Writing the Detailed Budget: 
The detailed budget for your proposal should be clear, well organized and easy to understand. Consider using a spreadsheet with outlined columns and heading that outline: 
• Budget Category 
• Requested Funds 
• Outside Contributions 
• Project Total Direct Costs 
Direct costs for your grant are perhaps the most important component in your grant’s budget. They represent the funds you are seeking from the funding source. 
The costs described below are considered direct costs: 
Personnel: Show the breakdown of hours and weeks. Such as: $10.00 per hour X 40 hours per week X 52 weeks = $20,800. 
Travel: Make sure to provide clear formulas and documentation for why travel is necessary. Include the cost for a plane ticket, the cost of a hotel per night and the number of nights you will be staying, and a food allowance. Be sure and use realistic but conservative figures and avoid using round numbers, such as use $1,280 instead of $1,000. Equipment: To help understand equipment costs, documentation of the program need for the equipment. 
Equipment costs should be well defined and include specifications. For example, you might include a high–speed copier system to be used to reproduce reports and other documents for committees, staff members, and volunteers. You should explain how the copier will help you in administering the program. Supplies: It is helpful to break down supplies into categories such as general office supplies, educational and training supplies, and computer supplies.

