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Appendix G 
Sample Budget 

 
GUIDELINES FOR INTERNAL BUDGET DEVELOPMENT 

 
Proposal budgets should be clearly presented, and should reflect the Smithsonian 

accounting categories as outlined in SD 301. For example, the major budget categories 
such as personnel, benefits, travel, supplies, equipment, and indirect costs should be 
clearly identified. Conformance with the Smithsonian accounting categories will ensure 
that the project, if funded, will be entered easily and accurately into the Smithsonian 
accounting system. In some cases, for presentation purposes to a potential funder, a 
program budget may also be appropriate. 
 

A budget narrative or brief explanation of key budget elements should also be 
prepared. The budget narrative provides a quick reference for computing project-related 
costs or explanation of need. 

 
General guidelines for budget development follow: 
 

• Personnel estimates should describe accurately the amount of time to be spent 
by personnel involved with the project and the total associated costs, including 
current salaries for the designated personnel (e.g., project director or Principal 
Investigator, 50% for one year at an annual salary of $30,000 = $15,000). If salary 
costs are computed using an hourly or daily rate, the annual salary and number of 
hours or days in a work year should be shown.  You must refer to the Institutional 
Schedule (IS) to calculate the correct salary rates. 
 
• Estimates for supplies and expenses should be supported by a complete 
description of the supplies to be used, nature and extent of printing to be done, 
anticipated telephone fax or other common expenditures, with the basis for 
computing the estimates included (e.g., 100 reports at 75 pages each x 0.05/page 
= $375.00). Supply and expense estimates offered as “based on experience” are 
not sufficient. 

 
• Transportation costs and per diem rates must comply with the policies of the 
Smithsonian. The budget or the budget narrative should include the number of 
persons traveling, the number of trips to be taken, and the length of stay. The 
estimated costs of travel, lodging, and other subsistence should be listed 
separately. When combined, the subtotals for these categories should equal the 
estimate given for travel or per diem. 

 
• Justification is required for the purchase of equipment. The budget 
justification should outline why the equipment is essential to accomplishing the 
objectives of the project. 
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• The current indirect cost rate should be included in all proposed budgets for 
contracts with for-profit corporations. Proposed business arrangements should 
include the “other activity rate” overhead rate. Gifts, grants, or contracts from 
non-profit organizations do not carry indirect costs or overhead. Refer to the 
annual announcement for the current indirect cost rate, or call OSP for further 
information. 

 
• Once your budget has been prepared, you should make a final comparison of the 
amount listed in the budget narrative with the amounts in the budget form. In the 
rush to complete all parts of the application on time, there may be many last-
minute changes; unfortunately, where there are discrepancies between the budget 
narrative and the budget form or the total amount of the request listed elsewhere 
on the proposal, it is not possible for the funder to verify the amount requested. A 
final check of all the numbers will preclude such confusion. 

 
• Budgets included in requests for external funding must be reviewed and 
approved by the Office of Sponsored Projects. 
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	While all sponsored projects require funding, sponsors give funding in numerous ways, including the following:
	Grants
	A grant is an agreement by a corporation, foundation, government, or non-profit organization to provide financial support for a specific Smithsonian program, project, or activity. Grants contain one or more of the following conditions:

	Contracts 
	Government Flow-through Grants and Contracts
	Government Cooperative Agreements
	Funding usually comes in the previously mentioned forms.  However, funding does come in other types of awards on occasion, including:

	Awards to Individuals
	Gifts
	Interagency Transfers
	Smithsonian Internal Award Programs
	Pre-award Functions
	Post-award Functions
	Indirect Cost/Audit Function
	Libraries
	Databases
	Internet
	Sponsored Programs Information Network (SPIN)

	Smithsonian Employees as Principal Investigators
	Smithsonian Research Associates as Principal Investigators
	Because the Smithsonian is required to comply with many contractual terms and conditions of a financial, administrative, and programmatic nature, an employer-employee relationship or an affiliation must exist between the Smithsonian and the Principal Investigator.

	Employees
	Affiliated Individuals
	Responsibilities of Principal Investigator
	Responsibilities of Office of Sponsored Projects
	Goals
	Format
	Page limits
	Checklist for Developing a Proposal
	Characteristics
	OSP Involvement
	Cost Categories
	Indirect cost waivers are rarely granted in cases where:
	Federal Agencies
	Private Foundations
	Avoiding Administrative Delays
	Planning Time
	As previously mentioned, the Proposal Brief must be signed by the following individuals:
	 Principal Investigator
	 Supervisor and Unit Director
	 OSP Director
	Principal Investigator
	Supervisor and Unit Director
	OSP Director 
	Animal Welfare
	Major Wildlife Laws
	Protected Species and Other Regulations 
	Permits may be required when:
	Bio-hazardous Materials or Radioactive Materials
	Recombinant DNA
	Debarment and Suspension
	Drug-Free Workplace
	Fellowships and Stipends
	Human Subjects
	Insurance Issues
	International Proposals
	Proposals to Private Foundations and Corporations
	Scuba Diving
	Standards of Conduct
	The Principal Investigator:
	The Fund Manager:
	The Office of Sponsored Projects:
	Procedures to Obtain Advance Funds
	Delinquent Repayment of Advance Funds
	The Principal Investigator’s programmatic responsibility may involve a variety of administrative tasks that are necessary to ensure full compliance with terms and conditions of the award.  
	As with many projects, sponsored projects are subject to changes.  The most common changes to a grant or contract usually occur in the following:

	Change of Principal Investigator
	Change in Project Plan
	Change in the Budget
	Change in Time
	Overview
	General Terms and Conditions
	Required Documentation
	Selection Criteria for Consultants
	Sub-recipient Versus Vendor
	Comparable restrictions and reporting apply to project purchased property titled to the government or government owned property furnished for use on the project.  Refer to  SD 315, “Property Management” (the directive is currently under revision) for further details.  Unless property needs and procurement plans are described and justified in the proposal and approved by the sponsor in the award document, free and open competition requirements apply as described in Chapter 12.
	The occasion may arise that a sponsored project may be transferred to or from another institution.

	To Another Institution
	From Another Institution
	Termination for Convenience
	Termination for Cause
	Types of Designated Codes
	Assignment of Designated Codes
	Set-up of Designated Codes
	If travel is necessary, the Principal Investigator should be aware of the following procedures:
	 Sponsor Requirements
	 Travel Expense Reports
	 Guidelines for Travel
	Sponsor Requirements
	Travel Expense Reports
	Guidelines for Travel 
	This chapter explains:
	 Notification to Principal Investigator
	 Technical award close-out
	 Financial award close-out
	Technical Reports
	Cost-Sharing Reports
	Termination of Project Personnel
	Patents, Copyrights, and Inventions
	Records Retention
	Property Inventory
	This section covers:
	Final Charges
	Allowable Charges
	Residual Funds
	Awards without Definite Completion Dates
	Deficits
	Adjustment or Reclassification of Costs
	Audits
	EXTERNALLY FUNDED GRANTS AND SPONSORED-PROJECT CONTRACTS 
	INTERAGENCY TRANSFERS 
	COST-SHARING ON U.S. GOVERNMENT-FUNDED SPONSORED PROJECTS
	MISCONDUCT IN RESEARCH





