INSTRUCTIONS FOR COMPLETING THE

TOGETHERGREEN INNOVATION GRANTS BUDGET

All budgets must be submitted on the Project Budget Template, which can be downloaded from the online Innovation Grant Application site. To fill out your Project Budget Template, save it to your computer. Once it is complete, you can upload it to the website as part of your Application Package. Click on the “View Uploaded File” button to make sure you have uploaded the correct file.
Please note: Innovation Grants may not be used for indirect costs, overhead, and other expenses not directly related to the project. Funds may not be used for travel to scientific or professional meetings or conferences, legal actions, land acquisitions, endowments, political lobbying, or construction of buildings. 
Grant funds must be expended during the course of the grant year, which will likely run from August, 2011 – August, 2012 (subject to change depending on the timing of the awards announcement in early August).
Budget Section I: General Information

· Enter all general information, which includes the Project Title, Applicant Name, Applicant Address, Preparer’s Name, Telephone Number, Email Address, Fax Number, and Requested Amount (must match Total Request from TogetherGreen in column F).
· Be sure that information entered here matches what you have written in the general application.

Budget Section 2: Budget Details

In this section, please provide budget information according to line items (personnel and non-personnel costs). Be sure to fill out all line items for all three rows, where relevant, including:
· Request from TogetherGreen: Demonstrate, line by line (personnel and non-personnel costs), how you intend to allocate your Innovation Grant, should you receive one. If this amount is equal to the total project budget, you do not need to fill out other columns.

· Matching Funds: If you have secured, or anticipate securing, additional funds to support your project, please allocate these funds line by line (all personnel and non-personnel costs).
· In-kind Support: Please allocate in-kind support to the appropriate line item. In-kind support can include such items as volunteer staff time and donated items that are distinct from financial contributions. We ask that you estimate the monetary value of the item on the spreadsheet. 
Personnel Costs
· Enter the full names of all staff involved in your proposed project (include titles). If you do not know, enter “TBD” (to be determined). Enter salary numbers in appropriate columns. Check the correct box depending on whether the person is a full-time, part-time or temporary staff member. Insert more rows if needed by highlighting one of the rows and right clicking on the 'insert' button. (Note: If this grant will cover salary for a chapter leader whose role is normally unpaid, please justify this expense in your budget justification.)
· If your organization will incur salary expenses on the project, calculate those salary expenses, and include fringe benefits.  For calculating fringe benefits, apply the standard rate that your organization uses for the purposes of budgeting and/or applying for government grants.  Do not include salary costs of partner organizations; these should be listed under “Subcontractor expenses,” below.

Non-Personnel Costs
· Enter the total anticipated Consultant expense. 

· Enter the total anticipated Subcontractor expenses; subcontractors include any partner organizations that you anticipate will receive a portion of the grant.
· Enter the anticipated cost for materials and supplies necessary for the project. 

· Enter anticipated training costs.
· Enter anticipated marketing and promotion costs necessary for the project. Examples are costs for advertising, printing costs for marketing, etc. 

· Enter anticipated costs of equipment costing $500 and over, and explain why equipment is necessary. Space for a description of the equipment and why the equipment is necessary for the project can be found at the bottom of the budget form. Equipment costing less than $500 should be included in the “materials and supplies” category. 

· Enter anticipated travel costs necessary for the project.  Please use the current IRS mileage rate in effect (www.irs.gov).
· All other anticipated direct costs necessary for the project should be included in the “other” cost category. Please note that overhead/administrative costs are not covered by TogetherGreen.
· Indirect costs (such as overhead and administrative costs) should only be listed in the Matching or In-Kind Support columns. 
· If needed for this section, please insert more rows by highlighting one of the rows and right clicking on the 'insert' button.

Please contact Mike Scomillio with any questions at mscomillio@audubon.org.
