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Manual & Instructions for filling in the Proposal Budget BSF 2012
Preamble

This new budget template has been introduced for the standardisation of cost categories across all grant recipient budgets, for increased transparency in linking costs to targeted activities and for easy consolidation of all project information required by BSF in one submitted document.  
· The direct costs of the project therefore derive from these activities.  The new template therefore more transparently links the direct costs required to the targeted activities and therefore the deliverables. 

· Indirect costs are also required in the delivery of the activities, in the management of the project and communication of the project’s achievements with the donors.  However, indirect costs themselves derive from direct costs and must be logically in proportion to the outputs.

· This allows more clarity in use of donor resources, especially given the shorter grant period of BSF-2012 which will cover only 1 dry season.

· Costs for activities such as staff, construction (only in primary education), training etc. are now better grouped in standard categories in this template for the reasons laid out in this preamble.  

BSF is not responsible for errors in formulae and other errors.  Please report all errors to us.

General instructions

· The BSF-2012 General Conditions (see www.bsf-south-sudan.org) apply to all grants.

· The budget is in Pounds Sterling (GBP). 
· The maximum ceiling for a Health project is GBP 600,000 and for an Education program GBP 1,000,000 including school construction. For Education projects without school construction the ceiling is kept at GBP 400,000.

· For converting SSP, USD, EUR and any other foreign currency payments, the suggested rates can be found at http://ec.europa.eu/budget/inforeuro/index.cfm?language=en and are to be inserted into the “Rates” worksheet.  Alternatively, NGOs can use their own internationally accepted rates, always quoting the source and date.

· Before starting, read all instruction worksheets as follows: Instructions and Glossary.

· Grant recipients fill in worksheets as follows: Rates, Physical Targets, Training Targets, Sections IHR, RCA DHR’s PH, PE, WASH and drugs.  
· Whilst the greater part of the cells in the Budget Template worksheet generate automatically from Sections B, C, DA2,DB2,DC2, DC3,DD1, DD2, DD3, IE1 and IE2 grant recipients must still manually fill in columns C-E,G of the budget template.  Grant recipients should also check the cells that automatically generate before submitting the document to BSF. Two column checks have been introduced that can assist you. Column O & Q, if the cell turns red you need to calculate again until cell is not red.
· The summary budget template automatically generates from Sections IHR, RCA DHR’s PH, PE, WASH and drugs, thereby providing a standard budget format for all NGOs.  

· Standard categories in Sections IHR, RCA DHR’s PH, PE, WASH and drugs are provided through drop-down lists.  Grant recipients should try to select categories from these lists in order to provide the aforementioned standardisation in financial reporting.  

· However, if given categories do not reflect grant recipient costs, they may be inserted by hand by typing in the cell and clicking “OK”. But we prefer that you keep to the given list.
· If the worksheet does not have enough tables, rows and or columns, these can be added.  However, all formulae must then be updated in the budget template.
· Add designs of all constructions planned as well as their Bills of Quantity.

1. Please use the “Justifications” and “Comments” columns to provide evidence for all prices charged.  In justification column you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

· For example:

· “JUB-NBO-JUB return flight as per Jet Link prices on 1 December 2011 in Juba.”
· “Financial Director charged as per NGO salary scale for the position”

· “Office rent charged to BSF as a percentage of the total rent, calculated as the rent required for the square-metreage of office occupied by BSF funded staff.” 

· NGOs should target a 70%: 30% direct to indirect cost ratio. A checking cell assist you to keep the right ratio.
· Use only budget codes prescribed in this template, do not add zeros but use dots (A correct example is: I.A.1.1 ; D.A.3.4 etc.).  The first I stands for Indirect and D stands for Direct. You will need to use the same codes whilst making your first invoice to us.
Eligible and non-eligible costs

· All costs derived outside of the Republic of South Sudan are non-eligible.  These costs can only be funded out of the 7% administration cost line.  The only exceptions to this rule are as follows:
· Staff based in foreign cities on mission to South Sudan as part of the project and budgeted for accordingly (e.g. visiting experts/management staff/consultants/etc.).  Visiting staff can only be billed for time spent in South Sudan. Table I.E.1 is for these expenditure.
· Travel costs in foreign cities for staff based in South Sudan travelling for meetings/workshops/etc.

