CARE AUSTRALIA 

PROJECT BUDGET 

PREPARATION & APPRAISAL GUIDELINES 

CARE Australia’s “Policy And Procedures For The Approval Of Project Proposals, Budgets, Contracts And Acquittals” (approved June 2002 and issued to Country Office on 4/7/02) requires the appraisal of specified project proposal budgets by the Manager of the Contract Management and Project Accounting Unit based in Canberra.

It is strongly recommended that the Country Offices have internal procedures with regards to the preparation and appraisal of project proposal budgets so that the Country Director can sign off on the proposal budgets prior to submission for approval with confidence. Such procedures should require the involvement and approval of the proposal budgets by the Country Office Finance Manager.

The following list applies equally to the preparation and appraisal of proposal budgets and will be taken into consideration when approval is sought. The Annex contains additional AusAID specific guidance.

FINANCE MANAGER

1. Ensure that the Country Office Finance Manager has had appropriate input into the budget as well as undertaking a final review of the budget prior to approval of the Country Director.

2. Ensure CARE Australia’s Recoveries Policy is implemented in project budgeting, including providing Country Office staff and support costings (based on the Recoveries Policy) to whoever is preparing the budget.

3. Check that the budget is consistent, as appropriate, with previous budgets submitted to the same donor or other proposal budgets being submitted for same funding window (if submitting more than one proposal).

4. Check that the narrative and budget are consistent.

5. Be confident that the budget is both reasonable for the implementation of the project and the Country Office has the capacity to spend at the rate indicated in the budget.

6. Ensure that the implementation timetable allows sufficient time for final reporting.

7. Address any cash flow issues – pre financing, post financing as well as donor/CI member history in meeting funding requirements.

FORMAT

8. Be familiar with and adhere to donor budget guidelines and format (including budget line item categories). Of particular concern are those pertaining to personnel and administrative/support costs. Please ensure that you have the latest format and guidelines.  Check the allowable NICRA/ICR for CARE partners, where not fixed by the donor, and confirm Partner expectations.

9. In the absence of a preferred donor format the budget format should indicate the breakdown of costs according to the main project components ie reflect the project Logframe and Activity Schedule.


10. If allowable within the donor format use the combination of the columns “Unit”, “Unit Cost”, and “No. of Units” to convey information rather than having this information within the line item description.


11. “Unit” should be descriptive if possible eg person/day, month, airfare, total, workshop, etc.


For example: 4 field officers over a 12 months period, costing 300 per month per person or fuel for one vehicle over a 12 month period:

	Item
	Unit
	Unit Cost
	No. of Units
	Total

	Field Officers
	person month
	300
	48
	14,400

	Vehicle fuel
	month
	100
	12
	1,200


NOTES

12. Either use a column for Notes for inserting reference number to a note made elsewhere (eg in the working papers) or insert notes directly into the relevant cell using “Insert / Comments” facility. All recovery line items should be noted.

BUDGET WORKING PAPERS

13. In addition to the Notes, working papers should accompany each budget to provide the justification, attribution or the bases of the calculation of the costs charged in a budget.

MULTI-YEAR PROJECTS

14. For multi-year projects the same budget format should be used one for each year and a consolidated summary sheet completed (done by linking to ensure consistency against each line item).  Line items should be the same for each year even if for some line items there is no expenditure for a given year (indicated by “0” in the No. of Units).  This simplifies the creation of the consolidated summary budget.


MULTIPLE DONORS

15. Where co-financing exists for a project, the budget should reflect the proposal as to what items each donor is funding.  It should also be clear in the proposal what the impact to the project would be if the full funding is not realised.

ROUNDING OFF

16. Where the unit cost in terms of cents is critical (eg $1.49), as found with low cost high volume items, please ensure that the appropriate cell is formatted to show the cents otherwise there will be significant rounding down of the total line item amount when “Precision as Displayed” (Tools, Options, Calculation, Precision as Displayed) is applied. This should be used to ensure that the budget reads properly without rounding errors.


EXCHANGE RATE

17. Budgets should always be calculated in USD -  The exchange rate used for local currency to USD and USD to contract currency must be noted. 


