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   2.2 Budget Narrative
      Overview, Instructions, and Template 

Overview 
A budget narrative provides additional details to the cost and cost basis applied in generating your application. The budget narrative must explain and justify all of the expenses required to achieve the project aims and objectives described in the technical application.
Digital Square is only requesting detailed financial information during the application finalization step following the preliminary application comment period. The budget should clearly outline the costs of the proposed project. If your application includes work packages, the cost application must be broken down by the work packages. All costs must be submitted in United States dollars (USD).  

Please create your budget narrative directly in this document. Please delete all “Instructions for the applicant” prior to submitting the application for review. [Please delete highlighted text fields, update with supporting information for the costs outlined in the detailed budget and outline any assumptions within the given category.] If your budget does not include costs in a budget category outlined below, please indicate that there are no budgeted costs in that category (i.e., “The budget does not include any costs in [Insert cost category name].”). 
Should you have questions about the guidance provided in this document, please reach out to your Digital Square point of contact or digitalsquare@path.org for additional guidance.
[Title] Budget Narrative 
Instructions for the applicant: 
· Please replace the placeholder text denoted by brackets above ([Title]) by inserting the project title from the technical application.
Introduction 
[Insert entity name] is pleased to present [Insert project title], which has a total cost of [Insert total cost in USD] over a [Insert project term (i.e., X months)] period.
[Insert two-sentence summary from concept note/technical application/Open Application Process (OAP).] 
Budget Summary 
Instructions for the applicant: 
· The cost application shall begin with a summary budget that details costs. Budgets for each work package should be organized based on types of costs as set forth in the section immediately below along with a technical point of contact for each related work package.
	Budget Category
	Work Package 1
	Work Package 2
	Total Cost (USD)

	Technical Point of Contact
	Name, Email
	Name, Email
	

	Personnel (Salaries and Wages)
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Fringe Benefits
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Consultants
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Travel
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Supplies
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Other Direct Costs
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Contractual
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Equipment
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Total Direct Costs
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Indirect Costs
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]

	Total Project Costs
	[Insert cost for this category in USD]
	[Insert cost for this category in USD]
	[Insert total cost for this category in USD]


Personnel (Salaries and Wages): [Insert total cost in USD]
Instructions for the applicant: 
· Personnel (Salaries and Wages) refers to the cost of services of project staff directly involved with project activities. Salaries should be budgeted in the units in which they are paid. For example, if an organization/company pays its employees in monthly rates, then the unit of measure in the budget should be the month and the applicant must use the rate per month for each employee.
· For tables, if it is

· not relevant for the project, delete in its entirety. 
· relevant to the project, update by adding or removing rows as necessary.

 [Describe the costs included; basis of calculations, if applicable; and number of workdays for full-time equivalent (FTE).] 
[Insert applicant name] anticipates that the following staff will support the project:  
	Name, Title
	Description and Project Contribution
	Location
	Level of Effort (LOE) [Days/Percent]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Fringe Benefits: [Insert total cost in USD]
Instructions for the applicant: 
· Fringe Benefits are any employment benefits that staff paid from this project will receive; they are calculated as a percentage rate. These may be health insurance, social security payments, unemployment benefits, and educational benefits, among others. Benefits should be calculated based on the standard employment benefits offered by the organization where staff will work and should follow the minimum requirements mandated by law.
· All applicants that claim a percentage rate for fringe benefits in their budget must submit proof that this rate has been independently verified by a third party. This may be through a copy of your Negotiated Indirect Cost Rate Agreement (NICRA) with a US Government Federal Agency or independently audited financial statements for the past three years, which clearly show the fringe rate and how the organization has determined it. All proposed grant activity costs must be within the normal operating practices of the applicant and in accordance with its written policies and procedures.
· Personnel benefits that are accompanied by directly reimbursable statements/invoices should be presented as line items in the Other Direct Costs section below.
[Detail your overall fringe rate, and describe the basis for fringe allocation and major components included as percentages.] 
Consultants: [Insert total cost in USD]
Instructions for the applicant: 
· This refers to costs for the payment of expert services rendered by consultants. This may include a part of your consortium team.
· For tables, if it is

· not relevant for the project, delete in its entirety. 
· relevant to the project, update by adding or removing rows as necessary.

[Insert applicant name] anticipates that the following consultants will be supported by the funds requested from Digital Square:  
	Consultant Name
	Description of Services
	Daily Rate (USD) 
	Total Cost (USD) 

	
	
	
	

	
	
	
	


Travel and Transportation: [Insert total cost in USD]
Instructions for the applicant: 
· Travel and Transportation refer to costs related to the travel and transport expenses of staff or consultants involved in the day-to-day project management activities. They must cover only those travel expenses that are directly related to the implementation of the proposed project.
· Travel costs include airfare, ground transportation to and from airports, in-country local transportation, and per diems.  
· Travel costs must include a business rationale for the trip. 
· For tables, if it is

· not relevant for the project, delete in its entirety. 
· relevant to the project, update by adding or removing rows as necessary.