· Purchase of materials and equipment outside of South Sudan when it can be demonstrated in pro-forma invoices that foreign prices, transport and import costs are together significantly lower than purchase price in South Sudan.

· There shall be no Primary Health construction activities funded under BSF-2012.  Only the service delivery at existing facilities previously constructed is eligible.

· Vehicles cannot be purchased under BSF-2012.  The purchase of vehicles is non-eligible cost.  However, running costs for existing vehicles are eligible. 

· Generators up to 17 kVA can be purchased under BSF-2012.  No larger generators may be purchased and are therefore non-eligible costs.  However, running costs of existing generators are eligible.

· Depreciation costs are non-eligible.  The only exception to this rule is vehicle depreciation as part of renting your vehicle to the project.  

Tab IHR Wks Human Resources: management, administrative & support staff

· Tab IHR Wks is for management, administrative and support staff which are defined as indirect costs.  All staff that directly contributes to project deliverables should be entered in the “DHR” Tabs as direct costs.

· For example: a programme manager should be entered in Tab IHR, a clinical officer or teacher trainer should be entered in relevant “DHR PE wks” Tab.  

· The worksheet is set up with set categories for expenditure on both national and international staff.  

· These set categories automatically build up a gross salary or staff expenditure total from the given net salary in column I. 
· The percentage in column O derives from the percentage charged per staff member to BSF (column V).

Instructions:   

1. Customise percentages in rows 4 and 33 (Column I-N) with whatever percentage is used for these categories under each NGO’s employment policies.
2. To generate column O and or V (it can derive from the running cost calculation worksheet RCA [total BSF FTE %]), fill in other columns (W-AC) to the right of column V representing where other funding for staff members derives from.  Other donors need to be selected from the drop down lists provided.  If a source of funding is not included in the drop down list, NGOs should define this as core funding.  The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column AD will turn red, it means you have to calculate again until 100% is reached.
· For example: if a staff member is 25% funded by USAID and 25% funded by an organisation’s own core funding, then column V will generate as 50% charged to BSF, which will be carried over to column O.
3. Finally, NGOs should fill in column R, the number of months that the staff member is employed for.  A staff member that only works part time should be defined as such through the number of months charged to the project.
· For example: if a staff member only works half of their time for this project they should be entered as working for 6 months.

4. Sharing expenditure among sectors columns G, I and K (=Share Columns) will be calculated at the end.

Main line IB 
Travel & Transport

1. Main line IB is for all project travel and transport requirements, including staff flights, NGO vehicular costs, transport of materials to construction sites, transport of drugs to clinics, per diems for staff whilst on project visits, etc.  These costs are indirect costs.
2. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

3. If a breakdown of cost is required, make an extra worksheet and bring the relevant costs to the budget template. 
4. Under IB1, IB2 and IB3 international flights, domestic flights, NGO vehicular transport, and vehicular transport of materials (e.g. for construction or drugs delivery) have to be filled.

Instructions:

1. Fill in narrative columns B-C (drop down list) as per the headings

2. Fill in numerical columns D-E as per headings
3. Share columns G, I and K will be calculated at the end.

4. Use the justification column to give further narrative explanation beyond what is in columns B-O
5. In Section B.4 Per Diems, rates need to follow prescribed GoSS rates.  NGOs are permitted to use their own organisational per diem rates, provided that they do not exceed the maximum GoSS rate. (Per diems cover accommodation, meals and local travel within the place of the mission and sundry expenses within South Sudan only.)
Main Line IC
Investments 

· Main line C is for all project assets purchased for support of project administration.  These costs are indirect costs.  
· Vehicles and generators with a capacity of over 17 KVA are ineligible. 
· All assets purchased under BSF-2012 need to be procured as per the minimum standards outlined in DFID’s "Essential Guide to Rules & Tools" chapter D1 to 6 for capital investments ≥ £ 1,000.  If NGOs have more stringent procurement requirements, then these should be followed.  
· IB1 to IB4 have descriptions that need to be adjusted as per your particular need. We would like you to keep as close to the given text.
· In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

· If a breakdown of cost is required, make an extra worksheet and bring the relevant costs to the budget template. 
Instructions:

1. Fill in narrative columns B-C (dropdown list) as per the headings

2. Fill in numerical columns D-E as per the headings
3. Share columns G, I and K will be calculated at the end.

4. Use the justification column to give further narrative explanation beyond what is in columns B-O.
Tab RCA Wks
Project and base office running costs
· Tab RCA Wks is all project office, housing, maintenance and other running costs.  These costs are indirect costs.

