[bookmark: _Toc93134308]Budget Narrative Template Instructions


This budget narrative template is provided for you to use in preparing your own budget narrative for your project. Consider each of the budget categories and which ones apply to what you are proposing. Use the sections and tables below to capture the information about your project. 

If you have not already done so, review the Sample Budget Narrative to see an example of a completed template prepared for a fictitious project to address substance use among high school students.



THE NAME OF YOUR PROJECT GOES HERE

Budget Narrative

Business Case: Provide a short rationale of what you are proposing to do. Include a description of the public health issue you are addressing; and information about what you propose to do. This is meant to be a brief summary (one or two paragraphs at most) – the full description will be provided in your grant application.
	

A. Personnel:  Provide employee(s) (including names for each identified position) of the applicant/recipient organization, including in-kind costs for those positions whose work is tied to the grant project. 


	Position
	Name
	Annual Salary/Rate
	Level of Effort
	Cost

	(1) TITLE 1
	Name or TBD
	$
	% of FTE
	$

	(2) TITLE 2
	Name or TBD
	$
	% of FTE
	$

	(3) TITLE 3
	Name or TBD
	$
	% of FTE
	$

	
	
	
	TOTAL
	$



JUSTIFICATION: Describe the role and responsibilities of each position.


(1) TITLE 1 will …
(2) TITLE 2 will …
(3) TITLE 3 will …



B. Fringe Benefits: List all components of fringe benefits rate – Cost = Rate x Wage


	Component
	Rate
	Wage
	Cost

	FICA
	%
	$
	$

	Workers Compensation
	%
	$
	$

	Insurance
	%
	$
	$

	
	
	TOTAL
	$




JUSTIFICATION: Fringe reflects current rate for agency.


C. Travel: Explain need for all travel other than that required by this application.  Local travel policies prevail.


	Purpose of Travel
	Location
	Item
	Rate
	Cost

	(1) 
	
	
	
	$

	(2)
	
	
	
	$

	(3)
	
	
	TOTAL
	$



JUSTIFICATION: Describe the purpose of travel and how costs were determined.

(1) 

(2) 



D. Equipment:  an article of tangible, nonexpendable, personal property having a useful life of more than one year and an acquisition cost of $5,000 or more per unit – according to the federal definition.  


E. Supplies:  materials costing less that $5,000 per unit and often having one-time use


	Item(s)
	Rate
	Cost

	(1)
	$
	$

	(2)
	$
	$

	(3)
	$
	$

	
	TOTAL
	$



JUSTIFICATION: Describe the need and include an adequate justification of how each cost was estimated.

(1) 

(2) 

(3)

All costs were based on retail values at the time the application was written. 


F. Contracts:  A contractual arrangement to carry out a portion of the programmatic effort or for the acquisition of routine goods or services under the grant.  Such arrangements may be in the form of consortium agreements or contracts.  A consultant is an individual retained to provide professional advice or services for a fee.  The applicant/grantee must establish written procurement policies and procedures that are consistently applied.  All procurement transactions shall be conducted in a manner to provide to the maximum extent practical, open and free competition.   

COSTS FOR CONTRACTS MUST BE BROKEN DOWN IN DETAIL AND NARRATIVE JUSTIFICATION.  IF APPLICABLE, NUMBERS OF CLIENTS SHOULD BE INCLUDED IN THE COSTS.


	Name
	Service
	Rate
	Other
	Cost

	
(1) 
	
	
	
	$

	
(2) 
	
	
	
	$

	(3) 
	
	

	

	$

	
	
	
	TOTAL
	$



JUSTIFICATION:  Explain the need for each contractual agreement and how they relate to the overall project.

(1) 

(2) 

(3) 
 

G.	Construction: not typically allowed by Government.

H.	Other: expenses not covered in any of the previous budget categories.

* Represents separate/distinct requested funds by cost category

Indirect cost rate:  Indirect costs can only be claimed if your organization has a negotiated indirect cost rate agreement.  It is applied only to direct costs to the agency as allowed in the agreement.


x% of personnel and fringe (.xx x $xx,xxx)	           			          $
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TOTAL DIRECT CHARGES: $


TOTAL INDIRECT CHARGES: $



TOTALS This includes direct and indirect charges: $ 

==================================================================

Proposed Project Period

	a. Start Date:
	
	  b. End Date:
	




BUDGET SUMMARY (should include future years and projected total)

	Category
	Year 1 Request
	Year 2 Request *
	Year 3 Request *
	Year 4 Request *
	Year 5 Request *

	Personnel
	$
	$
	$
	$
	$

	Fringe
	$
	$
	$
	$
	$

	Travel
	$
	$
	$
	$
	$

	Equipment
	$
	$
	$
	$
	$

	Supplies
	$
	$
	$
	$
	$

	Contractual
	$
	$
	$
	$
	$

	Other
	$
	$
	$
	$
	$

	Total Direct Charges
	$
	$
	$
	$
	$

	Indirect Charges
	$
	$
	$
	$
	$

	Total Project Costs
	$
	$
	$
	$
	$




TOTAL PROJECT COSTS:  Sum of Total Direct Costs and Indirect Costs = $

* FOR REQUESTED FUTURE YEARS (Years x - x):

1. Please justify and explain any changes to the budget that differs from the reflected amounts reported in the 01 Year Budget Summary.

2. If a cost of living adjustment (COLA) is included in future years, provide your organization’s personnel policies and procedures that state all employees within the organization will receive a COLA. In this example we added a 3% salary and fringe increase each year.




