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Hello.  This is Lisa Farese, Director of Grants and Foundation Relations at Antioch University.  Welcome to this presentation on Writing the Proposal Budget.

For many people, the budget is the hardest - and most daunting – part of a grant proposal.  This presentation is intended to help you think about what goes into a budget and how to explain the numbers in it for reviewers. 
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Sticky Note
Hello.  This is Lisa Farese, Director of Grants and Foundation Relations at Antioch University.  Welcome to this presentation on Writing the Proposal Budget.

For many people, the budget is the hardest - and most daunting – part of a grant proposal.  This presentation is intended to help you think about what goes into a budget and how to explain the numbers in it for reviewers. 



Writing the Proposal Budget

Getting
From This:

To This:
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Or to illustrate it, I hope this will get you from budget fear to budget mastery.



Writing the Proposal Budget

Planning the Budget 

 Writing the Budget 

 The Budget Narrative

Presenter
Presentation Notes
This presentation covers :
The basic elements of a proposal budget.

How to put the budget together.

Additional information needed for a budget narrative or justification

Please note that this presentation does not cover the steps to develop the rest of a proposal.  If you’d like to know more about how to draft a grant proposal, I strongly suggest you visit the Grants and Foundation Relations resources page on the AU website for tips on proposal writing.  
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Of course, your budget starts with planning.



Planning the Budget: The Lifecycle

Preaward: What will the project cost? 
Award: What adjustments do you need to 

make to the budget? 
Post-Award: Have you spent all the 

funding?
Close-out: Does the Finance Office have 

all the necessary information?
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Presentation Notes
A useful framing for planning your budget is the budget lifecycle.  Planning it properly at the outset will make each subsequent phase easier to manage.
As you’re writing your proposal and constructing your budget, you’ll be considering what the project will cost.  This is what I’ll be talking about today.�
Keep in mind that when you receive an award, it may be less (or even more!) than you requested.  In those cases, you’ll need to adjust the budget and possibly your scope of work to reflect that.�
It’s not unusual to reach the end of a grant period and still have funding left to spend.  Often, you can ask the funder for an extension of the grant period in order to complete the work or to carry out follow-on activities. Sometimes a funder will allow you to use the additional funds for another purpose, as long as it’s in line with your original project’s goals.�
The final phase is closing out a grant, typically with the submission of a final report.  At that point, you need to show the funder that the grant was spent in accordance with your original budget, based on information from the University’s accounting system.  




Planning the Budget: Getting Started

Start Early!

Involve Others

Follow the
Directions
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Planning the budget means you won’t have a last-minute scramble to identify all your costs, pull the numbers together, or to obtain approval for it.  This all helps you in those later parts of the budget lifecycle as well, since you’ll already have all the pieces in place to make any adjustments, submit reports and close it out.
First and foremost, start on the budget as soon as you know you’d like to submit a grant application.   �
Make sure you involve anyone who should provide input or approval for your proposal and budget.  That always includes me, as the grants and foundation relations person in Institutional Advancement, or for those on the New England campus, Don Woodhouse in the grants office. It can also include colleagues whose expertise is needed for the project, consultants or contractors who will work on it, vendors from whom you need cost proposals, your department chair and your provost.  �
And of course, read and follow the funder’s directions for budget requirements.  Every funder is different. 



Planning the Budget: Essentials 
Review the Funder’s Guidelines To:

Learn how much (or little)
you can request

Determine whether cost
sharing is required

Know what costs are and
are not allowed

Determine what budget format
is required
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The budget is the blueprint for how you expect to spend grant funding.  You want to be sure from the start that you’re clear about what can and can’t be included in the funding you’re requesting.
First and foremost, read the funder’s guidelines.  They are typically found in the request for proposals document (if there is one) or on the funder’s web site.  Those guidelines will provide information such as how much – or how little – you can request�
One of the most important questions to ask is whether the funder expects cost sharing.  If the University is required to provide cost share on a project, that must be approved by your department chair, your provost and the finance office.�
Pay special attention to what costs are or are not allowed.  Often, funders don’t allow or restrict items such as indirect cost (I’ll talk about that later), salaries, tuition or scholarships, and equipment.  Any restrictions – whatever they are – should be taken into consideration when deciding whether to submit a request to a particular funder.�
Virtually every funder uses its own budget form or requires specific information in a budget.  The guidelines can tell you what budget format is required.




