
Developing a Budget



Objectives
§ Participants will have a better understanding of how to prepare a 

budget for a grant application including: 
§ Tips for Budget Preparation

§ The need for and examples of an organizational budget

§ How to develop a programmatic budget

§ How to fill out a SF424A Budget form for a federal grant

§ How to structure a Budget Narrative



Budget Preparation - Tips
§ Always read to know what is allowable or not

§ Items to consider

§ Revenue 

§ Personnel (Salaries and Benefits)

§ Furniture/Equipment

§ Office Supplies

§ Travel

§ Professional Fees/Consultants

§ Insurance

§ Occupancy (Rent/Utilities)

§ Postage

§ Printing

§ Professional Dues

§ Maintenance/Repairs

§ Telephone/Internet

§ In-Kind Expenses

§ Indirect*

*Federal grants require a negotiated rate for Indirect Expenses, or you can use 10% of salary and fringe costs



Budget Preparation - Tips
§ Only include costs applicable to award program

§ Include senior level administrators

§ Get actual price quotes/bids

§ Build in time

§ Cost of living raises

§ Front loading



Budget Preparation - Tips
§ Partner funding needs

§ External consultant fees

§ Match requirements

§ Have a working document with formulas
§ May have to transfer it into a grant specific template

§ Required costs as part of the application 

§ (Ex. Grantee Training)



TOTAL PROJECT BUDGET REQUESTED FROM FUNDER

Year 1 Year 2 Year 3 Year 4 Total Year 1 Year 2 Year 3 Year 4 Total

Net Revenue
Enter Type of Revenue 0 0 0 0 0 0 0 0 0 0
     Total Net Revenue 0 0 0 0 0 0 0 0 0 0

Expense
Personnell 76,608 0 76,608 76,608 0 76,608
Fringe Benefits 25% 19,152 0 19,152 19,152 0 19,152
   Total Compensation 95,760 0 95,760 95,760 0 95,760

Travel 1,110 0 1,110 1,110 0 1,110
Equipment 16,200 0 16,200 16,200 0 16,200
Supplies 23,520 0 23,520 23,520 0 23,520
Contractual 93,988 0 93,988 93,988 0 93,988
Construction 0 0 0 0 0 0
Other 54,000 0 54,000 54,000 0 54,000

Total Direct Charges 284,578 0 284,578 284,578 0 284,578

Indirect Expense 10% 9,576 0 9,576 9,576 0 9,576

   Total Expense 294,154 0 294,154 294,154 0 294,154

Net Project Cost -294,154 0 -294,154 -294,154 0 -294,154

*Example of working document (Missouri Foundation for Health)



Organizational Budget



Programmatic Budget
PROGRAM NAME Community Connections

EXPENSES TOTAL Year 1 Year 2 Year 3

PERSONNEL EXPENSES             
(List Each Position) FTE SALARY

Case Manager 1.00 $       30,000 $           67,500.00 $      30,000.00 $  22,500.00 $            15,000.00 

Administrative Assistant 0.5 $       16,000 $           36,000.00 $      16,000.00 $  12,000.00 $               8,000.00 
$                         - $                     - $                - $                           -
$                         - $                     - $                - $                           -

SUBTOTAL $        103,500.00 $      46,000.00 $  34,500.00 $            23,000.00 

FRINGES 17% $           17,595.00 $         7,820.00 $    5,865.00 $               3,910.00 
TOTAL PERSONNEL $        121,095.00 $      53,820.00 $  40,365.00 $            26,910.00 

NON PERSONNEL EXPENSES
CONFERENCES $                         - $                     - $                - $                           -

EQUIPMENT, MAJOR (>$5,000) $             7,877.00 $         3,500.00 $    2,627.00 $               1,750.00 

EQUIPMENT, MINOR (<$5,000) $                         - $                     - $                - $                           -

PRINTING $             1,125.00 $            500.00 $       375.00 $                  250.00 

SUPPLIES $             5,625.00 $         2,500.00 $    1,875.00 $               1,250.00 
TRAVEL $                         - $                     - $                - $                           -

SCHOLARSHIPS/DIRECT PATIENT ASSISTANCE $                         - $                     - $                - $                           -

CONTRACTED VAN DRIVER $             2,250.00 $         1,000.00 $       750.00 $                  500.00 

TOTAL NONPERSONNEL EXPENSES $           16,877.00 $         7,500.00 $    5,627.00 $               3,750.00 
TOTAL DIRECT EXPENSE $        137,972.00 $      61,320.00 $ 45,992.00 $            30,660.00 

INDIRECT EXPENSES            (Max. 
15%) 15% $          20,695.80 $        9,198.00 $    6,898.80 $              4,599.00 

TOTAL PROGRAM DIRECT AND 
INDIRECT EXPENSES $        158,667.80 $      70,518.00 $ 52,890.80 $            35,259.00 



Filling Out the SF 424-A



Tips- Budget 
Prep

Allowable/Unallowable Costs Per HRSA



Source:HRSA SF 424 Application Guide

https://www.hrsa.gov/sites/default/files/hrsa/grants/apply/applicationguide/sf-424-app-guide.pdf


TOTAL PROJECT BUDGET REQUESTED FROM FUNDER

Year 1 Year 2 Year 3 Year 4 Total Year 1 Year 2 Year 3 Year 4 Total

Net Revenue
Enter Type of Revenue 0 0 0 0 0 0 0 0 0 0
     Total Net Revenue 0 0 0 0 0 0 0 0 0 0

Expense
Personnell 76,608 0 76,608 76,608 0 76,608
Fringe Benefits 25% 19,152 0 19,152 19,152 0 19,152
   Total Compensation 95,760 0 95,760 95,760 0 95,760

