BUDGETING 
Your grant budget should include two parts: 

· a line item budget and 
· a budget narrative that supports your request.

LINE ITEM BUDGET
List all the appropriate budget categories where grant funds will be spent (Salaries, Benefits, Equipment, Printing, Travel, Indirect, etc.).  These categories will be dictated by the funder’s guidelines. Indicate the anticipated costs of project activities in each of these categories. When appropriate, work with the finance person in your department to develop the budget based on your chart of accounts; this will enable both GAO staff and your department’s staff to monitor the budget more easily.

[bookmark: _GoBack]The way you present a budget is just as important as what you put in it. Avoid jargon that the reviewer may not understand. Label each expense as clearly and specifically as possible. Large amounts listed as “miscellaneous” or “other” without calculations or no apparent connection to the activities in the project will send up red flags. It is best to use the funder’s suggested format and make sure each expense clearly connects to the project.  The funder will need to able to evaluate the relationship between aspects of the budget and the activities of the project. Be consistent in all text and paragraph formatting so the funder can find information quickly and easily. Depending on the funder’s guidelines, you might be able to group expenses to show, for example, mailing and distribution costs or different types of consultant fees.

If requesting funds for more than one year, arrange the budget in a grant-year format, even though your own fiscal year may be different. The last right-hand column should show the total of each line item for the duration of the project, including the grand total of funds requested.
In some instances, a grant request may seek support for the entire project or only for a portion of a project.

· If requesting support to fund 100% of project costs, the budget should reflect all anticipated expenditures.
· If seeking support to fund a portion of a project, the budget should include anticipated sources of income as well as expenditures for these other funding sources (e.g., your organization’s in-kind support, other grant support, income from registration fees, etc.).

BUDGET NARRATIVE
Include a written justification for each line item in your budget, succinctly describing:

· the specific item
· how the specific item relates to the project
· how you calculated the amount requested



SPENDING
The line item budget and budget narrative should be consulted throughout the grant life to ensure grant spending matches the approved budget descriptions.  Any deviation from the approved budget and budget descriptions, should be discussed with the GAO and then the funder.  

When questions arise, it is best to consult the Budget Narrative.  This serves as the contract that the funder agreed to with the organization.  It is important to understand, for example, that the funder didn’t just make a $15,000 grant—the funder agreed on $10,000 to be spent on specific personnel, $500 to be spent on cellular telephone service, $2,500 to be spent on mileage, $2,000 to be spent on printing specific brochures, and so on. 

If it turns out no travel expenses were incurred during the budget period, that funding must be receive prior approval to be spent elsewhere. Funders often make accommodations in their policies for small deviations (like $100 or $200) between budget categories and the GAO will know what is allowable.  That said, it is best to be sure ahead of time in order to avoid a departmental charge for unapproved expenses. The GAO is responsible for carrying out grant contracts as written.  If a Department is not spending the money as planned, conducting the program as planned, or otherwise deviating from the grant contract; the GAO is required to intervene and ensure continued funding. 