· The worksheet RCA is now based on the principle that NGOs should only charge BSF for running costs that are directly linked to the implementation of BSF activities. These expenses are as well known as shared costs that are booked in a pool fund. This therefore represents better value for money to the donors in the present budget template.

· Before ID Sections, NGOs are now required to complete the tables detailing percentage of staff and office space actually used in delivering BSF activities.  Percentages and figures from these tables are used in sections ID (Juba office and field offices) to automatically generate costs that represent a fair share of running costs attributed to BSF. (FTE= Full Time Employment and there are 220 working days in a year.)
· Section ID1.5 is for the costs of renting an NGO’s vehicles to the project.  Purchase of new vehicles is ineligible in BSF-2012.  Vehicle renting costs are based on the amount of movement in kilometres planned by NGOs for delivery of BSF activities.  Fixed and operating cost row headings represent fixed categories against which NGOs can calculate their price per kilometre against.
· Section ID1.6 is for any other costs particular to NGOs not captured in sections ID1.1-ID1.5.  As in other sections the total cost to BSF is calculated as a percentage of the total cost actually used in delivering BSF activities.  This percentage should be the same as that stated in other columns or further explained in the Justification column of the template.
Instructions:

1. Fill in yellow highlight cells of column C (row 3, 4, 5 and 7) in the first table before section ID1.1 and the third table before section ID1.3 (Column C row, 41,42, 43, 45 and 46).  The percentage (=Cell C5 or third table C43) as well named LoE in previous worksheets, should arrive from your average % IHR, DHR tables. All other cells in these tables automatically generate.

2. Fill in column B (please keep close to original), column C in sections ID1.1 and ID.1.2. 

3. Calculate from historical cost your annual cost per running cost description. Fill the numerical column C Cells D and E in these sections automatically generate.

4. The columns H-O are the financing risks columns which you fill. The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column O will turn red, it means you have to calculate again until 100% is reached.
5. Repeat the above for the field offices. (Table ID1.3 and ID1.4)

6. Section ID1.5, do not change the descriptions. Fill Column C for the proper currency used and Column D fill the proper numerical. Column E generates automatically.
7. The columns G-N are the financing risks columns which you fill. Cell F 90 and F100 you fill and need to be justified on the template under column “Justification”. The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column O will turn red, it means you have to calculate again until 100% is reached. Fill finally cell I101 the number of vehicles.

8. Table ID 1.6 fill out B, C-F are drop down lists to select from.
9. Fill in numerical columns G and H as per the headings. Column J you fill and need to be justified on the template under column “Justification”. This % is copied in Column L. The columns L-T are the financing risks columns which you fill. The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column O will turn red, it means you have to calculate again until 100% is reached.
10. Use the justification column in the template to give any further details not included in the other columns.
11. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

12. Share columns G, I and K will be calculated at the end.

13. Tables automatically generates to the template.

“DHR –WKS Tabs” – Direct service delivery costs for Health, Education and WASH

Tab DHR PH wks
Primary Health Direct Costs

· Tab DHR PH wks is for all direct costs of implementing primary health activities.  This includes classified & unclassified staff directly involved in delivering health activities (e.g. field-based health managers, clinical staff, etc.) and drugs costs on a separate worksheet.
The worksheet is set up with set categories for expenditure: staffing classified national, unclassified national, international, incentives classified national; incentives unclassified. For these last two groups if no remunerations (Column J-O) are paid you do not have to fill it, but what we want to know how much % that is from the salary that they should receive from the MoH. Column I.
The last is the number of staff classified and unclassified that is paid by the MoH. As BSF is not funding we only want to know number and location.
· For staffing, these set categories automatically build up a gross salary (column Q) or staff expenditure total from the given net salary in column I. For tables DA1.4 and DA1.5 it may be not applicable. The percentage in column P derives from the percentage charged per staff member to BSF (column W).

