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A Guide for Preparing Your Proposal Budget


BUDGET FORMS
The Foundation offers two options for completing the proposal budget: 1) the self-calculating Microsoft Excel spreadsheet provided or 2) a form of your choice that includes the following: 
a. Total expenses with broad line items such as salaries, consultants, non-personnel costs for program expenses, operating expenses, stipends, etc.
b. Allocation of Stuart Foundation funds to expenses (excluded on general support grants).
c. List of all income sources with amounts for the project.  Be sure to indicate whether the income has already been secured or is pending. 

BUDGET INSTRUCTIONS
The following section provides information for completing the Proposal Budget Form. On the following page, instructions are also noted on the form itself. General instructions on completing the form include: 
· Round all numbers to the nearest thousand (i.e., organizational budget, amount requested, etc.).
· The Total Project Budget must equal the Total Expenses line. 
· For Project Support requests, indicate the appropriate line on the budget form. For General Support, include your organization’s total budget for the relevant year on the form.  
· The amount requested for any line item should not exceed the amount in the total project budget and can range from zero to 100%. 

STUART FOUNDATION INDIRECT COST POLICY
The Stuart Foundation defines indirect costs as additional organizational, university, or public agency costs not delineated in an organization’s overall and/or program/project budgets.  These are often presented as administrative and/or operational fees associated with doing business with an organization, university, or public agency.  An example of this would be charges or fees as a percentage of the total grant for a college or university’s Sponsored Projects Office.
The Stuart Foundation does not pay indirect costs to organizations, universities, and public agencies.
Indirect costs differ from overhead costs (rent, utilities, business supplies), which sometimes may be requested line items within a program/project budget.  As these costs will be closely reviewed, please consult your Program Officer regarding the appropriateness of including these costs as part of your budget.





Also include in this section fees for contractors such as evaluators, accountants, content specialists, website designers, and others. For consultants, specify number of hours/days. Any honoraria and stipends should also be included as line items here.

If grant funds will cover staff, specify the position and amount of time that each salaried employee will dedicate to the project (does not apply for general support requests). 
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Amount requested from Stuart Foundation should not exceed the amount for the total project budget. Amount requested for any line can range from zero to 100%.




[image: ]Sub-contractors are any other organization that has a contract to do work. Describe services in the budget narrative. Costs for outside evaluation firms should be listed in Personnel Expenses under Consultants/Professional Fees. 
Includes program-related expenses and sub-contractors
Program-related expenses support the proposed project and may include travel, meeting costs (facility fees, meals), printing and other communications costs, and supplies. 
List all committed funding resources.  List out each specific philanthropic funder.
List all sources that have already been requested but not awarded and planning fundraising efforts. If funding sources have not been identified, include a line item for funds “To be raised.”
Enter requested grant amount.
Enter budget to the nearest thousand.
Line should equal “Grand Total Expenses” below.
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Note: Please review instructions prior to completing
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