Details Cost Total Year M&G FR ME c R P1 P2 P3 P4 Programs
9 14% 15% 13% 9% 13% 13% 10% 7% 6% 36%
10 Audit $ 5000($ 717|$ 758|% 638[$ 474|$ 633|$ 643[$ 480|$% 348($ 309|$ 1,780
11 IT services $ 200) % 2400($ 34418 364|$ 3065 228|$ 304($ 309|$ 230($ 167|$ 149($ 855
12 Legal services $ 200($ 2400 344|$ 364($ 306|% 228|$ 304($ 309|% 230($ 167|% 149|$ 855
13 Rent & Utilities $ 1,000 $12000($ 1,721 | % 1819|$ 1530 1138|$ 1519 (% 1544|$ 1151 (% 835|$ 743($ 4,273
14 Telephone $ 100($ 12008 172($ 182|$% 153|$ 114|$ 152|$ 154[$ 115|$ 841$ 741$ 427
15 Office Supplies $ 100|$ 1200(% 172|$ 182|$% 153|$ 114|$ 152|$ 154($ 115]$ 8419 741($ 427
16 Miscellaneous $ 800($ 115|$ 121|$ 102 (% 7%6($ 101]$ 103]$ 7% 56 | $ 50 | $ 285
17 $ - |s$ - 1§ - [$ - |8 - [s - |8 - |% - |% - ]S -
18 TOTALS| $ 1,600 | $ 25,000 | $ 3,586 [$ 3,789 | $ 3188 |$ 2371 |$ 31164 |$ 3217 |$ 2398 |$ 1,740 | § 1,547 |$ 8,902
19
20 Total Overhead $ 7,375
21
22 D2 |Allocation of M/E/C/R Costs to Programs (Leave for Session 3)
23 We got thiese percentages from C2 36% 27% 20% 17% 100%
24 M&E $ 1152 (% 859 |$ 623|885 554 (% 3,188
25 C $ 857§ 639|$ 464|8 412($ 2,371
26 R $ 1143 (% 852|$ 619|$% 550 (% 3,164
27 $ 3152 (% 2350 |$ 1,705|% 1,516 [ $ 8,723
28 D3 |Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead | § 2665 % 1,987 |$ 1442 (% 1,281]$ 7,375

Appendix 4.d ABC Organizational Budget - Rev3.xIsx Non-Personnel Costs



B | C | D E F G H J K L M N 0
ES [ [
2 | |ABC - Activists Building Capacity
4 CONSOLIDATED AN‘NUAL BUI?GET
6 Data to GRAND OH / CORE PROGRAMS

double % TOTAL M&E/ P1 P2 P3 P4 Total

7 check M&G Fundraising | Total CORE | Comm/Res Women Youth Environment | Microfinance | Programs
8 INCOME E1l H
9 Opening Balance 70000 | 6%| $20,000 $2,000 $2,000 $4,000 $2,000 |  $14,000 $0 $0 $0 | $16,000
10 Donor 1 30,000 $0 $0 $0
11 Donor 2 20,000 $0 $0 $0
12 Donor 3 20,000 $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $16,000
14 Receivables 400,000 | 47%| $150,000 $10,000 $7,000 $17,000 $11,000 $64,000 $18,000 $15,000 $25,000 $133,000
15 Donor 1 150,000 $0 $0 $0
16 Donor 2 100,000 $0 $0 $0
17 Donor 3 80,000 $80,000 $7,000 $5,000 $12,000 $4,000 $64,000 $68,000
18 Donor 4 40,000 $40,000 $3,000 $2,000 $5,000 $2,000 $18,000 $15,000 $35,000
19 Donor 5 30,000 $30,000 $0 $0 $0 $5,000 $25,000 $30,000
21 SECURE FUNDING| 470,000 | 53%| $170,000 $12,000 $9,000 $21,000 $13,000 $78,000 $18,000 $15,000 $25,000 | $149,000
22 % of Secured funds over Total Expenses 23% 19% 22% 20% 14% 51% 13% 12% 22% 24%
23 Likely 150,000 | 47%| $150,000 $6,000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
24 Donor 6 50,000 $50,000 $3,000 $2,000 $5,000 $5,000 $20,000 $20,000 $45,000
25 Donor 7 20,000 $20,000 $1,000 $1,000 $2,000 $2,000 $16,000 $18,000
26 Individual Donors 25,000 $25,000 $1,000 $1,000 $2,000 $10,000 $5,000 $8,000 $23,000
27 Fee for Services 11,000 $11,000 $1,000 $1,000 $10,000 $10,000
28 In-kind Donations-Facilitators 30,000 $30,000 $0 $5,000 $8,000 $10,000 $7,000 $30,000
29 In-kind Donations-Consultants 4,000 $4,000 $0 $2,000 $2,000 $4,000
30 In-kind Donations-Equipment 10,000 $10,000 $0 $4,000 $6,000 $10,000
32 Prospect 0] 0% $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
33 Donor 8 $0 $0 $0
34 Donor 9 $0 $0 $0
35 Donor 10 $0 $0 $0
36 Donor 11 $0 $0 $0
37 Donor 12 $0 $0 $0
39 LIKELY AND PROSPECTS 150,000 | 47%| $150,000 $6,000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
40 TOTAL INCOME| 620,000 | ####| $320,000 [ $18,000 | $13,000 | $31,000 | $30,000 [ $115,000 | $51,000 | $35,000 $58,000 | $289,000
41 TOTAL EXPENSES| 726,700 $726,700 | $63,011 | $40,164 | $103,175 [ $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
42 SURPLUS / (DEFICIT)| (106,700) ($406,700)| ($45,011)[ ($27,164)| ($72,175)| ($62,460)| ($36,798) ($90,423)| ($87,946)| ($56,897)|($334,525)
43 EXPENSES F1
44 Personnel 240,000 | 33%)| $240,000 $34,425 $36,375 $70,800 $83,738 $30,881 $23,025 $16,706 $14,850 | $169,200
45 Executive Director 49,500 $49,500 $7,425 $11,138 $18,563 $22,275 $3,713 $1,856 $1,856 $1,238 $30,938
46 Program Director 36,000 $36,000 $2,700 $8,100 $10,800 $16,200 $3,600 $2,250 $1,800 $1,350 $25,200
47 Program Manager A 30,000 $30,000 $750 $2,250 $3,000 $6,000 $13,500 $0 $7,500 $0 $27,000
48 Program Manager B 28,500 $28,500 $713 $2,850 $3,563 $6,413 $0 $11,400 $0 $7,125 $24,938
49 Program Coordinator 27,000 $27,000 $338 $2,363 $2,700 $24,300 $0 $0 $0 $0 $24,300
50 Program Assistant 16,500 $16,500 $1,650 $825 $2,475 $4,125 $3,713 $2,475 $2,063 $1,650 $14,025
51 Finance Director 36,000 $36,000 $12,600 $7,200 $19,800 $3,600 $4,500 $3,600 $2,250 $2,250 $16,200
52 Administrative Assistant 16,500 $16,500 $8,250 $1,650 $9,900 $825 $1,856 $1,444 $1,238 $1,238 $6,600
54 Activities, Events & Trips 421,500 | 58%| $421,500 $0 $0 $0 $0 [ $114500 | $112,000 [ $102,500 $92,500 | $421.500
55 P1| Annual Regional Workshop 41,000 $41,000 $0 $41,000 $41,000
56 P1|5 Follow up meetings 61,000 $61,000 $0 $61,000 $61,000
57 P1|Publications 10,500 $10,500 $0 $10,500 $10,500
58 P1| Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
59 P2|TBD 50,000 $50,000 $0 $50,000 $50,000
60 P2|TBD 50,000 $50,000 $0 $50,000 $50,000
61 P2| Publications 10,500 $10,500 $0 $10,500 $10,500
62 P2| Research Consultant 1,500 $1,500 $0 $1,500 $1,500
63 P3| TBD 50,000 $50,000 $0 $50,000 $50,000
64 P3|TBD 40,000 $40,000 $0 $40,000 $40,000
65 P3| Publications 10,500 $10,500 $0 $10,500 $10,500
66 P3| Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
67 P4|TBD 50,000 $50,000 $0 $50,000 $50,000
68 P4 TBD 30,000 $30,000 $0 $30,000 $30,000
69 P4| Publications 10,500 $10,500 $0 $10,500 $10,500
70 P4| Research Consultant 2,000 $2,000 $0 $2,000 $2,000
72 Office Costs 65200 | 9%| $65,200 $28,586 $3,789 $32,375 $8,723 $6.417 $6,398 $3,740 $7,547 $32,825
73 Audit 5,000 $5,000 $717 $758 $1,475 $1,745 $643 $480 $348 $309 $3,525
74 IT services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
75 Legal services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
76 Rent & Utilities 12,000 $12,000 $1,721 $1,819 $3,540 $4,187 $1,544 $1,151 $835 $743 $8,460
77 Telephone 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
78 Office Supplies 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
79 Miscellaneous 800 $800 $115 $121 $236 $279 $103 $77 $56 $50 $564
80 Equipment 15,200 $15,200 $0 $3,200 $4,000 $2,000 $6,000 $15,200
81 Reserves 25,000 $25,000 $25,000 $25,000 $0
83 TOTAL EXPENSES| 726,700 | ####| $726,700 | $63,011 [ $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
84 % Over Total Programs = ICR 17% 15% 24% 23% 20% 18% 100%

