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Today’s A
genda

3:00-3:30 pm
 E

T
H

ow
 to P

lan a B
udget

B
renna K

otar

3:30-4:00 pm
 E

T
Im

plem
entation P

hase B
udget G

uidance
B

renna K
otar

4:00-4:30 pm
 E

T
Q

&
A

B
renna K

otar, K
im

 S
antoro &

 
C

ece M
anoochehri



Introductions

●
B

renna K
otar, C

ontracts &
 O

perations 
M

anager, E
xtension Foundation

●
K

im
 S

antoro, G
rants S

pecialist, E
xtension 

Foundation
●

C
ece M

anoochehri, G
rants S

pecialist, 
E

xtension Foundation



W
hat to know

 before starting!

●
A

lw
ays w

ork w
ith your G

rants &
 C

ontracts or 
S

ponsored P
rogram

s O
ffice.

○
N

ot doing so w
ill cause significant delays.

●
Follow

 the protocol of your institution for subm
ission 

of a grant.
●

Focusing on the budget today, not budget 
justification.



A
ligning the P

rogram
 &

 the B
udget

●
The budget and the program

 narrative m
ust 

correlate! 
●

R
eview

ers often scan the budget to increase 
understanding of your program

.
●

If not aligned, it creates confusion and your 
proposal loses credibility.



P
lan the B

udget as You P
lan Your P

rogram

D
ow

nload the 
budget tem

plate 
from

 the 
Im

plem
entation 

P
hase 

application 
guide!



Involve your D
irector/A

dm
inistrator and/or 

P
rogram

 Team
 D

uring the P
lanning S

tage

●
D

uring early planning, m
any budget dilem

m
as 

m
ay arise.

○
Total costs m

ay be higher
○

P
eople not included in the planning m

ay 
surprise you w

ith critical questions at the last 
m

inute.
●

Letter of S
upport - N

eeded for A
pplication!



Follow
 D

irections E
xactly

●
The R

FA alw
ays contains detailed inform

ation.
●

C
onsult the N

IFA application guide!
●

U
se the provided budget tem

plate.  
●

D
o not go over the budgeted am

ount - $70,000.00
●

N
eed clarity for E

xtension Foundation aw
ards? A

sk!  
○

sponsoredprogram
s@

extension.org



It’s got to add up!

●
Take great care that the budget’s num

bers 
add up (and dow

n and across!)
●

The provided budget tem
plate autom

atically 
calculates!

●
A

lw
ays double check and have a team

 
m

em
ber (or 2!) review

 for accuracy.
●

K
eep in m

ind, confidentiality.  S
alary, etc…



Sync w
ith the narrative and keep num

bers consistent.

●
The budget m

ust tell the sam
e story!

●
W

hen m
aking a last m

inute change to the budget, it’s 
easy to forget the change in the narrative.
○

This is a very com
m

on m
istake!

●
If budget figures aren’t consistent throughout the 
proposal, it’s confusing and you lose credibility.



Include Everything!

●
B

e detailed!  D
on’t overlook anything.  

○
P

lan the budget as you plan your program
!

●
M

istakes can leave your program
 short on cash w

ith 
lots of the program

 still to run.



B
e specific - item

ize.

●
A

s w
ith the w

ords in your proposal, the num
bers 

should be as specific as possible.
●

Personnel expense m
ust be broken dow

n.  
○

S
alary, Fringe (include rate!), and %

 of effort.
●

R
ound off to the nearest dollar.



A
ccurate E

stim
ates

●
Take the tim

e to estim
ate accurately. D

on’t guess!
○

E
X

:  If you are planning a m
eeting, include the cost 

to rent the m
eeting room

. G
o to the source!

○
E

X
: C

alculate exact travel am
ounts. C

ost of airfare 
and lodging. Look up inform

ation on w
ebsites.

●
K

eep notes on how
 you cam

e up w
ith the estim

ates.  
You m

ay need these later!



P
lanning m

inim
izes adjustm

ents later.

●
W

e understand that budgets are estim
ates!  

●
There is flexibility! 
○

You can adjust your budget at a later date if 
needed. 

○
If greater than 10%

, you w
ill need to am

end your 
subaw

ard. S
end a budget revision request to 

sponsoredprogram
s@

extension.org



B
e reasonable.

●
H

onestly reflect costs.
●

D
o not “pad” the budget for any 

reason.
●

M
ake sure your budget supports the 

w
eight of the program

.



H
ave an expert review

 it.

●
B

e sure to involve your finance or sponsored 
program

s offi
ce.

●
M

ake sure to have the expert review
 the proposal 

narrative as w
ell.

○
 Elim

inate any disconnect w
ith the budget.

●
A

n incom
plete , inaccurate, inconsistent, or 

sloppy budget can be a deal breaker.



Follow
 the R

ules

●
Your organization has ground rules for budgeting.

●
W

ork w
ith your G

rants &
 C

ontracts or S
ponsored 

P
rogram

s O
ffi

ce!
○

Follow
 the protocol of your institution for 

subm
ission of a grant.

●
A

sk questions! 
●

A
re your costs allow

able? 



C
om

m
on N

on A
llow

able C
osts

Food
Vaccines
A

lcohol
Entertainm

ent
C

ertain travel costs- first class travel
Fund-raising
A

dvertising
Lobbying costs
Fines and penalties
C

ovid Test K
its (for EXC

ITE)



E
X

C
ITE

 Im
plem

entation P
hase - B

udget G
uidance

●
Lots of inform

ation! This inform
ation is included in the 

Im
plem

entation P
hase R

FA
●

H
ave a question about allow

able costs?  Em
ail 

sponsoredprogram
s@

extension.org.  W
e are here to 

help!
●

U
se the provided budget tem

plate!  