Travel 1,110 0 1,110 1,110 0 1,110
Equipment 16,200 0 16,200 16,200 0 16,200
Supplies 23,520 0 23,520 23,520 0 23,520
Contractual 93,988 0 93,988 93,988 0 93,988
Construction 0 0 0 0 0 0
Other 54,000 0 54,000 54,000 0 54,000

Total Direct Charges 284,578 0 284,578 284,578 0 284,578

Indirect Expense 10% 9,576 0 9,576 9,576 0 9,576

   Total Expense 294,154 0 294,154 294,154 0 294,154

Net Project Cost -294,154 0 -294,154 -294,154 0 -294,154

*Example of working document
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Budget – SF424A

TOTAL PROJECT BUDGET REQUESTED FROM FUNDER

Year 1 Year 2 Year 3 Year 4 Total Year 1 Year 2 Year 3 Year 4 Total

Net Revenue
Enter Type of Revenue 0 0 0 0 0 0 0 0 0 0
     Total Net Revenue 0 0 0 0 0 0 0 0 0 0

Expense
Personnell 76,608 0 76,608 76,608 0 76,608
Fringe Benefits 25% 19,152 0 19,152 19,152 0 19,152
   Total Compensation 95,760 0 95,760 95,760 0 95,760

Travel 1,110 0 1,110 1,110 0 1,110
Equipment 16,200 0 16,200 16,200 0 16,200
Supplies 23,520 0 23,520 23,520 0 23,520
Contractual 93,988 0 93,988 93,988 0 93,988
Construction 0 0 0 0 0 0
Other 54,000 0 54,000 54,000 0 54,000

Total Direct Charges 284,578 0 284,578 284,578 0 284,578

Indirect Expense 10% 9,576 0 9,576 9,576 0 9,576

   Total Expense 294,154 0 294,154 294,154 0 294,154

Net Project Cost -294,154 0 -294,154 -294,154 0 -294,154
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Budget – SF424A

TOTAL PROJECT BUDGET REQUESTED FROM FUNDER

Year 1 Year 2 Year 3 Year 4 Total Year 1 Year 2 Year 3 Year 4 Total

Net Revenue
Enter Type of Revenue 0 0 0 0 0 0 0 0 0 0
     Total Net Revenue 0 0 0 0 0 0 0 0 0 0

Expense
Personnell 76,608 0 76,608 76,608 0 76,608
Fringe Benefits 25% 19,152 0 19,152 19,152 0 19,152
   Total Compensation 95,760 0 95,760 95,760 0 95,760

Travel 1,110 0 1,110 1,110 0 1,110
Equipment 16,200 0 16,200 16,200 0 16,200
Supplies 23,520 0 23,520 23,520 0 23,520
Contractual 93,988 0 93,988 93,988 0 93,988
Construction 0 0 0 0 0 0
Other 54,000 0 54,000 54,000 0 54,000

Total Direct Charges 284,578 0 284,578 284,578 0 284,578

Indirect Expense 10% 9,576 0 9,576 9,576 0 9,576

   Total Expense 294,154 0 294,154 294,154 0 294,154

Net Project Cost -294,154 0 -294,154 -294,154 0 -294,154
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Budget – SF424A

TOTAL PROJECT BUDGET REQUESTED FROM FUNDER

Year 1 Year 2 Year 3 Year 4 Total Year 1 Year 2 Year 3 Year 4 Total

Net Revenue
Enter Type of Revenue 0 0 0 0 0 0 0 0 0 0
     Total Net Revenue 0 0 0 0 0 0 0 0 0 0

Expense
Personnell 76,608 0 76,608 76,608 0 76,608
Fringe Benefits 25% 19,152 0 19,152 19,152 0 19,152
   Total Compensation 95,760 0 95,760 95,760 0 95,760

Travel 1,110 0 1,110 1,110 0 1,110
Equipment 16,200 0 16,200 16,200 0 16,200
Supplies 23,520 0 23,520 23,520 0 23,520
Contractual 93,988 0 93,988 93,988 0 93,988
Construction 0 0 0 0 0 0
Other 54,000 0 54,000 54,000 0 54,000

Total Direct Charges 284,578 0 284,578 284,578 0 284,578

Indirect Expense 10% 9,576 0 9,576 9,576 0 9,576

   Total Expense 294,154 0 294,154 294,154 0 294,154

Net Project Cost -294,154 0 -294,154 -294,154 0 -294,154



Budget Narrative



Budget Narrative

§ Additional guidance in the SF424 Application Guide for federal grants

§ RFP/RFA/NOFO may have additional guidance in it

§ What is a Budget Narrative?
§ Taking budget and adding narrative/justification for each line item

§ Table format with narrative justification



*Example Budget Narrative not prepared for HRSA grant – for formatting ideas only



*Example Budget Narrative not prepared for HRSA grant – for formatting ideas only



Be Consistent



Be Consistent
§ Budget reflected in Project Narrative

§ Project Narrative reflected in Budget and Budget 
Narrative

§ Correct amount on SF424 Cover Page

§ …and in other attachments

§ Watch for changes



FAQ’s

§ What is the difference between overhead and indirect costs?

§ How do a get a negotiated cost rate for indirect costs?

§ Do all federal grants require a match?

§ How do I calculate fringe/benefit rates?

§ If I am applying for general operating expenses, do I need a program/project 
budget specific to the application?



Thank You!
Heather Zoromski, MPH, CGW

heather@darrff.org

417-888-1495

mailto:heather@darrff.org

