Budget template
A budget helps you understand the full cost of your project, plan effectively, and show funders how money will be used. It’s a vital tool for managing resources, demonstrating accountability, and ensuring your project can be delivered sustainably.
Budgets cover capital costs (one-off items such as equipment or building work) and ongoing costs (regular expenses like staff, materials, or running costs). Full cost recovery allows you to include a fair proportion of central or shared costs, for example management time or office overheads, but this should usually not exceed 5% of the total project costs.
Planning over three years gives funders a clear picture of sustainability, helps anticipate future needs, and demonstrates that your project can deliver long-term impact.
It’s also important to show funders how any remaining funding gap will be covered. You should explain where the money will come from (whether from other grants, donations, earned income, or your own resources) so funders can see that the project is realistic and financially sustainable.

	Budget Item
	Year 1
	Year 2
	Year 3
	Total

	Direct Project Costs
	
	
	
	

	Staffing (project delivery)
	
	
	
	

	Activities / programme costs
	
	
	
	

	Resources / materials
	
	
	
	

	Venue / room hire
	
	
	
	

	Travel expenses
	
	
	
	

	Subtotal direct costs
	
	
	
	

	
	
	
	
	

	Full Cost Recovery (Overheads)
	
	
	
	

	Management / leadership
	
	
	
	

	Admin / finance support
	
	
	
	

	IT / systems
	
	
	
	

	Premises / utilities
	
	
	
	

	Governance / Safeguarding
	
	
	
	

	Subtotal overheads
	
	
	
	

	
	
	
	
	

	TOTAL PROJECT COST
	
	
	
	

	
	
	
	
	

	Income Summary
	
	
	
	

	Amount already raised
	
	
	
	

	Amount pledged
	
	
	
	

	REMAINING AMOUNT TO RAISE
	
	
	
	