Appendix 4.d ABC Organizational Budget - Rev3.xlIsx
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 1 TOTAL Secured Likely Prospect Notes
4 Activities WOMEN US$ 100% To be Raised Comments
5 | Annual Regional Workshop $41,000 $41,000(G1
6 2|Facilitators $8,000
7 1|Interpreter and translator $3,000
8 34| Transportation $6,800
9 34|Lodging and Meals $17,000
10 30| Materials $750
11 Venue $2,000
12 Printing & Copying $1,000
13 Telephone & Internet $1,000
14 Miscellaneous $1,450
15
16 1 5 Follow up meetings $61,000 $61,000(G1
17 1|Facilitators $6,000
18 1|Interpreter and translator $4,500
19 32| Transportation $16,000
20 32|Lodging and Meals $24,000
21 30|Materials $3,000
22 Venue $3,000
23 Printing & Copying $1,500
24 Telephone & Internet $1,500
25 Miscellaneous $1,500
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $112,500 $0 $0 $112,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $35,410 $35,410|F4
36 Monitoring & Evaluation $12,209
37 Communications $9,082
38 Research $12,119
39 Evaluation Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $147,910 $0 $0 $147,910
42 \Y PROGRAM PERSONNEL $24,525 $24,525(F4
43 Executive Director $3,713
44 Program Director $3,600
45 Program Manager $13,500
46 Program Assistant $3,713
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $6,356 $6,356 | F4
49 Finance Director $4,500
50 Administrative Assistant $1,856
51
52 SUB-TOTAL PERSONNEL $30,881 $0 $0 $30,881
53 \ill CAPITAL GOODS-EQUIPMENT $3,200 $3,200| G2
54 2 Laptops $2,000
55 1 Printer $1,200
56
57 VIl SHARED OFFICE COSTS $3,217 $3,217|F5
58 Audit $643
59 IT services $309
60 Legal services $309
61 Rent & Utilities $1,544
62 Telephone $154
63 Office Supplies $154
64 Miscellaneous $103
65
66
67 SUB-TOTAL $185,208 $0 $0 $185,208
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $185,208
Appendix 4.d ABC Organizational Budget - Rev3.xIsx P1




ABC Activitst Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 2 TOTAL Secured Likely Prospect Notes
4 Activities YOUTH US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 1 TBD $50,000 $50,000|G1
17 $50,000
18
19
20
21
22
23
24
25
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $110,500 $0 $0 $110,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $26,410 $26,410|F4
36 Monitoring & Evaluation $9,103
37 Communications $6,771
38 Research $9,036
39 Research Consultant $1,500 G1
40
41 SUB-TOTAL PROGRAMS $136,910 $0 $0 $136,910
42 \Y PROGRAM PERSONNEL $17,981 $17,981(F4
43 Executive Director $1,856
44 Program Director $2,250
45 Program Manager $11,400
46 Program Assistant $2,475
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $5,044 $5,044|F4
49 Finance Director $3,600
50 Administrative Assistant $1,444
51
52 SUB-TOTAL PERSONNEL $23,025 $0 $0 $23,025
53 VII CAPITAL GOODS-EQUIPMENT $4,000 $4,000|G2
54 3 laptops $3,000
55 1 video camara $1,000
56
57 VIl SHARED OFFICE COSTS $2,398 $2,398|F5
58 Audit $480
59 IT services $230
60 Legal services $230
61 Rent & Utilities $1,151
62 Telephone $115
63 Office Supplies $115
64 Miscellaneous $77
65
66
67 SUB-TOTAL $166,334 $0 $0 $166,334
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $166,334
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 3 TOTAL Secured Likely Prospect Notes
4 Activities ENVIRONMENT US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 1 TBD $40,000 $40,000| G1
17 $40,000
18
19
20
21
22
23
24
25
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $100,500 $0 $0 $100,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $20,074 $20,074|F4
36 Monitoring & Evaluation $6,605
37 Communications $4,913
38 Research $6,556
39 Evaluation Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $120,574 $0 $0 $120,574
42 \Y PROGRAM PERSONNEL $13,219 $13,219(F4
43 Executive Director $1,856
44 Program Director $1,800
45 Program Manager $7,500
46 Program Assistant $2,063
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488|F4
49 Finance Director $2,250
50 Administrative Assistant $1,238
51
52 SUB-TOTAL PERSONNEL $16,706 $0 $0 $16,706
53 \ill CAPITAL GOODS-EQUIPMENT $2,000 $2,000(G2
54 Software $1,000
55 1 Printer $1,000
56
57 VIII SHARED OFFICE COSTS $1,740 $1,740|F5
58 Audit $348
59 IT services $167
60 Legal services $167
61 Rent & Utilities $835
62 Telephone $84
63 Office Supplies $84
64 Miscellaneous $56
65
66
67 SUB-TOTAL $141,021 $0 $0 $141,021
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $141,021
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 4 TOTAL Secured Likely Prospect Notes
4 Activities MICROFINANCE US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 Il TBD $30,000 $30,000|G1
17 $30,000
18
19
20
21
22
23
24
25
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $90,500 $0 $0 $90,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $18,066 $18,066|F4
36 Monitoring & Evaluation $5,871
37 Communications $4,367
38 Research $5,828
39 Research Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $108,566 $0 $0 $108,566
42 \Y PROGRAM PERSONNEL $11,363 $11,363(F4
43 Executive Director $1,238
44 Program Director $1,350
45 Program Manager $7,125
46 Program Assistant $1,650
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488|F4
49 Finance Director $2,250
50 Administrative Assistant $1,238
51
52 SUB-TOTAL PERSONNEL $14,850 $0 $0 $14,850
53 \ill CAPITAL GOODS-EQUIPMENT $6,000 $6,000(G2
54 1 Motorcycle $5,000
55 1 laptop $1,000
56
57 VIII SHARED OFFICE COSTS $1,547 $1,547|F5
58 Audit $309
59 IT services $149
60 Legal services $149
61 Rent & Utilities $743
62 Telephone $74
63 Office Supplies $74
64 Miscellaneous $50
65
66
67 SUB-TOTAL $130,963 $0 $0 $130,963
68
69 IX OVERHEAD $0 |
70 ICR - Administrative Overhead - personnel costs
71 ICR - Administrative Overhead - non-personnel costs
72
73 GRAND TOTAL $130,963
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B C E G H | J K L M N (o]

