Sample Financial Guidelines for Project Budgeting

Prepared by VCGI, Inc.
The following guidelines were developed to assist project managers at VCGI with the creation of financially sound proposals.  The guidelines are in no way to be construed as exhaustive.
1. Look at hours to complete the project in incremental buckets.  i.e project management tasks, administrative tasks, technical tasks, delivery tasks, acquisition tasks, etc.

2. Be aware of costs per hour.  This can be termed Direct Labor.  The Business Manager can help with labor costing according to who will be charging time to the project.

3. Indirect costs - benefits and overhead costs.  For example, you might charge 173.3% above the direct labor costs.  i.e.  Total direct labor of $2500.00 would mean $4332.50 in indirect costs for a total labor cost of $6832.50.

4. Supplies - this could be plotter costs, copies, etc.

5. Postage - if there are to be any mass mailings involved with the project.  i.e. surveys.

6. Will you need to purchase any hardware or software and will it be ours at the end of the project?

7. Will there be a subcontractor?  If yes, be sure to line up a cost quote in writing to incorporate with the budget.

8. Will there be any travel requirements?

9. Will there be any meetings that must be attended?  Any costs associated with these? i.e. mileage reimbursement, food, room costs.

10. Will there be any training of staff required?  Either in-house or through courses or seminars.

11. What about maintenance of data once the project is complete?

12. If maintenance will be required be sure to prepare the client that another contract will need to be entered into to perform this.

13. Billing style:
1.
Monthly?

14. 3 Installments?

15. Prepaid?

16. Match (for grants) - Is there a match component?  If yes, what do we need to provide and in what areas?  Examples would be labor, travel, training, etc..

Disclaimer: VCGI and the State of Vermont make no representations of any kind, but not limited to the warranties of merchantability or fitness for a particular use, nor are any such warranties to be implied with respect to this document.