· For other deliverables these set categories automatically build up a total cost per activity (row).

Instructions for staffing sections  

1. Customise percentages in rows 4, 25 and 38 (Column J-O) with whatever percentage is used for these categories under each NGO’s employment policies (the orange highlighted cells).

2. To generate column W (it could derive from the running cost calculation (RCA Wks) [total BSF FTE %]), fill in other columns (X-AE) to the right of column W representing where other funding for staff members derives from.  Other donors need to be selected from the drop down lists provided.  If a source of funding is not included in the drop down list, NGOs should define this as core funding.  The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column AE will turn red, it means you have to calculate again until 100% is reached.
· For example: if a staff member is 25% funded by USAID and 25% funded by an organisation’s own core funding, then column W will generate as 50% charged to BSF, which will be carried over to column P.

3. Finally, NGOs should fill in column S, the number of months that the staff member is employed for.  A staff member that only works part time should be defined as such through the number of months charged to the project.

· For example: if a staff member only works half of their time for this project they should be entered as working for 6 months.

4. Please be sure that you filled the percentage of the incentives that is paid to employee of his/her MoH salary. Column I gives you that opportunity.

5. Fill out DA.1.6 B-C and use drop down list for filling D-F and fill out facility name in column G.
Main Line D.A.2/3
PH Infrastructure & Training
· Main line DA 2 and 3 are for all PH infrastructure, maintenance, and PH equipment, facility running costs, drugs, IEC materials and stationery.
5. We have not made for all costs a separate worksheet but do expect that you will provide to justify all breakdowns. For drugs the proposal budget a separate worksheet has been provided and they are requested for equipment, and IEC materials. But we can expect that you will need for maintenance, furnishing and running costs as well as they are built up from several items and actions. 
6. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

7. If a breakdown of cost is required, make an extra worksheet and bring the relevant costs to the budget template. 
· Main line DA3 six training courses are distinguished. We know that there are more but we would like you to keep it to these six and category new even if the name is different under these 6. Therefore you can change the description but it should still be grouped under one of the six codes. We consider than your chosen description as belonging to that code. For instance you change the description Formal training of health professionals but it still can be considered to be training for this target group.  
Instructions for Section DA.2 Clinic capital investment
1. This section is for charging all capital investments in health facilities including medical equipment, fridges, furniture, solar panels, etc.  Construction of new health facilities is ineligible, however, maintenance works can be included in this section. Facility running and maintenance costs as well are listed under this table.  
2. Line 2 Furnishing of health facilities: select in drop down list correct item (column C); fill out D and E, if needed give justification/breakdown in separate added worksheet. Column F-J will automatically generate.
3. Line 3 Health Equipment, select in drop down list correct item (column C); fill out D and E, give justification in separate added worksheet. Breakdown all equipment with their prices, dates of Performa, model and currencies.
Column F-J will automatically generate.
4. Line 4 Facility running costs, select in drop down list correct item (column C); fill out D and E, give justification/breakdown in separate added worksheet. Breakdown all costs with their description, unit costs, quantity, currencies and justify them in a justification column.
5. All drugs procurement costs should be included in sub line DA 2.5 and 6 Worksheet Drugs helps you to build up your drug list. The existing drug list can be adjusted as per your need in the PHCC and PHCU. The essential drug list of the MoH is the minimum. Other drugs that are not on that list will have to be justified. A drug list unit cost will be automatically generated to the template. You will need to fill still the number under column D.
6. Line 7 IEC materials, select in drop down list correct item (column C); fill out D and E, if needed give justification in separate added worksheet. Breakdown all costs with their description, unit costs, quantity, currencies and justify them in a justification column.
7. Line 8 Stationery, select in drop down list correct item (column C); fill out D and E, if required give justification in separate added worksheet. Breakdown all costs with their description, unit costs, quantity, currencies and justify them in a justification column. Bring the unit cost to the Budget template worksheet.
8. Use the justification column to give further narrative explanation beyond what is in the other columns. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

Instructions for Section DA 3.1 Training for community organisations

1. This section is for charging all costs related to training of VHCs, Boma Health Committees and any other local health support networks, etc.