1
2 | |ABC - Activists Building Capacity
4 SHARED PERSONNEL COSTS ALLOCATION
5 \ |
6 C1|Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)
7
8 Overhead Shared Functional Costs Direct Programmatic-Shared Costs

Total
9 Employee Total Year| M&G FR ME © R pP1 P2 P3 P4 Programs
10 Executive Director $49,500 $7,425| $11,138 $4,950 $4,950| $12,375 $3,713 $1,856 $1,856 $1,238 $8,663
11 Program Director $36,000 $2,700 $8,100 $7,200 $3,600 $5,400 $3,600 $2,250 $1,800 $1,350 $9,000
12 Program Manager A $30,000 $750 $2,250( $1,500 $1,500f $3,000] $13,500 $0 $7,500 $0 $21,000
13 Program Manager B $28,500 $713 $2,850 $1,425 $2,138] $2,850 $0| $11,400 $0[ $7,125 $18,525
14 Program Coordinator $27,000 $338| $2,363| $9,450( $8,100( $6,750 $0 $0 $0 $0 $0
15 Program Assistant $16,500] $1,650 $825 $1,650 $2,475 $0 $3,713| $2,475 $2,063] $1,650 $9,900
16 Finance Director $36,000| $12,600 $7,200 $3,600 $0 $0 $4,500 $3,600 $2,250 $2,250 $12,600
17 Administrative Assistant $16,500] $8,250 $1,650 $825 $0 $0 $1,856 $1,444| $1,238| $1,238 $5,775
18 TOTALS| $240,000 $34,425| $36,375| $30,600| $22,763| $30,375| $30,881| $23,025| $16,706] $14,850 $85,463
19 14% 15% 13% 9% 13% 13% 10% 7% 6% 36%
20 Total Overhead $70,800
21
22 C2 |Allocation of M/E/C/R Costs to Programs
23 We get these % from Row 19 (J to N) 36% 21% 20% 17% 100%
24 M&E |$ 11,057 |$ 8244 |$ 5982|% 5317|$ 30,600
25 C $ 8225($ 6,133|% 4450 (% 3955|$ 22,763
26 R $ 10976 [$ 8184 |9% 5938 (% 5278|$ 30,375
27
28 C3|Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead | $ 25,583 | § 19,075 | $ 13,840 | $ 12,302 | $ 70,800
30
31
32 B |Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)
33
34 Employee fotal Montl M&G FR ME © R P1 P2 P3 P4
35 Executive Director $4,125 $619 $928 $413 $413 $1,031 $309 $155 $155 $103
36 Program Director $3,000 $225 $675 $600 $300 $450 $300 $188 $150 $113
37 Program Manager A $2,500 $63 $188 $125 $125 $250 $1,125 $0 $625 $0
38 Program Manager B $2,375 $59 $238 $119 $178 $238 $0 $950 $0 $594
39 Program Coordinator $2,250 $28 $197 $788 $675 $563 $0 $0 $0 $0
40 Program Assistant $1,375 $138 $69 $138 $206 $0 $309 $206 $172 $138
41 Finance Director $3,000 $1,050 $600 $300 $0 $0 $375 $300 $188 $188
42 Administrative Assistant $1,375 $688 $138 $69 $0 $0 $155 $120 $103 $103
43 TOTALS $20,000 $2,869 $3,031 $2,550 $1,897 $2,531 $2,573 $1,919 $1,392 $1,238
44
45
46 A |SALARIES COSTS (from Timesheets file)
48
49 Cost Totals EMPLOYEES Total
50 Center FUNCTIONS Month $ PD PMA PMB PC PA FD % Annual $
51
52 Management & General | $ 2,869 2251 9% 63]$ 59($ 28($ 138 $ 1,050 14% |$ 34,425
53 Fundraising $ 3,031 $ 675 188|% 238($ 197|$ 69($ 600|$% 15% $ 36,375
54
55 Monitoring & Evaluation | $ 2,550 | $ 600|$ 125($ 119|$ 788($ 138|% 300($ 13% $ 30,600
56 22|Communications $ 1,897 |% 413[($ 300|$ 125($ 178|% 675($% 206|$ $ - 9% $ 22,763
57 23|Research $ 2531 |9% 1031($ 450|% 250 238|% 563 - $ - 13% $ 30,375
58
59 31|PROGRAM 1 $ 2573 |% 309($ 300|9% 1125($ - $ - $ 309($ 375|% 155 13% $ 30,881
60 32|PROGRAM 2 $1919|% 155($% 1888 - $ 950($ - $ 206($ 300|% 120 10% $ 23,025
61 33|PROGRAM 3 $ 1,392|% 155|$ 150($ 625|$ - |$ $ 172|$ 188[$% 103 7% $ 16,706
62 34|PROGRAM 4 $ 1,238|% 103[$ 13|$ - [$ 594§ $ 138]|$ 188§ 103] 6% $ 14,850
63 35|PROGRAM 5 $ - $ - $ - $ - $ - $ $ - $ - $ - 0% $ -
64
65 SUBTOTAL $20,000 | $ 4,1125($ 3,000 $ 2,500 (% 2375|% 2250 ($ 1,375|$ 3,000($ 1,375] 100% | $ 240,000
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Al B , C , D I‘ E F G H I J K L M N 0

1
2 ABC - Activists Building Capacity
4 SHARED NON-PERSONNEL COSTS ALLOCATION
5
6 D1 |Yearly Non-Personnel Costs - Shared and Overhead Costs ‘ Row 9 pe‘rcentages ‘come frorr‘l C1 -Row 19)
7

Monthly Total
8 Details Cost Total Year M&G FR ME c R P1 P2 P3 P4 Programs
9 14% 15% 13% 9% 13% 13% 10% 7% 6% 36%
10 Audit $ 5000($ 717|$ 758|% 638[$ 474|$ 633|$ 643[$ 480|$% 348($ 309|$ 1,780
11 IT services $ 200) % 2400($ 34418 364|$ 3065 228|$ 304($ 309|$ 230($ 167|$ 149($ 855
12 Legal services $ 200($ 2400 344|$ 364($ 306|% 228|$ 304($ 309|% 230($ 167|% 149|$ 855
13 Rent & Utilities $ 1,000 $12000($ 1,721 | % 1819|$ 1530 1138|$ 1519 (% 1544|$ 1151 (% 835|$ 743($ 4,273
14 Telephone $ 100($ 12008 172($ 182|$% 153|$ 114|$ 152|$ 154[$ 115|$ 841$ 741$ 427
15 Office Supplies $ 100|$ 1200(% 172|$ 182|$% 153|$ 114|$ 152|$ 154($ 115]$ 8419 741($ 427
16 Miscellaneous $ 800($ 115|$ 121|$ 102 (% 7%6($ 101]$ 103]$ 7% 56 | $ 50 | $ 285
17 $ - |s$ - 1§ - [$ - |8 - [s - |8 - |% - |% - ]S -
18 TOTALS| $ 1,600 | $ 25,000 | $ 3,586 [$ 3,789 | $ 3188 |$ 2371 |$ 31164 |$ 3217 |$ 2398 |$ 1,740 | § 1,547 |$ 8,902
19
20 Total Overhead $ 7,375
21
22 D2 |Allocation of M/E/C/R Costs to Programs (Leave for Session 3)
23 We got thiese percentages from C2 36% 27% 20% 17% 100%
24 M&E $ 1152 (% 859 |$ 623|885 554 (% 3,188
25 C $ 857§ 639|$ 464|8 412($ 2,371
26 R $ 1143 (% 852|$ 619|$% 550 (% 3,164
27 $ 3152 (% 2350 |$ 1,705|% 1,516 [ $ 8,723
28 D3 |Allocation of Overhead to Programs (Leave for Session 3)
29 Overhead | § 2665 % 1,987 |$ 1442 (% 1,281]$ 7,375
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B | C | D E F G H J K L M N 0
ES [ [
2 | |ABC - Activists Building Capacity
4 CONSOLIDATED AN‘NUAL BUI?GET
6 Data to GRAND OH / CORE PROGRAMS

