1) Copy Budget_Template.xlsx into new spreadsheet for each Objective you will include in your proposal
2) For each Objective worksheet
· In the ‘ObjectiveSummary’ tab
· choose the Objective number in cell A2
· Enter the Overhead/indirect rate for the project in cell E1
· Complete the Salary, Supplies, Equipment, Travel, and Contracts worksheets as needed for each Objective
· Only enter data in the tan cells. Grey and Yellow cells are calculated values
· Additional rows as necessary. Make sure to copy all formulas (including hidden cells) into the new rows (copy entire existing row and paste into new row)
· Do not edit the Hidden cells to the right
· Built in checks
· Values in the 'Source of funds' fields (agency and in-kind costs) should add up to the ‘Total cost’. If they do then the ‘Total Source of funds’ field will display in Green for each row. If they do not, then they will display in red. 
· The last cell in the ‘Total Source of Funds’ column will be green if all the rows above are Green. It will be red, if they are not.
· The last cell in the ‘Indirect cost’ column (if present) will be green if a rate other than 10% is specified in the ObjectiveSummary worksheet in cell E1. It will display as orange if the default indirect rate is used.
· In the Contracts worksheet, enter data for all subsections (Contract-salary, Contract-Supplies, Contracy-Equipment, Contract-Travel, and Contract-Well Drilling) as necessary
· Review the ObjectiveSummary tab once all data has been entered
· Error checks
· Cell B2 will be orange if the Objective number is not entered into cell A2. If cell A2 is populated, the Objective name will be displayed.
· Cell E2 will be red and cell f2 will ask show ‘Default indirect rate’ if cell E2 = 10%
· If an indirect rate other than 10% is used, cell F2 reminds you to include a current Negotiated Rate Agreement with your proposal.
· Cell E6 will show the calculated match percent. It will be green if the match rate is > 25% or if the budget is for either Objective 1 or Objective 2.
· Cell F6 will show how many points, if any, are added to the score based on the match percent.
· Review the ‘Summary for Overall Budget’ tab
· Also shows the in-kind services match percent and how points will be added to the Budget score for the objective.
· This information is used to separate out direct and indirect services costs for the Overall Project Budget. Copy items 1-5, and 7 into the section for the appropriate Objective in the ‘OverallBudgets.xlsx’ spreadsheet. Paste ‘Values’ into the OverallBudgets spreadsheet otherwise references to original spreadsheets will be included which can become corrupted if files move. 
· Once all Objective budgets have been completed, the information from the ‘Summary for Overall Budget’ tab can be used to populate the Objective Budgets in the ‘OverallBudgets.xlsx’ spreadsheet. Once all Objective Budgets are populated, the ‘Overall Budget Summary’ starting in cell A15 of the ‘OverallBudgets.xlsx’ spreadsheet can be used to complete the Overall Budget summary described in Section D2., Project Narrative, Part C of the Program Announcement.