P
ersonnel C

osts

●
S

alary and W
ages - Faculty, technicians, research associates and 

assistants, postdoctoral associates and other technical personnel 
necessary to m

eet the goals of the project.
○

N
eed as either percent effort, hourly w

ages or person m
onths.

●
Fringe B

enefits - norm
ally encom

pass em
ployer contributions for 

social security, em
ployee life, health, unem

ploym
ent, w

orker's 
com

pensation insurance and pension plan costs related to the 
personnel charged to the project. 

●
C

osts m
ust be expressed as a percentage of salaries and w

ages in 
the proposal budget based on negotiated Federal rates applicable to 
each person or role.



E
quipm

ent C
osts

●
D

efined as tangible personal property (including inform
ation 

technology system
s) having a useful life of m

ore than one year 
and an acquisition cost of $5,000 or m

ore per unit. 
○

R
equests m

ust include item
 description, justification of use 

for equipm
ent on the project, quote to substantiate the 

equipm
ent cost, and plan for equipm

ent disposal at the end 
of the perform

ance period. 
○

A
gency approval m

ust be obtained before aw
arded funds 

m
ay be released. 



Travel C
osts

●
C

osts for transportation, lodging, and subsistence 
that directly support the aim

s for the project. 
●

Include in the budget tem
plate the destination, 

num
ber of people traveling, and dates or duration of 

each stay for all anticipated travel.



Incentives
●

D
efined as “C

ash or cash value item
s (i.e., gift cards) provided to individuals to 

incentivize behavior.”*
●

N
IFA

 position – “For nearly all N
IFA

 program
s, incentive paym

ents are 
unallow

able as they do not benefit the aw
ard.” This applies to the paym

ents 
m

ade to participants as enticem
ents to participate in activities such as surveys, 

program
 attendance, focus groups, interview

s, listening groups, and/or to 
change behavior, such as getting vaccinated. 

●
P

aym
ents to participants that low

er barriers to their participation by defraying 
expenses incurred to participate, for exam

ple travel, are allow
able as participant 

support costs.

N
IFA Federal A

ssistance P
olicy G

uide 21-012 (A
pril 2021), p. 152

C
heck w

ith your institution for rules regarding gift cards!



P
articipant S

upport C
osts

●
D

irect costs for item
s such as stipends or honoraria, 

subsistence allow
ances, travel allow

ances, and registration 
fees paid to or on behalf of participants or trainees (but not 
em

ployees) in connection w
ith conferences, or training 

projects. 
●

N
IFA

 considers paym
ents to non-participants, e.g., organizers, 

recruiters, influencers, trainers, coaches, etc., w
ho encourage 

or assist participants to be P
articipant S

upport. 
●

P
aym

ents m
ade to defray the cost of participation, e.g., for 

travel and m
eals, are also allow

ed in accord w
ith institutional 

policies and docum
entation requirem

ents.



O
ther D

irect C
osts: 

●
M

aterials and S
upplies: C

onsum
ables to be used in 

the perform
ance of the proposed project

●
N

on-C
apital Equipm

ent: Equipm
ent not m

eeting both 
capitalization criteria. N

ote that such item
s are 

indistinguishable from
 other supplies.

●
C

onsultants/Independent C
ontractors: C

onsultants 
w

ho provide expertise or a service to a particular 
project consistent w

ith their norm
al course of 

business.



O
ther D

irect C
osts: 

●
S

ubaw
ards: A

 contract specifically creating a Federal assistance 
relationship w

ith a subrecipient to carry out part of a Federal 
aw

ard received by the project applicant. A
 subrecipient typically is 

assigned responsibility for program
m

atic decision-m
aking w

ith 
subsequent perform

ance m
easured in relation to w

hether it 
assigned project objectives w

ere m
et.

●
Tuition R

em
ission: M

andatory benefit for students em
ployed as 

G
raduate R

esearch A
ssistants/A

ssociates (G
R

A
s) that is separate 

and distinct from
 other em

ployee fringe benefits.
●

O
ther C

osts: Various item
s such as vendor contracts for ancillary 

goods and services, publication, and m
eeting costs, etc…



Indirect C
osts (ID

C
)

●
Yes, ID

C
 are allow

ed for this aw
ard!

●
C

onsult your institution’s current negotiated rate 
agreem

ent. You m
ust include this docum

entation in 
the Im

plem
entation P

hase application.  
●

A
pplicants m

ay also elect to apply the de m
inim

is 
rate of 10%

. 
●

If you w
aive or reduce ID

C
 from

 the approved rate at 
your institution, you m

ust state this clearly.
●

Indirect C
ost rates rem

ain unchanged for the life of 
the project.



Your Fiscal O
ffice R

esponsibilities

●
S

ubm
it an invoice to payables@

extension.org to receive 
funding.

●
Q

uarterly Financial R
eporting, due 15 days after end of 

quarter - W
e provide a tem

plate!
●

Final financial report, due w
ithin 60 days of project 

com
pletion.



C
oncluding Thoughts

●
W

ork w
ith your G

rants &
 C

ontracts/S
ponsored P

rogram
s 

office. 
●

O
ffice H

ours, N
ovem

ber 30th @
 10am

 C
T (11am

 E
T)

●
Q

uestions or need guidance?  C
ontact 

sponsoredprogram
s@

extension.org



Q
uestions…


