Budget Planner

Personnel-Related Expenses

· Salaries or wages for program (exclude those that are included in general operating/administration costs)

· Estimated "merit" increases

· Estimated cost-of-living (COLA) increases

· Bonuses

· Increase in legal minimum wage

· Union-management compensation agreements

· Fringe Benefits 

· FICA  - 7.65%

· State Unemployment Insurance (S.U.I.)

· Health and dental Insurance

· Life insurance

· Retirement, e.g. 401K 

· Child care allowances

· Other fringe benefits

Personnel related expenses, cont.

· Uniforms and clothing, footwear, tools, safety equipment, etc.

· Hiring costs: employment ads, physicals, drug screening, employment verification, license verification, background checks, etc.

· Temporary, part-time or seasonal employees

· Consultants and contractors

· Volunteer costs

· Other personnel related expenses?

Facility-Related Expenses

· Rent or mortgage payments - prorate as needed and remember to plan for increases

· Utilities: gas, electricity, water

· Telecommunications: phones, fax, Internet, pagers, cell phones 

· Installation

· Equipment

· Monthly charges

· Long-distance costs

· Furnishings

· Contracted services (janitorial, snow removal, payroll, window-washing, security, lawn maintenance, etc.)

· Maintenance and cleaning supplies

· Equipment lease fees, maintenance contracts, depreciation, photocopier

· Maintenance, repairs and inspections (elevator, boiler, fire alarms) for equipment and major mechanical systems (plumbing, electric, heating/cooling)

Other Expenses
· Supplies (consumables) – letterhead, envelopes, text books, paper, toner, etc.

· Office equipment

· Computers, software

· Dues, memberships, subscriptions

· Travel, mileage, parking

· Marketing and advertising (ad design and production; displays; brochures and flyers; printing; writing/disseminating press releases and news stories; creating a public relations or recruitment campaign)

· Postage, shipping, delivery, courier

· Website

· Professional development, staff training, technical assistance

· Travel, meeting, conferences

· Special events

General Operating/Administration (indirect expenses)

Indirect expenses should be fairly pro-rated, or charged a flat rate (percentage). The basis for calculating expenses should be fair, logical, and consistent. Whenever possible, use “fair market value” as the basis for costs.

· Executive and management staff

· Consultants

· Accounting

· Financial audit

· Insurance

· Fundraising

· Evaluation

· Reports

· Front desk, reception

· Other?
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