2. Fill in columns B (if you want to change the name of the course but still can regarded as categorised under training for community organisations). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Instructions for Section DA 3.2 Formal training courses for health professionals

1. This section is for charging all costs relating to formal training courses for health professionals including personnel on STI and opportunistic diseases.

2. Fill in columns B (if you want to change the name of the course but still can regarded as categorised under formal training courses for health professionals). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Instructions for Section DA 3.3 In-service training of health workers and refresher courses
1. This section is for charging all costs relating to in-service training of health workers, refresher courses including refresher training of health staff, TBA’s and village development committee members.

2. Fill in columns B (if you want to change the name of the course but still can regarded as categorised under In-service training of health workers and refresher courses). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Instructions for Section DA 3.4 capacity building of County or State health officials
1. This section is for charging all costs relating to capacity building of County and or State Health officials including capacity building for County Health Department officials, computer training, etc.

2. Fill in columns B (if you want to change the name of the course but still can regarded as categorised under capacity building of County or State health officials). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Instructions for Section DA 3.5 Community Volunteers
1. This section is for charging all costs relating to incentives for Community Volunteers – Vaccinators and Health Promoters at location.

2. Fill in columns B (if you want to change the name of the course but still can be regarded as categorised under Community Volunteers). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Instructions for Section DA 3.6 Long term Training
1. This section is for charging all costs relating to Long Term Training.

2. Fill in columns B (if you want to change the name of the course but still can regarded as categorised under Long term Training). Select from drop down list (column C) the correct item. If needed make a separate worksheet to calculate unit price mostly comprising of the costs: transport participants, refreshments, lodging, supplies, venue, and fee facilitator. Auto generates from work sheet to template the unit cost to column E.  D is numerically and needs to be filled. Other total columns then automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.

Tab DHR PE wks
Primary Education Direct Costs

· Tab DHR PE is for all direct staffing costs of implementing primary education activities.  This includes staff directly involved in delivering education activities (e.g. field-based education managers, teacher trainers, etc.), 

· The worksheet is set up with set categories for expenditure: staffing as per above.
· For staffing, these set categories automatically build up a gross salary (column Q) or staff expenditure total from the given net salary in column I. The percentage in column P derives from the percentage charged per staff member to BSF (column W).

· For other deliverables these set categories automatically build up a total cost per activity (row).

Instructions for staffing sections:
1. Customise percentages in rows 4 and 25 (Column J-O) with whatever percentage is used for these categories under each NGO’s employment policies (the orange highlighted cells).

2. To generate column W (in our example it derives from the running cost calculation [total BSF FTE %]), fill in other columns (X-AE) to the right of column W representing where other funding for staff members derives from.  Other donors need to be selected from the drop down lists provided.  If a source of funding is not included in the drop down list, NGOs should define this as core funding.  The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column AE will turn red, it means you have to calculate again until 100% is reached.

· For example: if a staff member is 25% funded by USAID and 25% funded by an organisation’s own core funding, then column W will generate as 50% charged to BSF, which will be carried over to column P.

3. Finally, NGOs should fill in column S, the number of months that the staff member is employed for.  A staff member that only works part time should be defined as such through the number of months charged to the project.

· For example: if a staff member only works half of their time for this project they should be entered as working for 6 months.

Main line DB 2 & 3 
· Main line DB 2 & 3 are for all construction costs, education materials costs, in-service teacher training costs, pre-service teacher training costs, costs of training and working together with PTAs and CEDs, costs of providing transport to local government for inspections and monitoring work and costs of capacity building for teacher training staff.

Instructions for Section DB 2.1 and DB 2.2 construction: 
1. Go to DB 2.1 and give on a separate worksheet a PE Bill of Quantities and complete.  

2. Carry unit costs of individual construction deliverables (e.g. classroom, office block, store, etc.) over into template section DB 2.1 with one deliverable per row.

