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CAPITAL BUDGET INSTRUCTIONS

Overview

The line-item budget and budget narrative must be submitted with the capital grant request. Please carefully read the guidelines before completing the budget documents, which are available online at www.rotarycharities.org. Follow the link to capital grants.
Creating the Narrative

· Using the guidelines below, create the budget narrative as a separate document in your computer.  Please limit your response to one page, save the document to your computer and attach it to the eGrant application where indicated.  
Line-item Budget Guidelines

· The line-item budget should include all income and expenses associated with the proposed project. Please note that not every line-item applies to every project.
· Revenues should be categorized as committed or anticipated.

· Total income should equal total expenses. If income exceeds expenses, please explain the rationale in detail in the budget narrative.

Narrative Guidelines

· The budget narrative must include an explanation of every line-item. For example:

· Construction Costs—Costs for renovation of the second floor program space will cover the demolition of existing rooms and the creation of new student learning stations. Bids from three contractors averaged $2,000 for the entire job.

· Fees—The architectural fee is 7.25 percent of the total costs of the project, estimated at $1.3 million. The architect’s estimates include such infrastructure costs as HVAC, plumbing, electrical and elevator construction.

· Please list and describe government, corporate and other foundation support as part of the budget narrative.

· Please describe any tax abatements or other incentives applicable to the project.

· Explain what expenses the in-kind contributions (professional services by those not employed at the applying organization, donated materials, services or equipment) will offset. Such contributions should be detailed and quantified in the budget narrative.

