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Sample Project Budget 
Salaries Expenses 
Include only staff that are employees of the agency. Use the Type drop-down menu to 
indicate whether the person is a Professional or Support Staff. Do not include consultants 
or per diem staff here. They belong in the Purchased Services budget category. One full-
time equivalent (FTE) equals one person working an entire week for each week of the 
project. Express partial FTE's in decimals, e.g., a teacher working one day per week equal 
.2 FTE. 

 
 



 
Benefits Expenses 
List all project employees as described under "Salaries." Provide the amount of funds to 
be used for each individual's benefits. 

 
 



 
 
Purchased Services Expenses 
List all services to be purchased for the project by service type (ie. consultants, rentals, 
tuition, printing, communications, and other contractual services). Attach per diem rate 
for consultants, cost estimates, bids, or other supporting data. Attach a 
document/attachment to this grant application. 
 
Consultant Services include professional and technical advice that will be provided by 
individuals or groups of individuals. Consultants are normally retained for a short period 
to provide advice about specific aspects of the project. Consultants are normally expected 
to provide a report of their activities, usually at a time agreed upon before the consultancy 
begins. Provide the number of days the consultant is being hired for and their daily rate. 
 
Contracted Services include professional or technical activities that will be performed by 
commercial vendors or qualified individuals. Contractual services are normally used for 
project activities that cannot be carried out by the institution, or for those activities that 
can be more economically performed by firms or individuals specializing in a particular 
service. 

 
 
 



 
Supplies and Equipment Expenses 
List as supplies and materials all items to be purchased for use during the project with a 
unit cost of less than $5,000. 
 
For items with a unit cost of $5,000 or more, enter as equipment by selecting Equipment 
from the Type drop-down menu. Note that although the quantity * unit price is calculated 
as dollars and cents, the amount entered in Amount Requested field MUST be rounded to 
whole dollars. 
 

 
 



 
Travel Expenses 
List specific project expenses that relate to Travel.  All expenses listed in this section 
must be fully described in the Application Narrative.  
  

 



 
Sample Attachments Page 



 
Sample Board Certification Form 
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Sample Interim Report Narratives 

 



 
 
Sample Final Report Narratives 

 
 
 



 
Sample Project Statistics 