3. Fill in other columns B (please keep as it is) and C in text (drop down list choice) and D, E and G numerically and or automatically generate.

4. DO NOT include unit costs of latrines or boreholes in this section – these should be entered in WASH direct costs section derived from WASH BoQs in separate tab if required.
5. Use the justification column to give further narrative explanation beyond what is in the other columns.

6. Repeat the same for DB 2.2.

7. Add by downloading and or copying in this work sheet a clear drawing of the school design that corresponds to the calculation and dimensions described in this Section Construction. 
Instructions for Section DB 2.3 to 2.5 furniture:

1. This section is for charging furniture at schools constructed by NGOs. (If required make breakdown in separate worksheet and bring costs forward to budget template worksheet.)
2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.
3. Use the justification column to give further narrative explanation beyond what is in the other columns. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

Instructions for Section DB 2.6 Classroom supplies:

1. This section is for charging classroom supplies at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring (unit) cost(s) forward to Budget template Worksheet.)
2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.
3. Use the justification column to give further narrative explanation beyond what is in the other columns. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

Instructions for Section DB 2.7 Purchase of books not already funded by DFID (ALP etc):

1. This section is for charging purchase of books not already funded by DFID (ALP etc) at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.
3. Use the justification column to give further narrative explanation beyond what is in the other columns. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.
Instructions for Section DB 2.8 Study packs:

1. This section is for charging study packs at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 2.9 Tutor reference materials:

1. This section is for charging tutors reference materials at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 2.10 Stationery:

1. This section is for charging stationery at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 2.11 Uniforms comfort kit:

1. This section is for charging uniforms, comfort kit at both schools constructed by NGOs and other schools. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 3.1 Training of PTA members:

1. This section is for charging the costs of conducting training sessions for PTA members.  All schools constructed should also have their PTAs trained. One can discern PTA ToT for local authorities, PTA community member’s trainings, MoE Curriculum Reproduction and Certificates + Feedback forms as cost categories. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 3.2 In-Service Teacher Training:

1. This section is for charging all costs of implementing in-service training courses, including teaching methodology and English language.  Costs for training staff should NOT be entered here but should be entered as education staff costs in Section DB 1 of tab DHR PE wks.
2. There are three divisions of this section:

· Running costs (e.g. food and accommodation during training courses) 

· Travel costs associated with running the training course (e.g. transport for trainers to the training venue, transport for trainees to the training venue)

· Material costs associated with the training course (e.g. exercise books, pens, dictionaries, text books, etc.) (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
3. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

4. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 3.3 Pre-Service Teacher Training:

1. This section is for charging all costs of implementing pre-service training courses.  Costs for training staff should NOT be entered here but should be entered as education staff costs in Section DB 1 of tab DHR PE wks. 

2. There are three divisions of this section:

· College running costs (e.g. student scholarships, food, accommodation, etc.) 

· Travel costs associated with implementing the training (e.g. transport for trainees to the college)

· Material costs associated with the training (e.g. exercise books, pens, dictionaries, text books, etc.)

· If required add a worksheet with a breakdown of these categories. 
(If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
3. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

4. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Sections DB 3.4 State and County level government capacity building:
1. This section is for charging all costs of capacity building of local levels of government including both training courses for state and county personnel and provision of budget to government personnel for inspection and monitoring travel.

2. There are two divisions of this section:

· Costs of running training courses for state and county level government personnel (e.g. food and accommodation during training courses).

· Travel costs for state and county level government personnel engaging in inspection and monitoring work (e.g. fuel costs, per diems, school inspection visits, etc.) 
(If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
3. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

4. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Instructions for Section DB 3.5 Teacher Trainers’ capacity building:

1. This section is for charging all costs of investment in trainers and tutors’ capacity by NGOs before or during delivery of teacher training activities – e.g. ToT for SMoE teacher trainers before delivery of an in-service teacher training course. (If required make breakdown in separate worksheet and bring unit cost forward to budget template.)
2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Tab DHR WASH Wks
 WATSAN Direct Costs

· Tab DHR WASH Wks is for all direct staffing costs of implementing Watsan or Wash activities.  This includes staff directly involved in delivering Wash activities (e.g. field-based Wash managers, watsan assistant, etc)

· The worksheet is set up with set categories for expenditure: staffing.