Planning the Budget: Definitions 
Costs Should Be: Allowable

 A cost is allowable to a project if:
 The costs are reasonable;
 The costs are treated consistently in like 

circumstances; and
 The costs conform to any limitations of accepted 

cost principles or the those set by the funder
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Before diving into how a budget is constructed, I want to define some important terms.  First is allowability.   It’s important to know that the costs you intend to include in a budget are allowable.  There are three considerations that go into determining whether a cost is allowable:
Is it reasonable: the cost must be able to withstand public scrutiny, i.e., objective individuals not affiliated with the institution would agree that a cost is appropriate.  Ask yourself whether a prudent person pay this amount for this item.�
Is it treated consistently:  if your budget includes Item A with a cost of $X (whatever that amount may be), you must use that cost in other, similar circumstances.  A good example would be tuition: if tuition for a specific program is $450 per credit, that’s the amount you use in your proposal budget.�
Does it conform to limitations:  limitations can be set by the funder or can be governed by accepted cost principles.

If you’re not sure whether a cost is allowable, I can help with determining that.




Planning the Budget: Definitions 
Costs Should Be: Allocable

 After determining that a cost is allowable, it must 
also be allocable

 A cost is allocable to a project if the goods or 
services involved are chargeable
or assignable in accordance with
the relative benefits received by
the project

Presenter
Presentation Notes
Allocability is the next factor to consider when you’re thinking about what to include in your budget.  
The easiest way to think about it is this: a cost is allocable if it is needed to carry out your specific project.  

Allocability relates to whether a cost is direct or indirect, which I’ll define later.  

As with allowability, I can help with determining whether a cost is truly allocable.



Costs Should Be: Necessary

Necessary: needed for proper and efficient
performance of the project

Planning the Budget: Definitions 

NEITHER EFFICIENT NOR NECESSARY
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Finally, there’s whether a cost is necessary. If it’s needed for the performance of your project, you’re in good shape. 



Writing the Budget

You Can Be a Budget Hero
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Once you’ve familiarized yourself with the funder’s budget requirements and restrictions and determined who you need to work with to get your budget done, you’re ready to start writing your budget.  



Writing the Budget: Telling the Story
The Budget and Budget Narrative Tell the
Story of Your Project

First and foremost, be organized
and clear
 Each cost in a budget goes

on its own line
 Explain every cost
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You can think about your budget as a way to tell the story of your project separately from your proposal narrative.  A well-constructed budget does this by:
Giving each cost its own line in a budget.�
Explaining what each cost is for.




Writing the Budget: Telling the Story
The Story Starts With What the Grant Funding 
Will Support:

Personnel: who will work on the project and
how much time will they spend on it? 

Materials and supplies: what will you need
to do the project?

Travel: will you need to go to other locations
to carry out the project?
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When I talk to people about the project they want funded, one of the first questions I ask is “What do you need the grant funding to support?” It can include:  
People’s time (including yours):  remember that in addition to salary, we must include the cost of fringe benefits.  Once we know who those individuals are, I can contact HR to obtain salary and fringe amounts.�
Materials and supplies:  this can include general office supplies, or books and publications, which we can estimate, or specific items needed for the project.  For specific items, it will be important to have as exact a cost for them as possible.�
All the possible components of travel costs are something that people often don’t consider.  If your project involves having travel to other locations, we’ll want to know what they are in order to include mileage, airfare, lodging, meals, etc.




Equipment: will you need big-ticket items that 
cost $5,000+?

Tuition or scholarships:
how many students, and for
how much?

Other Costs: will you have publication costs, 
consulting services or contracts?

 In-Kind: do you expect donations of time or 
materials?

Writing the Budget: Telling the Story
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You might need equipment, which is defined as anything that costs $5,000 or more per unit and has a useful life of 1 year or more.  If you’ll need equipment, we will want to provide the funder with clear cost estimates or cost proposals from vendors.�
Whenever we request support for tuition or scholarships, we’ll need to tell the funder the specifics.  For tuition, it’s number of students, cost per credit and number of credits.  For scholarships, it’s number of students and amount of scholarship per student.�
Consider other costs that don’t fall into the main categories.  Do you want to publish results, are you bringing on consultants or contractors, are there services or subscriptions you’ll need? �
You may have in-kind donations for your project.  If someone with specific expertise volunteers to carry out an aspect of the project, that can be included as an in-kind donation with a dollar amount attached to it.  And if you expect donations of materials or supplies, we’ll want to include the value of those in the budget.




Writing the Budget: Definitions

Direct Costs
 Indirect Costs
Antioch’s Indirect 

Cost Rate
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As you consider costs for your project, it’s important to understand the difference between direct and indirect costs, as well as Antioch’s indirect cost rate.  Understanding these terms can help with ensuring that what you’re requesting is allowable and allocable.  Every item in your budget is either a direct or an indirect cost.