INFLATION

18. In multi-year budgets any allowances for inflation should be explicit and the rate reasonable/justifiable.  This should be built into the template by formula (the rate can then be easily adjusted).  NB Inflation may not apply equally to all line items eg international staff salaries may be affected differently from national staff salaries, which may in turn be different from non-personnel items purchased in country. 

ASSETS

19. A separate list of assets (Materials and/or equipment) should be provided as per donor requirements. If required by donor provision for the disposal of assets should be indicated in the proposal. 


20. Where CARE is making an in-kind contribution to the project budget in the form of the use of CARE owned assets, documentation is required to be held by the Country Office to support the valuation of equipment. This documentation may be required at the time of audit. 
This documentation should include:
- A list of the equipment being contributed ie details as per asset register;
- The current market value of each item and evidence as to how this valuation has been arrived at;
- A list of the project(s) and the donor(s) that the equipment previously belonged to (if applicable);
- Evidence of approval from previous donor(s) that CARE can retain the equipment.

AUDIT AND EVALUATION COST

21.  Include audit and evaluation fees if required by the donor. 

SPELLING AND ADDS

22. Do spell and adds check. 

HEADER AND FOOTER 

23. Include the preparation date, page number and project title in the footer of each worksheet along with any other donor requirements.

COUNTRY OFFICE RECOVERIES 

24. This should be based on the “Recoveries Policy”. The basis of calculation and % for Indirectly Attributable expenses should be clearly noted in the budget.

25. Calculate the total recovery for the Country Office, the % of total project budget and the % to current year country office operation budget (Gross operation costs not the net position) to ensure it is a reasonable and acceptable level based on previous similar projects and the Recoveries Policy.

26. The notes facility should be used to clearly identify recoverable line items. 

Annex

Additional AusAID budget preparation guidance

AusAID requirements

· The basis and source of assumptions used in proposal budgets should be realistic (not inflated) for the proposed activities. 

· The adequacy, description and number of line items in budgets should be sufficient to ensure proper disclosure of expenditure for activities undertaken and for monitoring purposes e.g. for identification of expenditure and trends, over-expenditure, and unauthorised activities. 

· Line item descriptions for Project Activity Costs both in Australia and in country should be consistent so that the expenditure line items provide for transparency and audit trails when consolidated. 

· For both line item descriptions and dollar amounts, budget line item changes for Project Activity Costs should be properly identified and approved. 

· The Delivery Organisation budget proposals should have been scrutinised before consolidation into the overall project budget proposal. 

Funds Contributed from Other Sources
· Funding contributions for the activity from other organisations/sources should be disclosed in budget proposals

Budget Format

The following AusAID Budget template should be used in Excel. If there is no copy in the Country Office please request it from PCS in Canberra. 

	Project Activity Costs
	AusAID $
	Australian
NGO $
	Counterpart
NGO $
	Other
Donors $

	1. Activity Personnel
	
	
	
	

	Name/position/function/time dedicated to Activity 
	
	
	
	

	Travel costs
	
	
	
	

	2. Non Personnel Inputs
	
	
	
	

	Materials, Equipment, Freight, Commodity and Insurance Inputs (for non-ANCP activities, attach a separate list of assets (material or equipment items over $1,000))
	
	
	
	

	Training Costs (where training is an activity input)
	
	
	
	

	Other (specify)
	
	
	
	

	3. In-Country Activity Support Costs
	
	
	
	

	Communications
	
	
	
	

	Vehicle costs
	
	
	
	

	Field Office Costs
	
	
	
	

	Sub-Total
	
	
	
	

	Administration/Overhead Costs (to a maximum of 10% of AusAID contribution)
	
	CANBERRA USE
	CANBERRA USE
	CANBERRA USE

	Evaluation Costs (to a maximum of 5% of AusAID contribution)
	
	
	
	

	Total
	
	
	
	


Activity Personnel

Activity personnel are staff engaged in project management and/or implementation both in-Australia and in-country. Details are to be completed for each category of Activity personnel. 

