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How	to	prepare	a	budget	for	a	project	proposal

With	today’s	rising	prices,	it	is	becoming	more	and	more	important	to	prepare	a	budget	and	stick	to	it.	If	you	want	to	get	the	most	out	of	your	hard	earned	dollar,	take	some	time	to	evaluate	your	financial	situation	and	prepare	a	budget.	Evaluate	your	current	expenditures.	Take	one	month	and	jot	down	all	of	your	expenditures.	To	truly	prepare	an
accurate	budget,	you	must	track	everything	from	purchasing	the	daily	newspaper	to	the	lunchtime	candy	bar	from	the	vending	machine.	Track	all	of	your	income.	Usually	this	is	the	easiest	part	of	the	budget.	Most	people	know	how	much	money	they	make	each	month.	List	all	of	the	expenditures.	After	a	month	of	tracking	your	expenditures,	prepare	a
list	of	expenditures.	It’s	best	to	categorize	them	into	fixed	and	modifiable	expenditures.	Your	rent	or	mortgage	payments	would	fit	under	the	fixed	expenditure	category,	while	dining	out	and	weekly	manicures	fall	under	the	modifiable	category.	Total	your	income	and	expenditures	and	compare.	Hopefully	your	comparison	of	income	to	expenditures
leaves	you	with	earning	more	than	you	spend.	If	not,	it’s	time	to	look	at	your	budget	a	little	closer,	especially	the	modifiable	expenditures.	Look	to	see	where	you	can	cut	back	or	eliminate	so	that	your	income	exceeds	your	expenditures.	Prepare	a	realistic	budget.	Now	that	you	know	how	much	money	you	have	coming	in	and	how	much	going	out,	and
where	it’s	going,	it’s	time	to	get	the	most	for	your	money.	Make	sure	the	budget	is	something	you	can	follow	Review	your	budget	regularly	and	make	modifications	if	necessary.	Presenting	a	project	proposal	can	be	a	key	step	in	the	development	of	any	business	idea.	Cultivating	the	contacts	necessary	to	gain	an	opportunity	to	present	a	proposal	can	be
an	exhaustive	effort,	so	it	is	important	to	take	full	advantage	of	the	opportunity	by	presenting	a	clear	message	about	your	project	idea.	With	adequate	preparation	and	a	keen	understanding	of	the	project	you	are	proposing,	it	becomes	possible	for	anyone	to	successfully	present	a	project	proposal.	Make	a	list	of	bullet	points	to	follow	during	the	course
of	the	project	presentation.	Think	about	the	project	and	consider	all	the	discussion	points	that	are	important	to	include	in	the	presentation.	Organize	these	into	an	order	that	makes	sense	as	the	discussion	moves	from	one	point	to	the	next.	Use	this	list	of	bullet	points	as	a	guide	when	developing	your	presentation.	Prepare	a	set	of	index	cards	to
highlight	the	discussion.	Use	one	or	two	index	cards	for	each	of	the	bullet	points	on	your	list.	Label	the	bullet	point	at	the	top	of	the	card,	then	quickly	list	an	outline	of	what	you	would	like	to	say	about	it.	Identify	the	most	important	message	you	can	deliver	about	that	part	of	the	project	and	make	sure	to	include	those	statements.	Prepare	a	slide	show
presentation	to	accompany	your	verbal	presentation.	Use	a	slide	show	software	program	to	create	a	series	of	slides	depicting	graphs	and	text	that	illustrate	the	points	you	are	speaking	about.	Connect	your	computer	to	an	overhead	projector	to	project	the	slide	show	so	that	everyone	can	see	it	easily.	Rehearse	your	presentation	frequently.	The	idea	is
to	be	familiar	enough	with	the	topic	to	sound	like	you	are	speaking	naturally	when	you	deliver	your	presentation,	as	opposed	to	obviously	reading	notes	off	your	card.	If	you	have	an	assistant	operating	the	slide	show	part	of	your	presentation,	practice	the	presentation	together	so	you	can	identify	which	moments	should	signal	the	next	slide.	Include
key	members	of	your	team	who	are	part	of	the	project.	Have	them	available	during	the	presentation	so	that	questions	can	be	deferred	to	the	person	who	has	the	most	knowledge	about	that	particular	aspect	of	the	project.	Try	to	anticipate	common	questions	in	advance	so	that	they	can	be	answered	as	part	of	the	presentation,	eliminating	the	need	for
