Attachment B – Budget Narrative

[Name of Company]
DETAILED BUDGET for (mm/dd/yyyy – mm/dd/yyyy)
Exchange Rate: US$ = 
Important Notes: 
· The budget narrative shall provide a justification on the basis of each proposed cost in the budget and how it is calculated. 
· The basis of your estimate can be based on the local market, quotations received from vendors, historical records, ongoing activities, policies and procedures, etc. These must be explicitly stated in the budget narratives.
· Otherwise, all proposed costs shall be allocated and budgeted as days/hours (for labor) and amounts (for other direct costs [ODC]).

Sample Narrative:  Align with the budget and delete any categories that do not apply
1. Salaries
· Example:  Position A (List each position separately, include one or two sentences describing role and/or responsibility of the position as it relates to the program, and percentage of time this person will work on this project). Do NOT include the salary here.  

2. Fringe Benefits
(Provide detailed breakdown of percentage and/or amounts for fringe benefits and allowances and the cost elements included)
3. Travel 
Include the following applicable costs:

· Local Transport: Taxis, buses, other
Rate Justification: In town taxis cost an average of XXR based on… 

Unit justification:  Staff will use taxis approximately X times to…

· Per Diem: 

Rate Justification: Per diem rates are based on… 

Unit justification:  The XYZ staff will travel X times to visit XYZ.  Each trip will be approximately X days.
· Domestic Airfare: 

Rate Justification: Airfares are based on…
Unit justification:  The XYZ staff will travel X times to visit XYZ.  
· International Air Travel

Rate Justification: Airfares are based on…

	Milestone
	Number of Trips
	Number of Travelers
	Trip Destination
	Person and Purpose

	
	
	
	
	

	
	
	
	
	


· International Per Diem (Days)
Rate Justification: Per diem rates are based on… 

Unit justification:  The XYZ staff will travel X times to visit XYZ.  Each trip will be approximately X days.
4. Equipment
(Provide itemized costs, specifications, quantity, unit, unit cost, and basis for cost estimate (actual cost or price quotation)

5. Other Direct Costs (ODCs)
For all ODCs, please explain why this is needed and how it is relevant to the program description.  Please also provide a rate and unit justification.  For example:
Rate Justification:  unit costs are based on vendor quotes and are attached.   

Unit justification:  X videos and X brochures are planned.

a) Office Costs
b) Miscellaneous Costs
c) Activity/Milestones 
· Milestone 1

· Milestone 2

· Milestone 3
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