Writing the Budget: Definitions
Direct Costs are:

Costs that can be identified specifically with a 
particular project, an instructional or institutional 
activity, or one that can be directly assigned to 
such activities relatively easily with a high degree 
of accuracy. These costs include expenditures for 
project personnel salaries and employee benefits, 
supplies, travel, equipment, telephones, and 
postage. All direct cost items must be included in 
the budget. 
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Direct costs are those that can be accurately determined and include items such as salaries, materials and supplies, travel, equipment, phones, printing and postage – all the items I listed earlier that you want to consider for your budget.  They are costs that are necessary for carrying out your project and can be directly assigned to it.



Writing the Budget: Definitions
Indirect Costs are:

Costs that cannot be identified specifically with a 
particular project or program. They include the 
costs of many services the university provides 
(administrative services, library, custodial, 
accounting/finance, and security) as well as 
building maintenance and depreciation, and 
utilities. These costs are often referred to as the 
overhead, or Facilities and Administrative Costs 
(F&A).  Many funders do not allow or restrict the 
amount of indirect costs that can be included in a 
grant request.
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In contrast, indirect costs are those that can’t be assigned specifically to a program or project.  These include items  such as general library services, custodial services, accounting and utilities.  These are included (when possible) in a budget on a separate line and are expressed as a percentage of the direct costs.  Note that many funders either disallow or restrict indirect costs that can be requested in a grant proposal.

If you’re not sure whether a specific cost should be considered direct or indirect, I can help with that determination.



Writing the Budget: Definitions
Antioch University Indirect Cost Rate:
 Antioch’s indirect cost rate is 47% of modified total 

direct costs (MTDC)
 Modified Total Direct Costs are total direct costs 

excluding:
 Capital expenditures (buildings, individual items of 

equipment over $5,000, alterations and renovations)
 The portion of each subaward in excess of $25,000
 Patient care
 Rental/maintenance of off-site activities
 Tuition remission, scholarships and fellowships

Presenter
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Antioch University has a federally-negotiated indirect cost rate:  47% of modified total direct costs.  


“Modified” refers to the fact that we can’t include certain items when calculating indirect cost: capital expenditures, equipment, anything over $25,000 for subawards, patient care, rent or maintenance of off-site activities, and tuition remission, scholarships/fellowships.  

We use Antioch’s negotiated rate whenever possible.





Writing the Budget: Telling the Story
Break the Budget Into 3 Categories

Grant Request: costs the grant will support

Other Funding or Cash Resources: other 
available funding that will support the 
activities of your project

 In-Kind Donations: time or
materials for which payment
isn’t needed

Presenter
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All your costs will go into a line-item budget.  When you’re ready to draft a budget, the easiest way to start is by putting each cost into a spreadsheet using these 3 categories:
Items you’re asking the funder to pay for.�
Items that someone other than the funder will pay for – the “other someone” can include Antioch, partner organizations, other foundations, government agencies, or even individual donors.�
And in-kind donations – anything donated that won’t require a payment.  I’ll note here that most often, you won’t have in-kind donations to include in a budget, but it’s important to think about it early, since if you expect to have them, you will need to put a value on that donation.  The value of volunteer time is something that you can find easily online.�
Now that I’ve given you an overview of what can go into a budget, let’s look at an example.




Writing the Budget: Example
Grant Antioch In-Kind Totals

A. Salaries and Wages 
Principal Investigator Dr. Emmett Brown @ 100% 37,500 37,500 75,000
Graduate Assistant Marty McFly @ 100% 10,000 10,000 20,000

Total Salaries and Wages 47,500 47,500 0 95,000
B. Fringe Benefits   
PI @ 39.65%  (includes FICA, UI, WC, med & ret) 14,869 14,869 29,738
Grad Asst @ 14.65% (includes FICA, UI & WC) 1,465 1,465 2,930

Total Fringe Benefits 16,334 16,334 0 32,668
C. Capital Equipment   
1981 DeLorean DMC-12: 1 @ $27,900 + 12% tax and 
delivery charge 31,248 31,248

Total Capital Equipment 31,248 0 0 31,248
D. Materials and Supplies   
Plutonium: 10 lbs @ $5,000/lb 50,000 50,000
Office supplies 200 200
Fuel for time travel unit: 100 lbs @ $1/lb 100 100
Laptops: 2 @ $730 ea + 12% tax 1,635 1,635

Total Materials and Supplies 1,835 0 50,100 51,935
E. Travel   
Domestic Travel:

Mileage between lab & test track for test runs: 2 miles 
R/T x 50 trips x .575/mile 58 58
Mileage for test runs:  1 mile x 50 test runs x .575/mile 29

Foreign Travel for Grad Asst travel to Future:
Meals, lodging & incidentals: $10/day x 10 days 
(donated by Baines Family) 150 150

Total Travel 86 0 150 236
F. Other Direct Costs   
Advisory Group stipends: 15 @ $100 ea. 1,500 1,500
Food for Advisory Group meetings: $6/person x 15 people x 
4 mtgs 360 360
Advisory Group meeting space: $100/mtg x 4 mtgs 400 400
Tuition remission for Grad Asst: $100/credit x 5 credits 500 500

