Appendix C – Budget Justification/Narrative Template

	PERSONNEL 
	TOTAL 
	NARRATIVE EXPLANATION 

	Name/Title 
	 
	Hourly wage x # hour or Annual salary x FTE x allocation; scope of responsibility

	
	 
	 

	
	
	

	
	
	

	
	
	

	
	 
	 

	FRINGE BENEFITS 
	TOTAL 
	NARRATIVE EXPLANATION 

	Name/Title
	 
	Total salary x fringe % rate, elements included in fringe (i.e. FICA, worker’s comp, health insurance, etc.)

	
	 
	 

	
	
	

	
	
	

	
	
	

	
	 
	 

	CONTRACTUAL 
	TOTAL 
	NARRATIVE EXPLANATION 

	Type/Name of contractor
	 
	Organization, service to provide, # hrs. / yr. @ $XXX / hr., duration of contract

	
	 
	 

	
	
	

	EQUIPMENT – over $10,000
	TOTAL 
	NARRATIVE EXPLANATION 

	Type of supply 
	 
	 price x number needed, how it will be used to support program activities

	
	 
	 

	SUPPLIES  

	TOTAL 
	NARRATIVE EXPLANATION 

	Office supplies 
	 
	 Type of supply, cost per unit x quantity or cost per month, description of use in program

	Computer(s) 
	 
	 

	Postage
	
	

	Supplies - Other 
	 
	 

	TRAVEL 
	TOTAL 
	NARRATIVE EXPLANATION 

	Airfare 
	 
	 Destination/return city, name of event, estimated cost x number of travelers 

	Mileage
	 
	# of miles x rate, program purpose

	Lodging 
	 
	# of nights x rate per night x number of travelers

	Conference Registration 
	 
	 Name of conference, registration fee x number of registrants

	Per Diem
	
	Rate x # of days x number of travelers

	Travel – Other (specify)
	
	

	OTHER 
	TOTAL 
	NARRATIVE EXPLANATION 

	XXX 
	 
	 Quantity x cost per unit, description of use in program

	
	 
	 

	Indirect Costs 
	TOTAL 
	NARRATIVE EXPLANATION 

	Total Indirect Costs  


	 
	calculation including line items included in direct cost base x rate



