Creating a budget?
This worksheet will help jump start your thinking.

It will also help whoever (you, Michelle, or Sponsored Programs) prepares your proposal’s budget.
Call Michelle (x2-2258) if you have any questions!
Personnel/salaries & wages

Faculty – academic year (AY)
	Name(s)
	Time/effort to be paid e.g. 25%
	Time frame e.g., all AY, fall

	
	
	

	
	
	

	
	
	


Faculty – summer

	Name(s)
	Weeks paid by grant
	

	
	
	

	
	
	

	
	
	


Administrative/Professional/PostDoc/Staff 
	Name(s) (TBD if unknown)
	Time/effort to be paid by grant e.g. 30%
	Time frame e.g., 12 mos, Jan-June
	Salary base desired (if new position)

	
	
	
	

	
	
	
	


Graduate Assistant(s) (GA; assistantships provide monthly stipend and full tuition coverage)
	Name(s), if known
	PhD / MA / either
	AY / summer / both
	Full appt (20 hrs/wk) or  half* appt

	
	
	
	

	
	
	
	


*Half-time appointment still provides full tuition so only stipend would be halved.
Student workers, hourly (can be undergraduate or graduate students)
	Hours/week wanted
	Weeks of work
	Hourly rate* desired

	
	
	

	
	
	


* Currently allowed rates are $8.10 to $14.10/hour (depending up complexity of assignment)
Benefits

Benefits can include, depending upon type of position, retirement, insurance, worker’s compensation, Medicare, and Graduate Assistant tuition waivers.  For all KSU employees, appropriate benefits will be charged to a grant consistent with the effort/salary paid e.g., if grant pays 50% salary, it will pay 50% benefits.
Independent Contractors/Consultants
	Name(s) (if TBD, list “job” title e.g. speaker)
	Amount to be paid
	Purpose of payment or description of effort

	
	
	

	
	
	

	
	
	


Note:  current or recent KSU employees cannot be independent contractors/consultants

(any payments to them would be via an additional assignment/appointment with appropriate benefits)

Subcontracts/Subawards

If we will be including a subcontract/subaward to another institution, let Michelle or Sponsored Programs know right away so you can be given list of information and documents that will be needed from the sub(s).

Travel
Categories can include:  In-state and out-of-state (KSU employees), non-KSU travelers, and international (this category often restricted, must be specifically allowed by funder).
Types of expenses to be considered:  per diem (M&I [meals & incidentals] which covers meals, laundry, tips); transportation (air, ground, mileage, tolls, parking); conference registration; lodging.

If working with Michelle, list anticipated conferences or cities to visit and she will cost out the travel for you.

Supplies

Includes, but not limited to:  instructional materials and books, research supplies, small electronics, and “equipment” less than $2500 per item (unless a different cost threshold is defined by funder).  Note: some types of supplies are considered indirect cost categories (e.g. basic office supplies, general purpose equipment [such as a computer or iPad]).  If budgeting for these types of supplies, an Indirect Cost Charge Exception form will need to be submitted and approved.
Professional services/fees

Payments to businesses/companies for services rendered.

Equipment

Unless defined otherwise by the funder, equipment is an item with a unit price over $2500 with a life expectancy of one year or more (items under $2500 to be included in supplies category).  Expense can include shipping of equipment and maintenance/service contracts.
Duplicating/Copying, Telephone, Postage
These three categories are typically considered indirect cost categories (to be provided by your unit/School).  But there are situations that would allow them to budgeted on a grant; if budgeting for any of these expenses, an Indirect Cost Charge Exception form will need to be submitted and approved

Other (expenses not noted above)
Possible other:  participants costs (stipends, tuition); publication/page charges; meals & catering (this is a category often restricted and must be allowed by funder).
Indirect costs

Indirects will be budgeted unless specifically not allowed by funder (as documented by RFP, website, etc.).  Indirects will be calculated at KSU’s federally authorized rate (for FY16, is 49.5% MTDC for research and instructional projects, 32% for public service).  If funder limits rate of indirects, KSU will abide by the funder’s guidelines.
Cost Share

If cost sharing required by funder, use the same categories as above to list what will be cost shared.
Opportunity specific notes
E.g., no COL adjustments, no indirects, cap on IDC or benefits, conference travel not allowed.
Questions?

Do not hesitate to contact Michelle Hoversten by phone (x2-2258), 

e-mail (mhoverst@kent.edu), or by visiting 507 White Hall.
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