Total Other Direct Costs 1,860 500 400 2,760

G. Total Direct Costs 98,863 64,334 50,650 213,847
  
H. Indirect Costs   
Antioch: 47% of MTDC* 31,779 30,002 23,806 85,587
Total Indirect Costs 31,779 30,002 23,806 85,587

I. Total Project Budget 130,642 94,336 74,456 299,433

Budget:  Development of Effective Time Travel Method

Presenter
Presentation Notes
This budget example is a very simple one that’s based on budgets I’ve used in grant proposals to foundations.  It isn’t exhaustive – rather, it’s intended to cover the most common kinds of costs that you find in budgets. What you see here is a proposed research project on time travel that includes: salary and fringe benefits for the PI and a graduate assistant; equipment; materials and supplies; travel; other costs; and in-kind donations. 

Many foundations don’t require use of a specific budget form.  A budget template in a similar format is available for download on the Grants and Foundation Relations web page (a link to that page is at the end of this presentation.)

In cases where a funder does require us to use their budget form (which is the case for all federal government agencies), we can either draft a budget using this format and then transfer everything to the required form or simply start with the required form.  

Next, I’ll give each section of this budget a closer look so you can see all the components.





Writing the Budget: Personnel

Grant Antioch In-Kind Totals
A. Salaries and Wages 
Principal Investigator Dr. Emmett Brown @ 100% 37,500 37,500 75,000
Graduate Assistant Marty McFly @ 100% 10,000 10,000 20,000

Total Salaries and Wages 47,500 47,500 0 95,000
B. Fringe Benefits   
PI @ 39.65%  (includes FICA, UI, WC, med & ret) 14,869 14,869 29,738
Grad Asst @ 14.65% (includes FICA, UI & WC) 1,465 1,465 2,930

Total Fringe Benefits 16,334 16,334 0 32,668

Budget:  Development of Effective Time Travel Method

Presenter
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Here you can see the lines devoted to personnel. Funders typically require that salary and fringe benefits are presented separately and want information such as:
The percentage of their time that each person will devote to the project.�
The cost of fringe benefits, expressed as a percentage of salary.�
The components of fringe benefits, such as healthcare, retirement, FICA, etc.




Writing the Budget: Equipment/Supplies

C. Capital Equipment   
1981 DeLorean DMC-12: 1 @ $27,900 + 12% tax and 
delivery charge 31,248 31,248

Total Capital Equipment 31,248 0 0 31,248
D. Materials and Supplies   
Plutonium: 10 lbs @ $5,000/lb 50,000 50,000
Office supplies 200 200
Fuel for time travel unit: 100 lbs @ $1/lb 100 100
Laptops: 2 @ $730 ea + 12% tax 1,635 1,635

Total Materials and Supplies 1,835 0 50,100 51,935

Presenter
Presentation Notes
In the sections on equipment and supplies, I’ve included information on cost, number of units, and expected tax/delivery charges.

Note that in this section, the budget shows in-kind costs:  plutonium and fuel for the time travel unit, with dollar values attached.

Remember that equipment is anything that costs $5,000 or more and has a useful life of at least 1 year.  Keep in mind that if you are requesting funding for multiple items, such as laptop computers, that each cost under $5,000 but add up to more than that, they are still considered supplies, since the unit cost is under that $5,000 threshold.

Materials and supplies is a widest-ranging category of costs that can include a lot of other items such as: books; other devices like telephones or tablets; lab supplies; or anything else that isn’t a service or a contract.



Writing the Budget: Travel/Other

E. Travel   
Domestic Travel:

Mileage between lab & test track for test runs: 2 miles 
R/T x 50 trips x .575/mile 58 58
Mileage for test runs:  1 mile x 50 test runs x .575/mile 29

Foreign Travel for Grad Asst travel to Future:
Meals, lodging & incidentals: $10/day x 10 days 
(donated by Baines Family) 150 150

Total Travel 86 0 150 236
F. Other Direct Costs   
Advisory Group stipends: 15 @ $100 ea. 1,500 1,500
Food for Advisory Group meetings: $6/person x 15 people x 
4 mtgs 360 360
Advisory Group meeting space: $100/mtg x 4 mtgs 400 400
Tuition remission for Grad Asst: $100/credit x 5 credits 500 500

Total Other Direct Costs 1,860 500 400 2,760

Presenter
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This budget includes some travel costs.  When you have travel costs, you should consider:
Mileage for local travel (if any).
Meals, lodging and incidentals for multi-day travel.  In this budget, that’s an in-kind cost provided by the hosts.  But typically, you will base these costs on either the per diem rate as set by the Government Services Administration (GSA), or on actual costs.  GSA rates are posted online.
It’s not included here, but remember there may be the cost of airfare or train fares, which you can always find online.