The actual time claim must be supported by authorised time recording sheets, or other tangible/substantive evidence to justify the costs detailed in the acquittal.

In country staff - Project Activity Costs include full costs for professional, technical, administrative and clerical staff engaged with the project in-country. In other words, the costs include salary, on cost and benefit.

In Australia staff - Project Activity Costs also include salary charges only for professional, technical, administrative and clerical staff involved in monitoring and managing the project in-Australia and during in-country visits. It covers such activities as checking field reports, liaison and communications with project partners, preparing project designs, project completion reports and acquittals. The cost only includes salary.

These staff costs should be pro-rated to reflect actual time spent on AusAID funded activities. Only those staff involved in the implementation and management of the project are eligible to be charged against Project Activity Costs. Basically, only staff in PCM AND PCS.
Briefly explain the role of and the estimated time for each position in the budget note.

Travel costs: 

The costs include transport costs, accommodation and per diems including monitoring visits.  The purpose and destination of travel including monitoring visits should be stated in the budget note.

In Australia staff travel costs line items are reserved for Canberra staff monitoring visit only.

Non Personnel Inputs

Materials, Equipment, Freight, Commodity and Insurances Inputs. 

The costs of purchasing or renting necessary materials, equipment, freight, commodity and insurance.

Training Costs (where training is an activity input)

Training or workshop costs - the unit in the budget should be per training or workshop, it should support by the breakdown of the costs in the budget note. Training personnel costs should be listed under in-country personnel.

Other (specify)

Other non personnel inputs, which are not, included in the above two sub categories.

In-Country Activity Support Costs 

These relate to those costs incurred directly in supporting the efficient and effective implementation of the activity in country.

The % of country office support costs allocation to the project should according to the Recoveries Policy and have clear documentation to support it. The Country Office must be able to demonstrate how Activity support costs have been attributed to the Activity. 

Communication costs are only for communications between the country office and field staff and the Australian NGO's Australian office. They should include telephone, fax, internet and courier. 

AusAID will only fund the purchase of vehicles for an activity in exceptional circumstances. Costs for the use of the CARE’s vehicles can only be included where they can be shown as essential for activity management. Any depreciation of CARE's vehicles should be costed at the current Australian Tax Office light vehicle prime cost rate of [15% p.a.] where a vehicle will be only partly used on the funded activity, or where the activity is not expected to last the life of the vehicle. If AusAID funds the total capital cost of the vehicle, no depreciation is allowed.

Field office costs can only be approved if the office is a component of the activity design.  

Country Offices can and do constitute a “Field Office” ie an operational base for the management of the implementation of a project. The direct relationship between the use of Country Office resources and project implementation should be reflected in the project design eg by indicating that the in-country management of a project uses a proportion of the resources of the country office. The design of larger projects may also have sub-offices in their design including offices which are 100% dedicated to a specific project.

On this basis a proportion of Country Office Costs (except programme development) based on the Recoveries Policy should be included in the project budget. Following are suggestions:

	AusAID

Project Budget – Field Office costs
	CARE

Country Office Operation Budget

	Office Rental and Utilities
	Office Rental and Utilities

	Office Supplies and Equipment
	Office Supplies and Equipment

	Communication
	Tel & Fax, Postage & Courier

	Insurance
	Insurance

	Office System and Maint 
	Office System and Maint, Depreciation

	Motor Vehicle Costs
	M/V Expenses, Depreciation

	Other Support Costs
	Travel International, National, Other subscription and Levies, Finance Charges.

	
	

	
	


There are two aspects to the process:

· At the time of budgeting, the basis for estimating the costs involved should be established and documented;

· At the time of charging such costs to the project (ie monthly recoveries) the basis costs charged need to be substantiated by supporting documentation or setting out the basis of calculation.

Administration / overhead costs 

AusAID allows 10% of project activity costs as administrative / overhead costs for Canberra.

Evaluation costs

AusAID allows up to 5% of AusAID’s contribution in the budget to conduct feasibility studies, baseline surveys and evaluation, where the lessons learnt can be readily adapted and incorporated into the existing project or activity.
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