· For staffing, these set categories automatically build up a gross salary or staff expenditure total from the given net salary in column I. The percentage in column P derives from the percentage charged per staff member to BSF (column W).

· For other deliverables these set categories automatically build up a total cost per activity (row).

Instructions for staffing sections:

1. Customise percentages in rows 4 and 25 (Column J-O) with whatever percentage is used for these categories under each NGO’s employment policies (the orange highlighted cells).

2. To generate column W (it could derive from the running cost calculation (RCA Wks) [total BSF FTE %]), fill in other columns (X-AE) to the right of column W representing where other funding for staff members derives from.  Other donors need to be selected from the drop down lists provided.  If a source of funding is not included in the drop down list, NGOs should define this as core funding.  The last Donor is in most cases your Core Fund (Donor 7 [%]). If you do not reach at 100% column AE will turn red, it means you have to calculate again until 100% is reached.

· For example: if a staff member is 25% funded by USAID and 25% funded by an organisation’s own core funding, then column W will generate as 50% charged to BSF, which will be carried over to column P.

3. Finally, NGOs should fill in column S, the number of months that the staff member is employed for.  A staff member that only works part time should be defined as such through the number of months charged to the project.

· For example: if a staff member only works half of their time for this project they should be entered as working for 6 months.

Main line DC 2, 3 & 4  
The main line is to budget all costs for water supply Infrastructure, sanitation and costs of capacity building and training for Wash staff.
Instructions for WASH section DC 2:

1. WASH activities will only be allowed close to health facilities and or schools.
The table DC 2 is a built up of water supply infrastructure. Every line from 1 to 6 needs justification and if required make breakdown in separate worksheet and bring unit cost forward to template.

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.
4.  Add by downloading and or copying in this work sheet a clear drawing of all water supply and sanitation designs that corresponds to the calculation and dimensions described in DC2.
Instructions for WASH section DC 3:

1. WASH activities will only be allowed close to health facilities and or schools.
The table DC 3 is a built up of sanitation infrastructure. Every line from 1 to 3 needs justification and if required make breakdown in separate worksheet and bring unit cost forward to template.

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns.
4.  Add by downloading and or copying in this work sheet a clear drawing of all water supply and sanitation designs that corresponds to the calculation and dimensions described in DC3.
Instructions for WASH section DC 4:

1. The table DC 2.4 is a built up of WASH training. Every line from 1 to 5 needs justification for the built up of cost like incentives trainers, trainees, food, transport, accommodation, equipment, venue rent, stationery and books among others  and if required make breakdown in separate worksheet and bring unit cost forward to template.

2. Fill in columns B and C (drop down list choice) in text and D, E and G numerically or automatically generate.

3. Use the justification column to give further narrative explanation beyond what is in the other columns. In the justification you need to justify that you have found the best price at the best location of purchase, stating date of Performa retrieved from market.
Main line DD 1,2,3 Direct attributed cost for transport and per Diems.
The main line is to budget all costs for road transport, per Diem for national and international, staff stationed in the field that can directly be attributed to deliverables rendered at the locations where the activities of services to the beneficiaries are taken place. All Juba executive, administrative activities are therefore not included. These are already taken care off in the indirect tables I.B. Field staff that is visiting Juba, state capital or location in their activity area and which directly related to the rendering of services to beneficiaries are eligible in tables D.D.1, 2 and 3. Positions like coordinators, technicians in Health, Education and Wash who are the majority of their time based in the field are applicable.
1. Main line IB is for all project travel and transport requirements, including, NGO vehicular costs, transport of materials to construction sites, transport of drugs to clinics, per diems for staff whilst in the field. These costs are direct costs if the cost directly relate to rendering of service to the beneficiaries.
2. If a breakdown of cost is required, make an extra worksheet and bring the relevant costs to the budget template. 

3. In justification you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.
4. Under DD.1 NGO vehicular transport, and vehicular transport of materials (e.g. for construction or drugs delivery) have to be filled.
5. Under DD.2 NGO international staff, stationed in the field only, per Diem has to be filled and directly involved in the service rendering to the beneficiaries.