double % TOTAL M&E/ P1 P2 P3 P4 Total

7 check M&G Fundraising | Total CORE | Comm/Res Women Youth Environment | Microfinance | Programs
8 INCOME E1l H
9 Opening Balance 70,000 [ 11%| $70,000 $10,000 $6,000 $16,000 $12,000 $20,000 $7.000 $8,000 $7,000 $54,000
10 Donor 1 30,000 $30,000 $3,000 $2,000 $5,000 $5,000 $5,000 $5,000 $5,000 $5,000 $25,000
11 Donor 2 20,000 $20,000 $5,000 $2,000 $7,000 $5,000 $1,000 $2,000 $3,000 $2,000 $13,000
12 Donor 3 20,000 $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $16,000
14 Receivables 400,000 | 65%| $400,000 $45,000 $29,000 $74,000 $61,000 $72,000 $80,000 $65,000 $48,000 $326,000
15 Donor 1 150,000 $150,000 $15,000 $10,000 $25,000 $20,000 $5,000 $50,000 $35,000 $15,000 | $125,000
16 Donor 2 100,000 $100,000 $20,000 $12,000 $32,000 $30,000 $3,000 $12,000 $15,000 $8,000 $68,000
17 Donor 3 80,000 $80,000 $7,000 $5,000 $12,000 $4,000 $64,000 $68,000
18 Donor 4 40,000 $40,000 $3,000 $2,000 $5,000 $2,000 $18,000 $15,000 $35,000
19 Donor 5 30,000 $30,000 $0 $0 $0 $5,000 $25,000 $30,000
21 SECURE FUNDING| 470,000 | 76%| $470,000 $55,000 $35,000 $90,000 $73,000 $92,000 $87,000 $73,000 $55,000 | $380,000
22 % of Secured funds over Total Expenses 65% 87% 87% 87% 79% 61% 62% 59% 48% 61%
23 Likely 150,000 | 24%| $150,000 $6,000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
24 Donor 6 50,000 $50,000 $3,000 $2,000 $5,000 $5,000 $20,000 $20,000 $45,000
25 Donor 7 20,000 $20,000 $1,000 $1,000 $2,000 $2,000 $16,000 $18,000
26 Individual Donors 25,000 $25,000 $1,000 $1,000 $2,000 $10,000 $5,000 $8,000 $23,000
27 Fee for Services 11,000 $11,000 $1,000 $1,000 $10,000 $10,000
28 In-kind Donations-Facilitators 30,000 $30,000 $0 $5,000 $8,000 $10,000 $7,000 $30,000
29 In-kind Donations-Consultants 4,000 $4,000 $0 $2,000 $2,000 $4,000
30 In-kind Donations-Equipment 10,000 $10,000 $0 $4,000 $6,000 $10,000
32 Prospect 0] 0% $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
33 Donor 8 $0 $0 $0
34 Donor 9 $0 $0 $0
35 Donor 10 $0 $0 $0
36 Donor 11 $0 $0 $0
37 Donor 12 $0 $0 $0
39 LIKELY AND PROSPECTS 150,000 | 24%| $150,000 $6,000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
40 TOTAL INCOME| 620,000 | ####| $620,000 [ $61,000 | $39,000 | $100,000 | $90,000 [ $129,000 | $120,000 | $93,000 $88,000 | $520,000
41 TOTAL EXPENSES| 726,700 $726,700 | $63,011 | $40,164 | $103,175 [ $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
42 SURPLUS / (DEFICIT)| (106,700) ($106,700)| ($2,011)[ ($1,164)] ($3,175)| ($2,460)| ($22,798)[ ($21,423)| ($29,946)| ($26,897)|($103,525)
43 EXPENSES F1
44 Personnel 240,000 | 33%)| $240,000 $34,425 $36,375 $70,800 $83,738 $30,881 $23,025 $16,706 $14,850 | $169,200
45 Executive Director 49,500 $49,500 $7,425 $11,138 $18,563 $22,275 $3,713 $1,856 $1,856 $1,238 $30,938
46 Program Director 36,000 $36,000 $2,700 $8,100 $10,800 $16,200 $3,600 $2,250 $1,800 $1,350 $25,200
47 Program Manager A 30,000 $30,000 $750 $2,250 $3,000 $6,000 $13,500 $0 $7,500 $0 $27,000
48 Program Manager B 28,500 $28,500 $713 $2,850 $3,563 $6,413 $0 $11,400 $0 $7,125 $24,938
49 Program Coordinator 27,000 $27,000 $338 $2,363 $2,700 $24,300 $0 $0 $0 $0 $24,300
50 Program Assistant 16,500 $16,500 $1,650 $825 $2,475 $4,125 $3,713 $2,475 $2,063 $1,650 $14,025
51 Finance Director 36,000 $36,000 $12,600 $7,200 $19,800 $3,600 $4,500 $3,600 $2,250 $2,250 $16,200
52 Administrative Assistant 16,500 $16,500 $8,250 $1,650 $9,900 $825 $1,856 $1,444 $1,238 $1,238 $6,600
54 Activities, Events & Trips 421,500 | 58%| $421,500 $0 $0 $0 $0 [ $114500 | $112,000 [ $102,500 $92,500 | $421.500
55 P1| Annual Regional Workshop 41,000 $41,000 $0 $41,000 $41,000
56 P1|5 Follow up meetings 61,000 $61,000 $0 $61,000 $61,000
57 P1|Publications 10,500 $10,500 $0 $10,500 $10,500
58 P1| Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
59 P2|TBD 50,000 $50,000 $0 $50,000 $50,000
60 P2|TBD 50,000 $50,000 $0 $50,000 $50,000
61 P2| Publications 10,500 $10,500 $0 $10,500 $10,500
62 P2| Research Consultant 1,500 $1,500 $0 $1,500 $1,500
63 P3| TBD 50,000 $50,000 $0 $50,000 $50,000
64 P3|TBD 40,000 $40,000 $0 $40,000 $40,000
65 P3| Publications 10,500 $10,500 $0 $10,500 $10,500
66 P3| Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
67 P4|TBD 50,000 $50,000 $0 $50,000 $50,000
68 P4 TBD 30,000 $30,000 $0 $30,000 $30,000
69 P4| Publications 10,500 $10,500 $0 $10,500 $10,500
70 P4| Research Consultant 2,000 $2,000 $0 $2,000 $2,000
72 Office Costs 65200 | 9%| $65,200 $28,586 $3,789 $32,375 $8,723 $6.417 $6,398 $3,740 $7,547 $32,825
73 Audit 5,000 $5,000 $717 $758 $1,475 $1,745 $643 $480 $348 $309 $3,525
74 IT services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
75 Legal services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
76 Rent & Utilities 12,000 $12,000 $1,721 $1,819 $3,540 $4,187 $1,544 $1,151 $835 $743 $8,460
77 Telephone 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
78 Office Supplies 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
79 Miscellaneous 800 $800 $115 $121 $236 $279 $103 $77 $56 $50 $564
80 Equipment 15,200 $15,200 $0 $3,200 $4,000 $2,000 $6,000 $15,200
81 Reserves 25,000 $25,000 $25,000 $25,000 $0
83 TOTAL EXPENSES| 726,700 | ####| $726,700 | $63,011 [ $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
84 % Over Total Programs = ICR 17% 15% 24% 23% 20% 18% 100%
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 1 TOTAL Secured Likely Prospect Notes
4 Activities WOMEN US$ 100% To be Raised Comments
5 | Annual Regional Workshop $41,000 $41,000(G1
6 2|Facilitators $8,000
7 1|Interpreter and translator $3,000
8 34| Transportation $6,800
9 34|Lodging and Meals $17,000
10 30| Materials $750
11 Venue $2,000
12 Printing & Copying $1,000
13 Telephone & Internet $1,000
14 Miscellaneous $1,450
15
16 1 5 Follow up meetings $61,000 $61,000(G1
17 1|Facilitators $6,000
18 1|Interpreter and translator $4,500
19 32| Transportation $16,000
20 32|Lodging and Meals $24,000
21 30|Materials $3,000
22 Venue $3,000
23 Printing & Copying $1,500
24 Telephone & Internet $1,500
25 Miscellaneous $1,500
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $112,500 $0 $0 $112,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $35,410 $35,410|F4
36 Monitoring & Evaluation $12,209
37 Communications $9,082
38 Research $12,119
39 Evaluation Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $147,910 $0 $0 $147,910
42 \Y PROGRAM PERSONNEL $24,525 $24,525(F4
43 Executive Director $3,713
44 Program Director $3,600
45 Program Manager $13,500
46 Program Assistant $3,713
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $6,356 $6,356 | F4
49 Finance Director $4,500
50 Administrative Assistant $1,856
51
52 SUB-TOTAL PERSONNEL $30,881 $0 $0 $30,881
53 \ill CAPITAL GOODS-EQUIPMENT $3,200 $3,200| G2
54 2 Laptops $2,000
55 1 Printer $1,200
56
57 VIl SHARED OFFICE COSTS $3,217 $3,217|F5
58 Audit $643
59 IT services $309
60 Legal services $309
61 Rent & Utilities $1,544
62 Telephone $154
63 Office Supplies $154
64 Miscellaneous $103
65
66
67 SUB-TOTAL $185,208 $0 $0 $185,208
68
69 IX OVERHEAD $28,248 I
70 ICR - Administrative Overhead - personnel costs $25,583
71 ICR - Administrative Overhead - non-personnel cos $2,665
72
73 GRAND TOTAL $213,456
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ABC Activitst Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 2 TOTAL Secured Likely Prospect Notes
4 Activities YOUTH US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 1 TBD $50,000 $50,000| G1
17 $50,000
18
19
20
21
22
23
24
25
26
27 1l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $110,500 $0 $0 $110,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $26,410 $26,410|F4
36 Monitoring & Evaluation $9,103
37 Communications $6,771
38 Research $9,036
39 Research Consultant $1,500 G1
40
41 SUB-TOTAL PROGRAMS $136,910 $0 $0 $136,910
42 V PROGRAM PERSONNEL $17,981 $17,981(F4
43 Executive Director $1,856
44 Program Director $2,250
45 Program Manager $11,400
46 Program Assistant $2,475
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $5,044 $5,044|F4
49 Finance Director $3,600
50 Administrative Assistant $1,444
51
52 SUB-TOTAL PERSONNEL $23,025 $0 $0 $23,025
53 VII CAPITAL GOODS-EQUIPMENT $4,000 $4,000|G2
54 3 laptops $3,000
55 1 video camara $1,000
56
57 VIl SHARED OFFICE COSTS $2,398 $2,398|F5
58 Audit $480
59 IT services $230
60 Legal services $230
61 Rent & Utilities $1,151
62 Telephone $115
63 Office Supplies $115
64 Miscellaneous $77
65
66
67 SUB-TOTAL $166,334 $0 $0 $166,334
68
69 IX OVERHEAD $21,062 |
70 ICR - Administrative Overhead - personnel costs $19,075
71 ICR - Administrative Overhead - non-personnel cos| $1,987
72
73 GRAND TOTAL $187,395
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 3 TOTAL Secured Likely Prospect Notes
4 Activities ENVIRONMENT US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 1 TBD $40,000 $40,000(G1
17 $40,000
18
19
20
21
22
23
24
25
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $100,500 $0 $0 $100,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $20,074 $20,074|F4
36 Monitoring & Evaluation $6,605
37 Communications $4,913
38 Research $6,556
39 Evaluation Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $120,574 $0 $0 $120,574
42 \Y PROGRAM PERSONNEL $13,219 $13,219(F4
43 Executive Director $1,856
44 Program Director $1,800
45 Program Manager $7,500
46 Program Assistant $2,063
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488|F4
49 Finance Director $2,250
50 Administrative Assistant $1,238
51
52 SUB-TOTAL PERSONNEL $16,706 $0 $0 $16,706
53 \ill CAPITAL GOODS-EQUIPMENT $2,000 $2,000(G2
54 Software $1,000
55 1 Printer $1,000
56
57 VIII SHARED OFFICE COSTS $1,740 $1,740|F5
58 Audit $348
59 IT services $167
60 Legal services $167
61 Rent & Utilities $835
62 Telephone $84
63 Office Supplies $84
64 Miscellaneous $56
65
66
67 SUB-TOTAL $141,021 $0 $0 $141,021
68
69 IX OVERHEAD $15,282 |
70 ICR - Administrative Overhead - personnel costs $13,840
71 ICR - Administrative Overhead - non-personnel cos| $1,442
72
73 GRAND TOTAL $156,302
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