Other direct costs include those items that don’t fit within the other categories.  Here, we have:
Stipends for an Advisory Group.
Food for Advisory Group meetings.
Tuition remission for the Graduate Assistant.

Other direct costs that you might include in your budget are:
Scholarships
Publishing costs
Consulting services
Contracts for other services
Subscriptions



Writing the Budget: Totals

G. Total Direct Costs 98,863 64,334 50,650 213,847
  
H. Indirect Costs   
Antioch: 47% of MTDC 31,779 30,002 23,806 85,587
Total Indirect Costs 31,779 30,002 23,806 85,587

I. Total Project Budget 130,642 94,336 74,456 299,433

Presenter
Presentation Notes
The final sections of the budget add it all up:
Direct cost totals�
Calculation of indirect cost – here is where you show the indirect cost rate you’re using and provide some explanation of your base for calculating that.  In this case, it’s 47% of modified total direct costs – Antioch’s negotiated rate.  Keep in mind that funders often either disallow or restrict indirect cost.  In those cases, we might show indirect cost as part of Antioch’s contribution to the project.�
The last line provides the total project budget – direct and indirect costs added together.



Remember

Presenter
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I’ll talk about the budget narrative in the next section, but first, let’s recap the budget writing process.



 Start EARLY

 Involve others who will need to
provide input or approval:
colleagues, department chair,
provost, grants office

 Read the RFP and the funder’s guidelines and 
follow the directions

 Be sure you know what costs are allowed

 Check whether cost sharing is required

Planning & Writing the Budget: Recap

Presenter
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Start the budget early – wrangling numbers always takes longer than expected.

Make sure that others who need to know about your project are aware of it and of what you plan to include in the budget.

Read and follow the directions!

Along with reading the guidelines and directions, make sure you’re clear about what costs are allowed by the funder.

If cost sharing is required, remember that this requires approval, typically from your department chair and/or provost.



Planning & Writing the Budget: Recap

 Use the funder’s specified budget form or format

 Show clearly what you’re requesting and what the 
University is cost sharing

 Include all the costs of the program or project 
you’re proposing

 Make sure your costs are:
1) necessary and reasonable
2) allowable & allocable 

Presenter
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Check for a specific budget form or format and use it.

If you’re including cost sharing, it must be clearly indicated.

Think about every cost that you might incur and get it into the budget.

If you’re not sure about what’s necessary, reasonable, allowable or allocable, I can help with making those determinations.



Planning & Writing the Budget: Recap

 Show the basis for your numbers (GSA per diem, 
average airfare, vendor quotes, etc.)

 Describe each cost clearly

 Make sure your MATH is accurate

 Tell the story of your project 
through the budget: if it’s in the
your narrative, explain it in your budget, and vice 
versa

 Include in-kind donations

Presenter
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Show the math and the basis for your costs: did you use a government source, get it from a web site, or from a vendor quote?

Make sure your description makes it easy for the reviewer to understand what the cost is.

It’s very easy to make math errors in a budget.  Using calculations in Excel spreadsheets wherever possible cuts down on mistakes.

Use your budget as another way to tell the funder about your project, making sure that everything in your narrative that has a cost is included in the budget and that every cost in your budget is clearly addressed your narrative.

Remember in-kind donations.



THE BUDGET NARRATIVE

Illustrate Your Budget

Presenter
Presentation Notes
Most funders also require a budget narrative, where you explain each of your costs in more detail.  This is your chance to flesh out - and illustrate the importance of - every cost in your budget.  When done well, a reviewer can read your budget and budget narrative first – before reading the proposal narrative - and come away with a clear idea of what your project will entail.



 The budget narrative explains and justifies every
cost and provides credibility for your budget

 Use clear, succinct, plain
language 

 Organize it to follow your
line item budget

 If possible, use a table format

The Budget Narrative: Illustrate the Budget

Presenter
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It starts with making it easy to understand:
The purpose of the budget narrative is to explain and justify costs and to provide evidence of credibility.  Make sure you’ve included enough detail to show that your costs are accurate.

Be as clear as possible.

Make sure it follows your line item budget. 

As with the budget itself, the funder may or may not specify a format for the budget narrative.  If not, a table format for the budget narrative makes it easy for reviewers to compare it with the budget.



 Repeat the numbers used in the budget and 
include additional explanation as needed

 Where possible, draw connections between your 
goals/objectives and the budget

 The level of detail you can provide varies by funder 
– be as comprehensive as possible within the 
funder’s limits

The Budget Narrative: Illustrate the Budget

Presenter
Presentation Notes
Make sure your budget narrative has the same numbers as your budget, with expanded explanations.  And this is something I can’t stress enough: make sure the numbers match those that are in your budget! Discrepancies between the two can result in not getting the grant.