International Travel: [Insert subtotal cost in USD]
[Describe the basis for airfare and transport costs. Please note that airfare class should be limited to the basic, least expensive, unrestricted accommodation class.] [Describe the basis for per diem calculations.]  
[Describe the basis for visa and immunization costs.] 
The following international air travel is identified as being necessary and needed in support of the following project activities [Please list].
	Destination
	Traveler Title
	Purpose
	Total Cost

	
	
	
	

	
	
	
	


In-Country Travel: [Insert subtotal cost in USD]   
[Describe the basis for airfare and transport costs. Please note that airfare class should be limited to coach class rates.] [Describe the basis for per diem calculations.] 
The following in-country travel is identified as being necessary and needed in support of the following project activities [Please list].
	Destination
	Traveler Title
	Purpose
	Total Cost

	
	
	
	

	
	
	
	


Supplies: [Insert total cost in USD]
Instructions for the applicant: 
· Supplies refer to the costs of expendable supplies. Expendable supplies are items with a unit cost valued at less than US$5,000 and with an expected life of two years or less. 
[Describe the purpose and principle of costs (e.g., unit cost, quantity) of supplies. Please include a table if desired.] 
Other Direct Costs: [Insert total cost in USD]
Instructions for the applicant: 
· These are other costs associated with the implementation of the grant activity that are not included in any other cost category specified above. Examples include trainings, seminars, orientations, workshops, communications, banking fees, legal fees, advertising, project audit, exchange rate loss/gain, and trainings, among others. They also include direct costs of business, such as office rent, vehicle maintenance, and payroll costs, among other costs.
· Trainings, Seminars, Orientations, Workshops refer to all of the costs incurred for organizing and actually conducting training events, workshops, orientations, or seminar, including travel, as described in the technical application. The budget template currently includes space to budget only for two training events. Applicants are encouraged to add additional lines to the budget if more trainings are envisioned.
· For tables, if it is

· not relevant for the project, delete in its entirety. 
· relevant to the project, update by adding or removing rows as necessary.

 [Describe other direct costs, detailing rationale for costs calculated by item.]  
[Describe the training, seminar, conference, orientation, or workshop purpose; principle of costs (e.g., number of participants, venue, catering); and location(s) of the activities. Please note that for conferences, meals are not an allowable cost. Participant support costs include direct costs for items such as stipends or subsistence allowances, travel allowances, and registration fees paid to or on behalf of participants or trainees (but not employees) in connection with conferences or training projects.] 
	Training
	Purpose
	Location
	Total Amount
(USD) 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 


Contractual: [Insert total cost in USD]
Instructions for the applicant: 
· This refers to the costs associated with delegating work to other entities, including consortium members.
· For more information on subaward types, please review Grants and Contracts Basics.
· For tables, if it is

· not relevant for the project, delete in its entirety. 
· relevant to the project, update by adding or removing rows as necessary.

 [Inset applicant name] anticipates issuing the following subawards: 
	Subaward Type, Entity
	Description of Work 
	Total Amount
(USD) 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Equipment: [Insert total cost in USD]
Instructions for the applicant: 
· Equipment refers to any item with a unit cost valued at US$5,000 or more and an expected life of two years or more. All costs for equipment must be determined through formal price quotes; the applicant must be ready to provide these quotes to PATH upon request.
[Describe the purpose and principle of costs (e.g., unit cost, quantity) of equipment.] 
Total Direct Costs: [Insert total in USD]
Indirect Costs: [Insert total in USD]
Instructions for the applicant: 
· Indirect costs are costs used to support the operation of the applicant, which will not be directly billed to the subaward. These may be overhead or general and administrative costs. All applicants claiming indirect costs in their budget must submit proof that this rate has been independently verified by a third party. This may be through a copy of your Negotiated Indirect Cost Rate Agreement (NICRA) with a US Government Federal Agency or independently audited financial statements for the past three years, which clearly show the indirect rate and how the organization has determined it. All proposed activity costs must be within the normal operating practices of the applicant and in accordance with its written policies and procedures. All line items must be clearly explained in the budget narrative with enough detail to allow PATH to determine if the cost is allowable under the grant.
[Describe your indirect cost calculations, noting the restrictions described in the Request for Application.]  
Total Project Costs: [Insert total in USD]
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