A B C D E F G H
1
2
3 Unit PROGRAM 4 TOTAL Secured Likely Prospect Notes
4 Activities MICROFINANCE US$ 100% To be Raised Comments
5 | TBD $50,000 $50,000(G1
6 $50,000
7
8
9
10
11
12
13
14
15
16 Il TBD $30,000 $30,000|G1
17 $30,000
18
19
20
21
22
23
24
25
26
27 11l Publications $10,500 $10,500| G1
28 Designer $4,000
29 Materials $1,000
30 Printing & Copying $4,000
31 Telephone & Internet $1,000
32 Miscellaneous $500
33
34 SUB-TOTAL ACTIVITIES $90,500 $0 $0 $90,500
35 [\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $18,066 $18,066|F4
36 Monitoring & Evaluation $5,871
37 Communications $4,367
38 Research $5,828
39 Research Consultant $2,000 G1
40
41 SUB-TOTAL PROGRAMS $108,566 $0 $0 $108,566
42 \Y PROGRAM PERSONNEL $11,363 $11,363(F4
43 Executive Director $1,238
44 Program Director $1,350
45 Program Manager $7,125
46 Program Assistant $1,650
47
48 VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488|F4
49 Finance Director $2,250
50 Administrative Assistant $1,238
51
52 SUB-TOTAL PERSONNEL $14,850 $0 $0 $14,850
53 \ill CAPITAL GOODS-EQUIPMENT $6,000 $6,000(G2
54 1 Motorcycle $5,000
55 1 laptop $1,000
56
57 VIII SHARED OFFICE COSTS $1,547 $1,547|F5
58 Audit $309
59 IT services $149
60 Legal services $149
61 Rent & Utilities $743
62 Telephone $74
63 Office Supplies $74
64 Miscellaneous $50
65
66
67 SUB-TOTAL $130,963 $0 $0 $130,963
68
69 IX OVERHEAD $13,584 |
70 ICR - Administrative Overhead - personnel costs $12,302
71 ICR - Administrative Overhead - non-personnel cos $1,281
72
73 GRAND TOTAL $144,547
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ABC - Activists Building Capacity
SHARED PERSONNEL COSTS ALLOCATION

Cl1 Yearly Personnel Costs - Shared and Overhead Costs (Calculated from B)