If your budget tells the story, your budget narrative is an opportunity to illustrate your project in ways that may not be possible to include in your proposal narrative.  It’s a good place to make the connections between what you’ve requested in the budget and your goals and objectives.  

As with your proposal narrative, you are often restricted to a certain number of pages.  Give as much detail as you can within any limits set by the funder.





The Budget Narrative: Personnel
Antioch University

Development of Effective Time Travel Method
Budget Narrative

Personnel
Principal Investigator Dr Emmett Brown: will have overall responsibility and direction of the 
project, including designing and implementing method for time travel, supervising the Graduate 
Assistant, conducting time travel trials, selecting and managing the Advisory Group, managing the 
budget, and submitting interim and final reports.
Graduate Assistant Marty McFly: will collect and organize data, support data analysis, provide 
support for Advisory Group meetings, and provide input for interim and final report.

Requested Antioch In-Kind
Brown @ 100%  @ $75,000 37,500 37,500
McFly @ 100% @ $20,000 10,000 10,000

Total Personnel 13,750 10,000

Fringe Benefits
Project Director: FICA @ 7.65%; unemployment insurance @ 5%; Worker’s Compensation @ 2%; 
health & life ins @ 19%; retirement @ 6%
Graduate Fellow: FICA @ 7.65%, unemployment insurance @ 5%; Worker’s Compensation @ 2%

Requested Antioch In-Kind
Brown: 43.3% x $3,000 14,869 14,869

McFly: 14.65% x $10,000 1,465 1,465

Total Fringe Benefits 16,334 16,334

Presenter
Presentation Notes
This is the budget narrative section for personnel costs for our time travel project.  Items to note:
Budgets should reflect actual salary and benefit amounts, which I can obtain from AU’s HR office.  

The budget narrative names the people involved in the project and explains their role in it.  If you plan to hire someone when funding is available, but you don’t know yet who that will be, you can include the position title and indicate TBH for “to be hired.”  Of course, you’ll still need to explain that person’s role here in the budget narrative.

In this budget the PI and graduate assistant are devoting 100% of their time to the project, but we’re asking the funder to support half of those costs and showing that Antioch is supporting the other half.  If you plan to obtain outside funding for that other half, the column for Antioch can say as “Antioch/Other” rather than just “Antioch.”

Fringe benefits are broken out.  Not every funder expects or requires this level of detail for fringe benefits – I’ve included it here to show you how we would explain those details.



The Budget Narrative: Equipment/Supplies
Capital Equipment
DeLorean DMC-12: cost based on current pricing on www.deloreansforu.com and includes 12% tax. This 
make and model has been selected as it is uniquely suited to allowing the modifications necessary for 
conversion to a time travel unit and for achieving the velocity required to make leaps to the past or future.

Requested Antioch In-Kind

1981 Delorean DMC-12 31,248

Total Capital Equipment 31,248

Supplies

Plutonium: 10 lbs.; in-kind donation from government of Libya; value based on pricing on: 
www.undergroundnuclearfuels.com
Office supplies: paper, notebooks, pens, based on rates at www.staples.com
Fuel for time travel unit: will be donated by Hill Valley Recycling Center; value based on cost per pound 
charged by the recycling center
Laptop computers: for the PI and the Graduate Assistant; 2 Dell Inspiron i5491-7701SLV 2-in-1 14" 
Notebook, Intel i7, 12GB Memory, 512GB SSD: https://www.staples.com/dell-inspiron-i5491-7701slv-2-in-1-
14-notebook-intel-i7-12gb-memory-windows-10-846y9/product_24420593

Requested Antioch In-Kind

Plutonium: 10 lbs @ $5,000/lb 50,000

Office supplies 200

Fuel:  100 lbs. @ $1/lb. 100

Laptop computers: 2 @ $730 + 
12% tax 1,635

Total Materials & Supplies 1,835 50,100

Presenter
Presentation Notes
Next up are equipment and supplies:
The source for the cost or value of each of these items is provided in the explanation. The level of detail required by a funder can vary.  In this example, I’ve included detail that’s typically required by government funding agencies, such as where pricing information was obtained.

As I noted earlier, equipment is anything that costs $5,000 or more and has a useful life of 1 year or more.  In this case, we have an automobile valued at $31,248 to list as equipment.  Here you can see that I’ve included language that speaks to how this piece of equipment supports achieving the goals of the project.

In materials and supplies, we have plutonium and fuel to list as in-kind contributions to the project, with an explanation that includes the entities that are donating them and sources for determining their value. 

