writing a budget 

INTRODUCTION

Fundraisers often find it helpful to use a budget template to ensure that they identify all the direct and indirect costs associated with a project that they seek funding for.

Steps in allocating costs

1. Analyse
- analyse and count the costs (using checklist)

2. Review – review costs, particularly overheads

3. Allocate – allocate costs appropriately using your preferred apportioning model 

4. Fund – fund the costs

	Calculating project’s costs


	
	
	Year 1
	Year 2
	 Year 3

	STAFF COSTS

To include:
	% Total
	
	
	

	SALARIES

See note 1
	
	
	
	

	1
	
	
	
	

	Weighting Allowance
	
	
	
	

	NI
	
	
	
	

	Employers Pension Contribution
	
	
	
	

	Benefits
	
	
	
	

	Training & Development
	
	
	
	

	Sessional Staff
	
	
	
	

	Agency Staff
	
	
	
	

	Maternity Leave
	
	
	
	

	Carer’s Leave
	
	
	
	

	
	
	
	
	

	RECRUITMENT
	
	
	
	

	Advertising
	
	
	
	

	Recruitment Agency
	
	
	
	

	Interview Panel
	
	
	
	

	Related Costs
	
	
	
	

	
	
	
	
	

	SERVICES 

To include:
	
	
	
	

	Materials
	
	
	
	

	Equipment
	
	
	
	

	Website
	
	
	
	

	Literature
	
	
	
	

	Catering

 (see note 2)
	
	
	
	

	
	
	
	
	

	BENEFICIARIES

To include:
	
	
	
	

	Grants to individuals
	
	
	
	

	
	
	
	
	

	VOLUNTEERS 

To include:
	
	
	
	

	Recruitment
	
	
	
	

	Induction
	
	
	
	

	Training
	
	
	
	

	Clothing/Uniform
	
	
	
	

	Transport
	
	
	
	

	Travel
	
	
	
	

	Expenses
	
	
	
	

	Meals
	
	
	
	

	
	
	
	
	

	TRUSTEES

To include:
	
	
	
	

	Recruitment
	
	
	
	

	Induction
	
	
	
	

	Training
	
	
	
	

	Travel
	
	
	
	

	Accommodation (see note 3)
	
	
	
	

	Other meeting expenses
	
	
	
	

	
	
	
	
	

	ACTIVITIES

To include:
	
	
	
	

	Events
	
	
	
	

	Conference costs
	
	
	
	

	Policy
	
	
	
	

	Research
	
	
	
	

	Development
	
	
	
	

	
	
	
	
	

	PREMISES

To include:
	
	
	
	

	Rent
	
	
	
	

	Rates
	
	
	
	

	Mortgage
	
	
	
	

	Electricity
	
	
	
	

	Gas
	
	
	
	

	Water
	
	
	
	

	Insurance
	
	
	
	

	Repairs
	
	
	
	

	Maintenance
	
	
	
	

	Cleaning
	
	
	
	

	Gardening
	
	
	
	

	
	
	
	
	

	OFFICE COSTS

To include:
	
	
	
	

	Telephone
	
	
	
	

	Phone
	
	
	
	

	Fax
	
	
	
	

	Photocopier
	
	
	
	

	Stationery
	
	
	
	

	Publicity Materials

See note 4
	
	
	
	

	Design
	
	
	
	

	Printing
	
	
	
	

	Postage
	
	
	
	

	Membership
	
	
	
	

	Subscriptions
	
	
	
	

	Professional Associations
	
	
	
	

	Publications
	
	
	
	

	Books
	
	
	
	

	Vehicles (purchase)
	
	
	
	

	Vehicles (hire)

(See note 5)
	
	
	
	

	Mileage
	
	
	
	

	Public transport
	
	
	
	

	Travel costs
	
	
	
	

	Subsistence
	
	
	
	

	Accommodation
	
	
	
	

	Couriers
	
	
	
	

	Catering
	
	
	
	

	Maintenance contracts
	
	
	
	

	Lease Agreements
	
	
	
	

	Hire Agreements
	
	
	
	

	
	
	
	
	

	CENTRAL COSTS 

To include:
	
	
	
	

	Fundraising
	
	
	
	

	Marketing & Publicity
	
	
	
	

	Training & Development
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	INFORMATION & COMMUNICATION TECHNOLOGY 

To include:
	
	
	
	

	Hardware
	
	
	
	

	Software
	
	
	
	

	Upgrading software
	
	
	
	

	Email
	
	
	
	

	Internet
	
	
	
	

	Website 

(see note 6)
	
	
	
	

	Licences
	
	
	
	

	Database Management
	
	
	
	

	Support
	
	
	
	

	Consultancy
	
	
	
	

	Training
	
	
	
	

	
	
	
	
	

	OTHER COSTS 

To include:
	
	
	
	

	Legal
	
	
	
	

	Accountancy
	
	
	
	

	Audit
	
	
	
	

	Investment Management
	
	
	
	

	Consultancy
	
	
	
	

	Agency
	
	
	
	

	Architect
	
	
	
	

	Surveyor
	
	
	
	

	
	
	
	
	

	GRAND TOTAL
	
	
	
	


NOT ALL COSTS WILL BE RELEVANT TO ALL PROJECTS!!!!

YET ALL PROJECT COSTS MUST APPEAR SOMEWHERE.

The costs of Years 2 & 3 should take account of increments on salary and inflation.

NOTES

1. Salaries – Years 2 & 3 should take account of increments in salary

2.  Catering – catering can either be on premises or bought in or a combination of both

3. Trustees – If travelling long distances to meeting, Trustees may require overnight accommodation

4. Publicity materials – This heading can refer to the Annual Report and Account and general information leaflets

5. Vehicles – Vehicles that are purchased will depreciate in value

6. Website – This heading includes design and management. It should take account of hosting fees and regular updates.

There is another template that you can use to ensure that you have covered all costs

It is called “Budget Yourselves” and can be download free from FunderFinder

www.funderfinder.org.uk.  On the Home Page click on Products and scroll down to the bottom of the page and click freedownload.  There you will find “Budget Yourselves”
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