Overhead Shared Functional Costs Direct Programmatic-Shared Costs
Total
Employee Total Year| M&G FR ME © R Pl P2 P3 P4 Programs

Executive Director $49,500| $7,425( $11,138| $4,950] $4,950( $12,375| $3,713| $1,856| $1,856| $1,238 $8,663
Program Director $36,000 $2,700 $8,100 $7,200 $3,600 $5,400 $3,600 $2,250 $1,800 $1,350 $9,000
Program Manager A $30,000 $750( $2,250] $1,500( $1,500| $3,000{ $13,500 $0| $7,500 $0 $21,000
Program Manager B $28,500 $713 $2,850 $1,425 $2,138 $2,850 $0[ $11,400 $0 $7,125 $18,525
Program Coordinator $27,000 $338| $2,363| $9,450( $8,100| $6,750 $0 $0 $0 $0 $0
Program Assistant $16,500 $1,650 $825 $1,650 $2,475 $0 $3,713 $2,475 $2,063 $1,650 $9,900
Finance Director $36,000| $12,600f $7,200] $3,600 $0 $0| $4,500| $3,600( $2,250| $2,250 $12,600
Administrative Assistant $16,500| $8,250( $1,650 $825 $0 $0| $1,856| $1,444| $1,238] $1,238 $5,775
TOTALS| $240,000| $34,425| $36,375 $30,600| $22,763| $30,375| $30,881| $23,025 $16,706| $14,850 $85,463

14% 15% 13% 9% 13% 13% 10% 7% 6% 36%

Total Overhead
C2 Allocation of M/E/C/R Costs to Programs
We get these % from Row 19 (J to N) 36% 27% 20% 17% 100%

M&E [$ 11,057 | $ 8244 [$ 5982|$ 5317 [$ 30,600
c $ 82259 6133[$ 4450|$ 3955|% 22,763
R $ 10976 | $ 8184 |9$ 5938 |$ 5278|% 30,375

C3 Allocation of Overhead to Programs (Leave for Session 3)

Overhead [ $ 25,583 | § 19,075 [ $ 13,840 § 12,302 [$ 70,800

B  Monthly costs calculations (By Cost Center / Unit) (Calculated from A - Just shifted columns to rows and viceversa)

Employee Total MontH M&G FR ME © R Pl P2 P3 P4
Executive Director $4,125 $619 $928 $413 $413 $1,031 $309 $155 $155 $103
Program Director $3,000 $225 $675 $600 $300 $450 $300 $188 $150 $113
Program Manager A $2,500 $63 $188 $125 $125 $250 $1,125 $0 $625 $0
Program Manager B $2,375 $59 $238 $119 $178 $238 $0 $950 $0 $594
Program Coordinator $2,250 $28 $197 $788 $675 $563 $0 $0 $0 $0
Program Assistant $1,375 $138 $69 $138 $206 $0 $309 $206 $172 $138
Finance Director $3,000 $1,050 $600 $300 $0 $0 $375 $300 $188 $188
Administrative Assistant $1,375 $688 $138 $69 $0 $0 $155 $120 $103 $103

TOTALS $20,000 $2,869 $3,031 $2,550 $1,897 $2,531 $2,573 $1,919 $1,392 $1,238

A SALARIES COSTS (from Timesheets file)

Gost Totals EMPLOYEES Total
Center FUNCTIONS Months | ED PD | PMA | PMB | PC PA FD AA % | Annuals

Management & General | $ 2,869 $ 619|$ 225|% 63| $ 59 (% 28(% 138($ 1,050 14% |$ 34,425
Fundraising $ 3031|% 928|$ 675|% 18| 238($ 197 $ 69|$ 600($ 15% $ 36,375
Monitoring & Evaluation [ $ 2550 | $ 413|$ 600($ 125($% 119($% 788§ 138|$ 300|$ 13% |$ 30,600
22|Communications $ 1897|$ 413[$ 300($ 125 % 178 1% 675(% 206 $ - $ - 9% $ 22,763
23|Research $ 2531]9% 1031|$ 450|$ 250($ 238($ 563 $ $ - $ - 13% $ 30,375
31({PROGRAM 1 $ 2573|% 309|$ 300|$ 1125($ - $ = $§ 309($ 375|$ 155 13% $ 30,881
32|PROGRAM 2 $ 1919|% 155($ 188|$ - [$§ 950|$ - [§ 206|$ 300|% 120] 10% |$ 23,025
33[PROGRAM 3 $ 1,392 155 | $ 150 % 625|9 = $ S $ 1721 $ 188 | $ 103 7% $ 16,706
34(PROGRAM 4 $ 1,238]5% 103 [ $ 1131 $ - $ 59%]9% - $ 1381 $ 188 | $ 103 6% $ 14,850
35(PROGRAM 5 $ = $ = $ = $ = $ = $ i $ o $ = $ = 0% $ o
SUBTOTAL $20,000 [ $ 4125[$ 3,000[$ 2500[s 2375|s 2250 |$ 1375|¢ 3000[8 1375] 100% |s$ 240,000

Appendix 4.f ABC Organizational Budget - FINAL.xIsx Personnel Costs



ABC - Activists Building Capacity

SHARED NON-PERSONNEL COSTS ALLOCATION

D1  Yearly Non-Personnel Costs - Shared and Overhead Costs (Row 9 percentages come from C1 -Row 19)

Monthly Total
Details Cost Total Year M&G FR ME Cc R P1 P2 P3 P4 Programs

14% 15% 13% 9% 13% 13% 10% % 6% 36%
Audit $ 5000[$ 717|9% 758|$ 638|% 474 633|$ 643|% 480|$ 348|% 309($ 1,780
IT services $ 2001 $ 2400 % 344|$ 364|% 306[% 228|$ 304[$ 309|$ 230|$ 167|$ 149]$ 855
Legal services $ 2001$ 2400 % 344|$ 364|% 3065 228|$ 304[($ 309|$ 230|$ 167|$ 149]$ 855
Rent & Utilities $ 1,000($ 12000[$ 1721 |% 1819|$ 1530 % 1,138 [$ 1519|% 1544 % 1151|$ 835§ 743]$ 4,273
Telephone $ 100)% 1200($% 172|$ 182|% 153|$ 114|$ 152|$ 154|% 115§ 84 (% 7419 427
Office Supplies $ 100)% 1200($% 172|$ 182|% 153|$ 114|$ 152|$ 154|% 115§ 84 (% 7419 427
Miscellaneous § 800[$ 115]% 121|$ 102]§ 76[$ 101]$ 103§ 77198 56 | $ 50 | $ 285

$ - 18 -1 - [s - [S8 - |§ - |$ - |$ - [$ - |[S§ -
TOTALS $ 1,600 $25000|9% 3586 |9 3,789 |$ 3188 |$ 2371 (% 3164|$ 3217 (% 2398 |$ 1,740 [ § 1,547 | $ 8,902

Total Overhead
D2  Allocation of M/E/C/R Costs to Programs (Leave for Session 3)

We got thiese percentages from C2 36% 27% 20% 17% 100%
M&E $ 1152 [$ 859|8% 623§ 554|$ 3,188
C § 857 % 639|% 464 412]$ 2,371
R $§ 1143[$ 852|8% 619($ 550|$ 3,164
$ 3152 % 2,350 )| $ 1,705 $ 1,516 | $ 8,723

D3  Allocation of Overhead to Programs (Leave for Session 3)

Appendix 4.f ABC Organizational Budget - FINAL.xIsx Non-Personnel Costs
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ABC - Activists Building Capacity