6. Under DD.3 NGO local staff, stationed in the field only, per Diem has to be filled and directly involved in the service rendering to the beneficiaries.

Instructions:

1. Fill in narrative columns B-C (drop down list) as per the headings; please keep close to the existing in the budget template.
2. Fill in numerical columns D-E, as per headings
3. Share columns G, I and K will be calculated at the end.
4. Use the justification column to give further narrative explanation beyond what is in columns B-O. For example in justification column you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.
5. In Section DD.2 and 3 Per Diems, rates need to follow prescribed GoSS rates.  NGOs are permitted to use their own organisational per diem rates, provided that they do not exceed the maximum GoSS rate. (Per diems cover accommodation, meals and local travel within the place of the mission and sundry expenses within South Sudan only.)

Main line IE Monitoring & Evaluation or Short term mission costs

· Main line IE is for charging any visiting missions from overseas HQs to BSF projects in South Sudan.  Missions can include evaluations, management visits, visiting consultants, etc. 
· If a breakdown of cost is required, make an extra worksheet and bring the relevant costs to the budget template. 
· There is only 1 section where NGOs should fill in all mission costs.  If more than one mission is being charged in the grant period, this should still be reflected in the one section by relevant units.

· For example: for 2 missions from a European HO, the number of international return flights would be listed as 2 rather than 1.

· If sundry expenses are entered, the justification column must define what is included in this line.

Instructions:

1. Fill in narrative columns B and C (=a drop down list) as per the headings

2. Fill in numerical columns D-E, as per the headings

3. Share columns G, I and K will be calculated at the end.
4. Use the justification column to give further narrative explanation beyond what is in columns B-O. For example in justification column you need to justify that you have found the best price at the best location of purchase, stating the date of Performa retrieved from market.

Tab I
Audit Fees (IND)
· Tab I is for charging the audit fees and all additional extra costs deriving from the by contract mandatory interim and final financial audit. The audit has two stages: an interim audit after 6 and a final after 12 months. The stages are considered as one audit engagement. You are recommended to select an audit firm working and based in South Sudan.
· If a breakdown of cost is required of cost like domestic flights, accommodation auditors, auditors ’fees and stationery and or any other sundry, make an extra worksheet and bring the relevant costs to the budget template. 
· If sundry expenses are entered, the justification column must define what is included in this line.

Instructions:

1. Fill in narrative columns B and C as per the headings.

2. Fill in numerical columns D-E, as per the headings.
3. Share columns G, I and K will be calculated at the end.
4. Use the justification column to give further narrative explanation beyond what is in columns B and C.
Final instructions
Fill out the division for the sectors Health Education and WASH. Calculate for all direct costing (=D tables) what you will spend for Health and WASH or for the other sector Education and WASH as a deliverable. Then calculate the percentage that will be spent on Health direct costs divided by all direct costs. For example all direct costs add up to GBP 100.000 and for Health you will be spending GBP 80,000, then 80% is Health and 20% Wash.

Now you can fill out the indirect cost % share for Health and WASH by filling in column I, K and M the shares over Health\WASH and Education\WASH. The combination Health Education WASH may exist but is not common.

The first cell to be filled in this exercise is I8.

Please fill out in the margins of any sheet that needs to be printed and submitted to us, your full organisation and project name.
Check all cells that adding up is correct, that all % are correct. Send the complete budget together with a work plan and eventual other documents that are needed to explain the proposed program under BSF 2012 to:

Team Leader BSF Kate Louwes (klouwes@nsf-secretariat-sd.org)

For health and WASH to Wim Groenendijk [wim.groenendijk@bsf-secretariat-sd.org] and Nicola Faini [nicola.faini@bsf-secretariat-sd.org]
For Education and WASH to  Nic Ramsden [nicholas.ramsden@bsf-secretariat-sd.org]

and Nicola Faini [nicola.faini@bsf-secretariat-sd.org] 

As well to the finance Manager Allard Jansen [allard.janssen@bsf-secretariat-sd.org]
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