Annex II: Budget Format

BUDGET FORMAT

1. Personnel (should be listed by functions, e.g. Field Manager)

· International staff

· Local staff

2. Project Inputs (for beneficiaries; should be listed by item)

· Type of Items (expendable / non-expendable, food / non-food etc.)

3. Applicant Administration/Operation Support Costs (should be listed by item) (a maximum of 7% of the sub-total)
· Stationary and office materials

· Rental

· Communications

· Utilities

4. Transport and storage costs
· Rental of vehicles or running costs of applicant-owned vehicles

· Freight and other transportation costs

· Storage costs

Sub-total

5. External Auditing fees
6. Contingency (a maximum of 5% of the sub-total)
Grand Total

	 
	
	
	
	
	
	
	 
	

	* Funding is not to be used to purchase major capital assets (vehicles, communication and office equipment) or to cover 
	 
	

	  international travel expenses. Recruitment of staff/personnel and rental of equipment should be limited to the additional 
	 
	

	  resources required by the fund recipient to implement the project.
	
	
	
	 
	

	* The maximum allowable administration cost is ten percent (7%) of the budget.
	
	
	 
	

	* Expenses within a budget category must not exceed the approved budget line by more than ten percent (10%) without the approval of the HRF manager and must be matched by equivalent decreases in other lines.
	

	
	
	
	 
	

	* Personnel cost must not exceed the amount approved in the budget.
	
	
	
	 
	

	* Narrative text for each budget line must be included.
	
	
	
	
	 
	

	* Other Contribution should include in-kind contributions in US value.
	
	
	
	 
	

	* Immediate Response Contingency can only be activated with HC/OCHA.
	
	
	
	
	


	Example of Budget Summary Sheet (USD)
	
	
	
	
	

	
	
	
	
	
	
	

	Name of organisation:
	
	
	
	
	
	

	Project Title:
	
	
	
	
	
	

	Project implementation period:
	
	
	
	
	
	

	
	
	
	
	
	
	

	 
	No. of Units
	Unit Cost
	No. Months
	Total
	Applicant organisation contribution
	Fund contribution

	Personnel (should be direct programme staff listed by functions, e.g. Field Manager)
	 
	 
	 
	 
	 
	 

	International Staff
	 
	 
	 
	 
	 
	 

	Local Staff
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Project Inputs (for beneficiaries; should be listed by item)
	 
	 
	 
	 
	 
	 

	Type of Items
	 
	 
	 
	 
	 
	 

	(expendable / non-expendable, food / non-food etc.)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Applicant’s Administration/Operation Support Costs (should be listed by item)
	 
	 
	 
	 
	 
	 

	Stationary and office materials
	 
	 
	 
	 
	 
	 

	Rental
	 
	 
	 
	 
	 
	 

	Communications
	 
	 
	 
	 
	 
	 

	Utilities
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	Transport and storage costs
	 
	 
	 
	 
	 
	 

	Rental of vehicles or running costs of applicant-owned vehicles
	 
	 
	 
	 
	 
	 

	Freight and other transportation costs
	 
	 
	 
	 
	 
	 

	Storage costs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Sub-total
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Auditing cost
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Contingency (a maximum of 5% of the sub-total)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Grand Total (USD)
	 
	 
	 
	 
	 
	 