CONSOLIDATED ANNUAL BUDGET

Data to GRAND OH / CORE PROGRAMS
double % TOTAL M&E/ P1 P2 P3 P4 Total
check M&G Fundraising | Total CORE | Comm/Res Women Youth Envi Microfi Prog
INCOME El H
Opening Balance 70,000 | 10%: $70,000 $10,000 $6,000 $16,000 $12,000 $20,000 $7,000 $8,000 $7,000 $54,000
Donor 1 30,000 $30,000 $3,000 $2,000 $5,000 $5,000 $5,000 $5,000 $5,000 $5,000 $25,000
Donor 2 20,000 $20,000 $5,000 $2,000 $7,000 $5,000 $1,000 $2,000 $3,000 $2,000 $13,000
Donor 3 20,000 $20,000 $2,000 $2,000 $4,000 $2,000 $14,000 $16,000
Receivables 400,000 [ 55%| $400,000 $45,000 $29,000 $74,000 $61,000 $72,000 $80,000 $65,000 $48,000 $326,000
Donor 1 150,000 $150,000 $15,000 $10,000 $25,000 $20,000 $5,000 $50,000 $35,000 $15,000 $125,000
Donor 2 100,000 $100,000 $20,000 $12,000 $32,000 $30,000 $3,000 $12,000 $15,000 $8,000 $68,000
Donor 3 80,000 $80,000 $7,000 $5,000 $12,000 $4,000 $64,000 $68,000
Donor 4 40,000 $40,000 $3,000 $2,000 $5,000 $2,000 $18,000 $15,000 $35,000
Donor 5 30,000 $30,000 $0 $0 $0 $5,000 $25,000 $30,000
SECURE FUNDING| 470,000 | 65%| $470,000 $55,000 $35,000 $90,000 $73,000 $92,000 $87,000 $73,000 $55,000 $380,000
Expenses 65% 87% 87% 87% 79% 61% 62% 59% 48% 61%
Likely 150,000 [ 21%| $150,000 $6.000 $4,000 $10,000 $17,000 $37,000 $33,000 $20,000 $33,000 $140,000
Donor 6 50,000 $50,000 $3,000 $2,000 $5,000 $5,000 $20,000 $20,000 $45,000
Donor 7 20,000 $20,000 $1,000 $1,000 $2,000 $2,000 $16,000 $18,000
Individual Donors 25,000 $25,000 $1,000 $1,000 $2,000 $10,000 $5,000 $8,000 $23,000
Fee for Services 11,000 $11,000 $1,000 $1,000 $10,000 $10,000
In-kind Donations-Facilitators 30,000 $30,000 $0 $5,000 $8,000 $10,000 $7,000 $30,000
In-kind Donations-Consultants 4,000 $4,000 $0 $2,000 $2,000 $4,000
In-kind Donations-Equipment 10,000 $10,000 $0 $4,000 $6,000 $10,000
Prospect 106,700 | 15%| $106,700 $2,011 $1.164 $3.175 $2,460 $22,798 $21.423 $29,946 $26,897 $103,525
Donor 8 17,700 $17,700 $1,011 $164 $1,175 $460 $2,798 $1,423 $9,946 $1,897 $16,525
Donor 9 42,000 $42,000 $1,000 $1,000 $1,000 $20,000 $20,000 $41,000
Donor 10 47,000 $47,000 $1,000 $1,000 $1,000 $20,000 $25,000 $46,000
Donor 11 $0 $0 $0
Donor 12 $0 $0 $0
LIKELY AND PROSPECTS| 256,700 | 35%| $256,700 $8,011 $5,164 $13,175 $19,460 $59,798 $54,423 $49,946 $59,897 $243,525
TOTAL INCOME| 726,700 | ####| $726,700 | $63,011 | $40,164 | $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
TOTAL EXPENSES| 726,700 $726,700 | $63,011 | $40,164 [ $103,175 | $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
SURPLUS / (DEFICIT) 0 $0 $0 ($0) $0 ($0) $0 ($0) ($0) $0 $0
EXPENSES F1
Personnel 240,000 [ 33%| $240,000 $34,425 $36,375 $70,800 $83,738 $30,881 $23,025 $16,706 $14,850 | $169,200
Executive Director 49,500 $49,500 $7,425 $11,138 $18,563 $22,275 $3,713 $1,856 $1,856 $1,238 $30,938
Program Director 36,000 $36,000 $2,700 $8,100 $10,800 $16,200 $3,600 $2,250 $1,800 $1,350 $25,200
Program Manager A 30,000 $30,000 $750 $2,250 $3,000 $6,000 $13,500 $0 $7,500 $0 $27,000
Program Manager B 28,500 $28,500 $713 $2,850 $3,563 $6,413 $0 $11,400 $0 $7,125 $24,938
Program Coordinator 27,000 $27,000 $338 $2,363 $2,700 $24,300 $0 $0 $0 $0 $24,300
Program Assistant 16,500 $16,500 $1,650 $825 $2,475 $4,125 $3,713 $2,475 $2,063 $1,650 $14,025
Finance Director 36,000 $36,000 $12,600 $7,200 $19,800 $3,600 $4,500 $3,600 $2,250 $2,250 $16,200
Administrative Assistant 16,500 $16,500 $8,250 $1,650 $9,900 $825 $1,856 $1,444 $1,238 $1,238 $6,600
Activities, Events & Trips 421,500 | 58%| $421,500 $0 $0 $0 $0 $114,500 $112.000 $102,500 $92,500 $421,500
P1| Annual Regional Workshop 41,000 $41,000 $0 $41,000 $41,000
P1| 5 Follow up meetings 61,000 $61,000 $0 $61,000 $61,000
P1| Publications 10,500 $10,500 $0 $10,500 $10,500
P1[ Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
P2 TBD 50,000 $50,000 $0 $50,000 $50,000
P2 TBD 50,000 $50,000 $0 $50,000 $50,000
P2| Publications 10,500 $10,500 $0 $10,500 $10,500
P2[ Research Consultant 1,500 $1,500 $0 $1,500 $1,500
P3 TBD 50,000 $50,000 $0 $50,000 $50,000
P3 TBD 40,000 $40,000 $0 $40,000 $40,000
P3| Publications 10,500 $10,500 $0 $10,500 $10,500
P3| Evaluation Consultant 2,000 $2,000 $0 $2,000 $2,000
P4 TBD 50,000 $50,000 $0 $50,000 $50,000
P4 TBD 30,000 $30,000 $0 $30,000 $30,000
P4|  Publications 10,500 $10,500 $0 $10,500 $10,500
P4| Research Consultant 2,000 $2,000 $0 $2,000 $2,000
Office Costs 65200 | 9% $65,200 $28,586 $3,789 $32,375 $8,723 $6.417 $6,398 $3,740 $7,547 $32,825
Audit 5,000 $5,000 $717 $758 $1,475 $1,745 $643 $480 $348 $309 $3,525
IT services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
Legal services 2,400 $2,400 $344 $364 $708 $837 $309 $230 $167 $149 $1,692
Rent & Utilities 12,000 $12,000 $1,721 $1,819 $3,540 $4,187 $1,544 $1,151 $835 $743 $8,460
Telephone 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
Office Supplies 1,200 $1,200 $172 $182 $354 $419 $154 $115 $84 $74 $846
Miscellaneous 800 $800 $115 $121 $236 $279 $103 $77 $56 $50 $564
Equipment 15,200 $15,200 $0 $3,200 $4,000 $2,000 $6,000 $15,200
Reserves 25,000 $25,000 $25,000 $25,000 $0
TOTAL EXPENSES| 726,700 | ####| $726,700 | $63,011 | $40,164 | $103,175 [ $92,460 | $151,798 | $141,423 | $122,946 | $114,897 | $623,525
% Over Total Programs = ICR 17% 15% 24% 23% 20% 18% 100%
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ABC Activist Building Capacity