Laptops are listed in materials and supplies - they are not considered equipment because they cost less than $5,000 each.  

http://www.deloreansforu.com/
http://www.undergroundnuclearfuels.com/
http://www.staples.com/
https://www.staples.com/dell-inspiron-i5491-7701slv-2-in-1-14-notebook-intel-i7-12gb-memory-windows-10-846y9/product_24420593


The Budget Narrative: Travel

Travel
Domestic travel: mileage for travel between lab and test track for test runs and for the 
test runs; mileage rate based on GSA rates as of January 1, 2020 
Foreign travel: all foreign travel will take place on US flag carrier (DeLorean DMC-12 
for travel to future); meals, lodging and incidentals for Graduate Assistant while visiting 
The Past donated by the Baines Family; rates based on approximate costs circa 1955. 

Requested Antioch In-Kind
Domestic Travel: travel 
between lab & test track: 2 
miles R/T x 50 trips x 
.575/mile

58

Domestic Travel: test runs: 
1 mile x 50 test runs x 
.575/mile

29

Foreign travel (to The Past): 
meals, incidentals & lodging: 
$15/day x 10 days

150

Total Travel 86 150

Presenter
Presentation Notes
In the travel section, mileage costs include an explanation of start/end points, number of miles, number of trips and the basis for the cost.  Mileage is reimbursed based on current GSA rates, which can be found online.�
Although they’re not included in this budget, there are often other costs often associated with travel that you’ll want to include:  airfare, ground transportation, parking fees, and lodging, meals and incidentals.  Airfare, transportation and parking should be actual costs (often an average), based on available information.  Lodging should be either the actual cost or the GSA per diem rate for that location.  Meals and incidentals should generally be based on current GSA per diem rates.  The Resources slide at the end of this presentation has links to the GSA pages where mileage, lodging and meal rates can be looked up.�
An important note on air travel:  if your travel takes you out of North America and you are seeking funding from a US federal agency, you will be required to use US flag air carrier service to the maximum extent possible when commercial air transportation is the means of travel between the U.S. and a foreign country, or between foreign countries. With some exceptions, cost, convenience, or personal travel preference cannot be used as influencing factors when planning or arranging such travel. These requirements are part of the Fly America Act; the NIH web site has a good summary of this requirement and lists exceptions to it – see the link on the Resources slide at the end of the presentation. 




The Budget Narrative: Other Direct Costs
Other Direct Costs
Advisory Group: will provide input on methods, instruments, best ways to connect with Past and 
Future community members and other support as needed; will meet quarterly during the 1-year project 
period in the Hill Valley Community Center.
Space for Advisory Group meetings:  will be donated by Hill Valley Community Center; based on 
standard room rental rate
Tuition remission: Graduate Assistant will receive tuition remission of $100/credit for 5 credits

Requested Antioch In-Kind
Advisory Group stipends: 15 @ 
$100 ea. 1,500

Food for Advisory Group 
meetings: $6/person x 15 people 
x 4 mtgs

360

Space for Advisory Group 
meetings 400

Tuition remission: $100/credit x 5 
credits 500

Total Other Direct Costs 1,860 500 400

Presenter
Presentation Notes
Other direct costs include stipends for advisory group members and costs associated with advisory group meetings (food, space) as well as tuition remission for the graduate assistant.  

An important distinction to make here is that between Antioch’s contribution (tuition remission) and the in-kind contribution (meeting space.)  Frequently, any contribution by Antioch is referred to as “in-kind.”  But Antioch’s contributions to any budget are not truly in-kind - they represent actual costs incurred by the institution (salary, benefits, etc.) and should be thought of as a cost match.

In-kind contributions are non-cash contributions from other entities for which Antioch is not expected to pay but which have a specific value.  For instance, the value of volunteers’ time is set by Independent Sector, a membership organization for nonprofits.



The Budget Narrative: Totals & Indirect

TOTAL DIRECT COSTS
Requested Antioch In-Kind

98,863 64,334 50,650

Indirect Cost
Indirect cost @ 47% of modified total direct costs and excludes capital equipment and 
tuition remission:

Requested base:  $98,863 - $31,248 (DeLorean) = $67,615
Antioch base:  $64,334 - $500 (tuition remission) = $63,834
In-Kind base:  $50,650 

Requested Antioch In-Kind
Total Indirect Cost 31,779 30,002 23,806

Requested AUNE In-Kind
TOTAL BUDGET 130,642 94,336 74,456

Presenter
Presentation Notes
Finally, the totals.  Your budget narrative will show: 
Total direct costs. Remember to check your math – make sure that all the numbers add up correctly.

An explanation of how indirect costs are calculated that includes the rate applied and the base to which you’re applying that rate.  



