Basic Project Budget Preparation Notes August 2007

Basic Project Budget Preparation Guidelines

	Common emergency costs which should not be overlooked
· Visibility costs

· Safety and Security

· Telecommnications and IT

· Monitoring, evaluation (ag After ActionReviews, monitoring visits, audits)

· International emergency personnel salary, benefits, travel, accommodation, per diem

· Translation fees

· Shipping, customs clearances, taxes, increased warehouse costs 
· Stipends for non CARE workers
· CARE member cost recovery (ICR/ADRET)



1. Use Excel (not Word)
2. Budget workbook (Excel) should include:

a. Budget in donor format
b. Detailed Working Papers
c. Budget Checklist
d. Issues/Tasks list - which need to be addressed relative to the budget i.e. to note down as they arise and then delete as they are dealt with.

3. Save the budget using the working title of the proposal i.e. not simply as “budget”. Include either version number or date prepared in the name the budget is saved under e.g. “Example Budget WatSan Myanmar 12June2007”
4. Include the in the header/ footer the: Preparation Date, Page Number and Project Title.
5. Use latest Donor budget guidelines and format:
a. Particularly those relating to personnel and administrative support costs 

b. What type of costs will the donor allow or not allow

c. What is the best way to present costs to donor

6. The Line Item Description (“Contribution”) should where possible be described in terms of the nature of the activity/cost and using consistent terminology with that as used in the narrative.

7. The title of staff positions should be descriptive/indicative of the function/role of the position in the context of the project activities and consistent with terminology used in the narrative.

8. If applicable (i.e. allowable within the donor format), use the following combination of the budget columns to convey information rather than having this information contained within the line item description:

a. “Unit” : as descriptive as possible e.g. person/day; month; trip, workshop, vehicle

b. “Unit Cost” : i.e. to two decimal places $25.40
c. “No of units”

9. Use detailed working papers that provide justification, attribution or the basis of calculation. This are important is assisting the appraisal of the budget, as well as the ongoing management and reporting against the budget (e.g. explaining expenditure variations.
a. e.g. 
i. do calculations within cells of Excel spreadsheet, 
ii. use supporting worksheets, 
iii. “insert comments” within cells and/or 
iv. have column alongside line-items for notes 

b. include working papers with budget for internal purposes e.g. so that the team which has to implement the project can understand the budget in more depth than what is required by the donor
c. If you know how to link cells between worksheets – link unit cost with working papers.

10. The adequacy, description and number of line items in budgets should be sufficient to management, monitoring and reporting of expenditure for activities undertaken

11. The balance between detail and the need for flexibility (as represented by line item descriptions and the number of line items) is a judgment call based on experience including knowledge of the donor. However in general the less line items and the broader the description of line items in the version submitted to the donor, the more flexibility the budget will provide. The detail should be contained in either a more detailed working budget within the working papers. In other words: Prepare budget with as much detail as possible and consolidate when preparing final donor version (e.g. by Country Office)

12. Budget in USD
13. Exchange rate between donor currency and USD should be noted in the budget. Be conservative with regards to possible variations over the life of project. To be confirmed by Finance Staff/ CI member.
14. Exchange rate between local currency and USD should be noted in the budget working papers. Be conservative with regards to possible variations over life of project.
15. Use “Precision as Displayed” (under Tools / Options / Calculation) so that budget will read correctly without rounding errors
16. Check that the narrative proposal and budget are consistent (e.g. Activity Schedule / Logframe / Number and scope of activities). The budget and narrative proposal should be developed jointly/concurrently in an iterative process
17. Ensure that narrative provides sufficient justification for the nature and scope of the costs included in the budget.

18. Costs are clear and reasonable (realistic) relative to scope and nature of activities to be implemented and as a proportion of overall budget.
19. Be realistic in terms of what can be achieved within the available project implementation timeframe.

20. Consider that the Program/Country Office has the capacity to spend at the rate indicated in the budget e.g. that the recruitment, procurement, logistical and finance systems can process the volume of transaction required.
21. To the extent possible find out from Donor/Country Office/CARE International Member what is the total maximum USD amount for local field based costs that can be budgeted i.e. allowing for CARE Member ICR

22. Ensure consistent line items for multi-year budgets
23. Depending upon duration of project activities, allow for inflation
24. Note list of assets that will be required to be disposed of (e.g. handed over to local implementing partner) at end of project

25. If possible, do not include in-kind donations/contributions in budget but refer to them in narrative

26. Monitoring and Evaluation Costs should be included
27. Visibility / Branding costs should be included as appropriate 

28. Include Audit Fees if required by the donor

29. Need to schedule and allow time for Country Office Finance staff to input Country Office Core Staff and Support Costs that will need to be included in the budget.
30. There will be CARE International Member Staff and Support Costs to be included (e.g. CARE Australia - depending upon who is the institutional/Government donor)

31. Check that staff costs and support costs are reasonable proportions of the overall budget i.e. compared to the materials, equipment, commodities etc (non-personnel)
32. Follow internal Country Office procedures for preparation and appraisal of project budgets including approval to submit.

33. If the project is to be funded by multiple donors allocate the donor contribution by % of the total project budget wherever possible rather than by individual line items in order to maximise flexibility and ease of reporting. Alternatively, second preference, ensure that donors are funding discrete/complete line items for discrete/complete activities.

34. Check that budget is consistent, as appropriate, with previous budgets submitted to and or approved by the same donor e.g. similar unit costs for similar types of units.

35. Do spell check – Excel does have this feature!

36. Double check that all calculations/formulas/totals/etc are correct i.e. that the budget adds up!
37. Formatting / Page breaks / Header and Footer i.e. tidy up presentation.
38. Allow time for final review and approval by Finance Manager & Country Director (Team Leader)

39. Allow time for final review and approval by submitting CI Member e.g. CARE Australia (PCM & PCS)
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