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Overview

Two important components of your grant application are the line-item budget and budget explanation.
Both documents must be submitted with your grant request. Please carefully read the guidelines before completing the budget documents. Funds are available on a fiscal year budget July – June.
Line-item Budget Guidelines

 The line-item budget should include all income and expenses associated with the proposed project. Please note that not every line-item applies to every project.
 Total income should equal total expenses. If income exceeds expenses, please clarify the rationale in detail in the budget explanation.

Line-item Budget Definitions

 Salaries and Wages include full, part-time, and temporary employees.

 Fringe Benefits include FICA, pension, health insurance, workers’ compensation, etc.

 Contract Services/Professional Fees includes outsourced services or workers.

 Office Space includes rent, utilities, furnishings, maintenance, and insurance.

 Equipment/Supplies include office supplies; postage; copier rental and supplies; telephone, fax and computer supplies; equipment repair and maintenance; etc.

 Staff/Board Development includes trainings, retreats, seminars and conference expenses designed for professional development of the staff and board.

 Travel/Related Expenses include air travel, out-of-town expenses, conference travel expenses and per diem, in-town parking and mileage expenses.

 Indirect Costs include business expenses not directly connected with the proposed project.

budget explanation Guidelines

 The budget explanation must include an clarification of every line-item marked with an asterisk (*) and every line-item for which you are requesting support from United Way Services of Geauga. For example:

Salaries and Wages— Example: Project Director: The total requested for this position is $2,000, which represents 10 percent of his/her work time on the project. Responsibilities include planning, development, and evaluation.

Equipment/Supplies—Example: Postage: The total requested for postage is $500, which includes two mailings the project brochure. Approximately 7,500 brochures will be mailed at a bulk rate of $0.22 per piece.

 Please describe and quantify in-kind contributions (volunteer time by non-employees, donated materials, services, or equipment) in the budget explanation, not as income on the budget form.
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