Remember

Presenter
Presentation Notes
Putting together your budget narrative boils down to a few simple things




 Provide enough detail so that a
reviewer can understand your
project from the budget and
budget narrative

 Make sure your budget narrative
provides accurate, credible
detail

 Wherever possible, show how a cost supports goals 
and objectives

The Budget Narrative: Recap

Presenter
Presentation Notes
Remember that the budget narrative is your chance to explain your project through the numbers. Give enough detail so that reviewers can understand the project from the budget and budget narrative on their own.

Include detail that supports the accuracy of your costs and provides evidence of credibility

Draw connections between costs and your goals and objectives.





 Be clear, organize it to follow your budget and use 
the funder’s format

 Use the same numbers as the budget

 Provide source information for your costs

 Use GSA per diem and mileage rates where 
appropriate and actual costs for other travel-
related items

The Budget Narrative: Recap

Presenter
Presentation Notes

Use plain language, make sure it follows the budget, and check the funder’s instructions to ensure you’re using the right format.

Make sure your numbers match those in the budget and check your math!

Show where the numbers came from.

If you have travel, use rates set by the government for items such as lodging, meals and mileage, and actual costs for items such as parking, ground transportation and air or train fares.



Resources

Presenter
Presentation Notes
I want to leave you with some online resources to help you prepare for developing proposal budgets.



Writing the Proposal Budget: Resources

Grants and Foundation Relations web page:
 https://www.antioch.edu/resources/general-

information/grants-foundation-relations/
GSA rates:

 Per diem rates(lodging, meals, incidentals):  
www.gsa.gov/travel/plan-book/per-diem-rates

 Mileage reimbursement: 
www.gsa.gov/travel/plan-book/transportation-airfare-
pov-etc/privately-owned-vehicle-pov-mileage-
reimbursement-rates

Fly America Act:
 https://www.fic.nih.gov/Grants/Pages/Foreign-

Travel.aspx

Presenter
Presentation Notes
This presentation is posted on my web page on the Antioch site.  You’ll also find presentations on proposal writing and the process for developing and submitting proposals.

The Government Services Administration sets rates for lodging, meal and incidentals, and mileage reimbursement.  If your budget includes travel of any kind, you’ll be able to use it as a guide for calculating those costs.

The Fly America Act sets out requirements for using US flag air carriers when flying outside the US.  This NIH page provides a good explanation of its requirements.

https://www.antioch.edu/resources/general-information/grants-foundation-relations/
http://www.gsa.gov/travel/plan-book/per-diem-rates
http://www.gsa.gov/travel/plan-book/transportation-airfare-pov-etc/privately-owned-vehicle-pov-mileage-reimbursement-rates
https://www.fic.nih.gov/Grants/Pages/Foreign-Travel.aspx


Writing the Proposal Budget: Resources

Tips for improving your budget:
 https://getfullyfunded.com/8-tips-to-strengthen-your-

grant-budget/
 https://www.dhleonardconsulting.com/10-tips-for-

grant-budgets/
Tips for improving your budget narrative:

 https://bizfluent.com/how-6551802-write-budget-
narrative-grant.html

 https://www.research.colostate.edu/osp/2019/07/10/
how-to-build-credibility-with-your-budget-narrative/

Presenter
Presentation Notes
These resources are also helpful in understanding how to write budgets and budget narratives:
More tips on strengthening your grant budget.

And at the Colorado State and Bizfluent links, you’ll find other examples of budget narratives and templates.

https://getfullyfunded.com/8-tips-to-strengthen-your-grant-budget/
https://www.dhleonardconsulting.com/10-tips-for-grant-budgets/
https://bizfluent.com/how-6551802-write-budget-narrative-grant.html
https://www.research.colostate.edu/osp/2019/07/10/how-to-build-credibility-with-your-budget-narrative/


Writing the Proposal Budget: Resources
GrantSpace free online courses (registration
required):
https://grantspace.org/training/search/forma

t/on-demand/
The Grantsmanship Center, Inc. Proposal Writing and 
Grantseeking blogs:
https://www.tgci.com/taxonomy/term/29

Presenter
Presentation Notes
You can also find help through the Foundation Center and The Grantsmanship Center, Inc:
GrantSpace is the training arm of the Foundation Center.  It has free courses on grantseeking, proposal writing and the proposal budget that you can take at your own pace. 

At The Grantsmanship Center, Inc. you’ll find blogs on proposals, budgets and grantseeking that are very helpful and informative.

https://grantspace.org/training/search/format/on-demand/
https://www.tgci.com/taxonomy/term/29


Ready to Write a Budget?
Contact me for Resources, Tools and 
Assistance: 
Lisa Farese
Director, Grants and Foundation Relations
603-283-2102
lfarese@antioch.edu

Presenter
Presentation Notes
And of course, I encourage you to get in touch with me if you’re planning to seek grant funding.  I look forward to hearing from you.

mailto:lfarese@antioch.edu
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