ANNUAL BUDGET BY PROGRAM

Unit PROGRAM 1 TOTAL Secured Likely Prospect Notes
Activities WOMEN us$ 100% To be Raised Comments
| Annual Regional Workshop $41,000 $41,000] G1
2|Facilitators $8,000
1|Interpreter and translator $3,000
34| Transportation $6,800
34|Lodging and Meals $17,000
30|Materials $750
Venue $2,000
Printing & Copying $1,000
Telephone & Internet $1,000
Miscellaneous $1,450
I 5 Follow up meetings $61,000 $61,000] G1
1|Facilitators $6,000
1|Interpreter and translator $4,500
32| Transportation $16,000
32|Lodging and Meals $24,000
30|Materials $3,000
Venue $3,000
Printing & Copying $1,500
Telephone & Internet $1,500
Miscellaneous $1,500
1l Publications $10,500 $10,500| 61
Designer $4,000
Materials $1,000
Printing & Copying $4,000
Telephone & Internet $1,000
Miscellaneous $500
SUB-TOTAL ACTIVITIES $112,500 $0 $0 $112,500
I\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $35,410 $35,410| F4
Monitoring & Evaluation $12,209
Communications $9,082
Research $12,119
Evaluation Consultant $2,000 G1
SUB-TOTAL PROGRAMS $147,910 $0 $0 $147,910
\Y PROGRAM PERSONNEL $24,525 $24,525| F4
Executive Director $3,713
Program Director $3,600
Program Manager $13,500
Program Assistant $3,713
VI FINANCE AND ADMINISTRATION PERSONNEL $6,356 $6,356 F4
Finance Director $4,500
Administrative Assistant $1,856
SUB-TOTAL PERSONNEL $30,881 $0 $0 $30,881
VI CAPITAL GOODS-EQUIPMENT $3,200 $3,200( G2
2 Laptops $2,000
1 Printer $1,200
VIII SHARED OFFICE COSTS $3,217 $3,217 F5
Audit $643
IT services $309
Legal services $309
Rent & Utilities $1,544
Telephone $154
Office Supplies $154
Miscellaneous $103
SUB-TOTAL $185,208 $0 $0 $185,208
IX OVERHEAD $28,248 |
ICR - Administrative Overhead - personnel costs $25,583
ICR - Administrative Overhead - non-personnel cos] $2,665
GRAND TOTAL $213,456
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ABC Activitst Building Capacity

ANNUAL BUDGET BY PROGRAM

Unit PROGRAM 2 TOTAL Secured Likely Prospect Notes
Activities YOUTH us$ 100% To be Raised Comments
| TBD $50,000 $50,000| G1
$50,000
Il TBD $50,000 $50,000 G1
$50,000
1l Publications $10,500 $10,500| 61
Designer $4,000
Materials $1,000
Printing & Copying $4,000
Telephone & Internet $1,000
Miscellaneous $500
SUB-TOTAL ACTIVITIES $110,500 $0 $0 $110,500
I\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $26,410 $26,410| F4
Monitoring & Evaluation $9,103
Communications $6,771
Research $9,036
Research Consultant $1,500 G1
SUB-TOTAL PROGRAMS $136,910 $0 $0 $136,910
\ PROGRAM PERSONNEL $17,981 $17,981| F4
Executive Director $1,856
Program Director $2,250
Program Manager $11,400
Program Assistant $2,475
VI FINANCE AND ADMINISTRATION PERSONNEL $5,044 $5,044| F4
Finance Director $3,600
Administrative Assistant $1,444
SUB-TOTAL PERSONNEL $23,025 $0 $0 $23,025
VI CAPITAL GOODS-EQUIPMENT $4,000 $4,000] G2
3 laptops $3,000
1 video camara $1,000
VIII SHARED OFFICE COSTS $2,398 $2,398[ F5
Audit $480
IT services $230
Legal services $230
Rent & Utilities $1,151
Telephone $115
Office Supplies $115
Miscellaneous $77
SUB-TOTAL $166,334 $0 $0 $166,334
IX OVERHEAD $21,062 |
ICR - Administrative Overhead - personnel costs $19,075
ICR - Administrative Overhead - non-personnel cos] $1,987
GRAND TOTAL $187,395
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ABC Activist Building Capacity
ANNUAL BUDGET BY PROGRAM

Unit PROGRAM 3 TOTAL Secured Likely Prospect Notes
Activities ENVIRONMENT us$ 100% To be Raised Comments
| TBD $50,000 $50,000| G1
$50,000
Il TBD $40,000 $40,000 G1
$40,000
1l Publications $10,500 $10,500| 61
Designer $4,000
Materials $1,000
Printing & Copying $4,000
Telephone & Internet $1,000
Miscellaneous $500
SUB-TOTAL ACTIVITIES $100,500 $0 $0 $100,500
I\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $20,074 $20,074| F4
Monitoring & Evaluation $6,605
Communications $4,913
Research $6,556
Evaluation Consultant $2,000 G1
SUB-TOTAL PROGRAMS $120,574 $0 $0 $120,574
\ PROGRAM PERSONNEL $13,219 $13,219| F4
Executive Director $1,856
Program Director $1,800
Program Manager $7,500
Program Assistant $2,063
VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488| F4
Finance Director $2,250
Administrative Assistant $1,238
SUB-TOTAL PERSONNEL $16,706 $0 $0 $16,706
VI CAPITAL GOODS-EQUIPMENT $2,000 $2,000f G2
Software $1,000
1 Printer $1,000
VIII SHARED OFFICE COSTS $1,740 $1,740( F5
Audit $348
IT services $167
Legal services $167
Rent & Utilities $835
Telephone $84
Office Supplies $84
Miscellaneous $56
SUB-TOTAL $141,021 $0 $0 $141,021
IX OVERHEAD $15,282 |
ICR - Administrative Overhead - personnel costs $13,840
ICR - Administrative Overhead - non-personnel cos] $1,442
GRAND TOTAL $156,302
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ABC Activist Building Capacity
ANNUAL BUDGET BY PROGRAM

Unit PROGRAM 4 TOTAL Secured Likely Prospect Notes
Activities MICROFINANCE us$ 100% To be Raised Comments
| TBD $50,000 $50,000| G1
$50,000
Il TBD $30,000 $30,000 G1
$30,000
1l Publications $10,500 $10,500| 61
Designer $4,000
Materials $1,000
Printing & Copying $4,000
Telephone & Internet $1,000
Miscellaneous $500
SUB-TOTAL ACTIVITIES $90,500 $0 $0 $90,500
I\ MONITORING , EVALUATION, COMMUNIC, RESEARCH $18,066 $18,066| F4
Monitoring & Evaluation $5,871
Communications $4,367
Research $5,828
Research Consultant $2,000 G1
SUB-TOTAL PROGRAMS $108,566 $0 $0 $108,566
\ PROGRAM PERSONNEL $11,363 $11,363| F4
Executive Director $1,238
Program Director $1,350
Program Manager $7,125
Program Assistant $1,650
VI FINANCE AND ADMINISTRATION PERSONNEL $3,488 $3,488| F4
Finance Director $2,250
Administrative Assistant $1,238
SUB-TOTAL PERSONNEL $14,850 $0 $0 $14,850
VI CAPITAL GOODS-EQUIPMENT $6,000 $6,000( G2
1 Motorcycle $5,000
1 laptop $1,000
VIII SHARED OFFICE COSTS $1,547 $1,547 F5
Audit $309
IT services $149
Legal services $149
Rent & Utilities $743
Telephone $74
Office Supplies $74
Miscellaneous $50
SUB-TOTAL $130,963 $0 $0 $130,963
IX OVERHEAD $13,584 |
ICR - Administrative Overhead - personnel costs $12,302
ICR - Administrative Overhead - non-personnel cos] $1,281
GRAND TOTAL $144,547
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