any	anyone	to	ask	directly.	A	project	budget	is	a	plan	that	outlines	the	company’s	financial	goals	for	a	specific	business	activity.	When	working	on	projects	within	your	business,	it’s	vital	to	establish	a	budget	to	ensure	you	have	a	reference	baseline	for	expenses.	If	you	don’t	establish	a	budget,	you	may	spend	more	than	you	need	to	on	a	specific	project,
which	can	negatively	affect	the	rest	of	your	business.	There	are	two	primary	purposes	for	creating	a	project	budget	in	your	business:	getting	funding	and	controlling	business	costs.	It	is	important	to	inform	business	stakeholders	how	much	funding	is	required	to	complete	your	project	and	meet	the	objectives	you	have	outlined.	This	also	helps	the
company	to	understand	the	return	on	their	investment	in	your	project.	Business	stakeholders	may	include	investors,	the	company’s	management	team	or	other	business	owners.	The	project	budget	definition	also	includes	controlling	costs,	which	is	imperative	to	running	a	successful	business.	With	a	project	budget,	the	company	has	a	clear	view	of	how
much	each	activity	is	going	to	cost.	With	that	baseline	in	mind,	you	can	compare	actual	costs	of	each	activity	within	the	project	to	the	estimated	budget	to	determine	if	the	project	is	over	budget,	under	budget	or	on	target.	Being	able	to	see	this	during	the	progression	of	the	project	helps	the	project	manager	to	determine	if	they	need	to	make	any
changes	to	the	project	to	ensure	they	stay	on	target.	Creating	a	project	budget	varies	from	company	to	company	and	from	project	to	project.	Budgets	for	larger	projects	can	run	several	dozen	pages	in	length,	while	small	budgets	often	consist	of	only	two	to	five	line	items.	Regardless	of	how	big	your	project	is,	a	budget	will	ensure	you’re	staying	on
track.	Keep	these	elements	in	mind	when	creating	a	budget	for	your	project:	Activity	cost	estimates:	Be	sure	to	figure	out	the	cost	of	each	individual	activity	within	your	project.	That	way,	if	you	go	over	budget,	you’ll	be	able	to	tell	which	activity	resulted	in	the	cost	increase.	Activities	may	include	labor,	materials,	technology	and	facilities.	Fixed	costs:
Determine	which	costs	are	constant	and	will	not	change	throughout	your	project.	These	may	include	rent,	utilities	and	technology.	Variable	costs:	Outline	the	costs	that	may	fluctuate	during	the	project.	For	example,	you	may	need	to	spend	more	on	materials	in	the	first	two	months,	but	very	little	on	materials	in	the	last	two	months	of	the	project.	One-
time	costs:	Your	project	may	require	the	purchase	of	a	new	software	or	new	machinery.	This	is	an	expense	that	will	just	be	made	one	time.	Project	schedule:	It’s	important	to	know	how	the	costs	are	spread	out	over	your	project.	This	way,	you	can	manage	expenses	by	grouping	certain	costs	together	or	planning	ahead	for	increased	expenses	during	a
specific	month.	As	per	the	project	budget	definition,	it’s	important	to	use	the	budget	as	a	baseline	to	ensure	your	costs	remain	on	track.	Be	sure	to	assign	a	team	member	to	oversee	the	budget	and	note	any	anomalies.	If	any	specific	activities	are	constantly	going	over	budget,	it’s	important	to	see	whether	those	expenses	can	be	curbed.	On	the	other
hand,	if	certain	activities	are	always	under	budget,	you	may	need	to	rework	your	estimates	to	ensure	you	have	a	more	realistic	budget.	Keep	in	mind	that	your	budget	doesn’t	need	to	be	set	in	stone.	Re-evaluate	your	budget	at	specific	milestones	within	the	project	timeline,	keeping	in	mind	actual	expenditures.	Work	with	a	finance	professional	if	you
have	a	large	project	budget	to	ensure	you	have	accounted	for	all	of	the	related	costs.	Regardless	of	your	industry,	having	and	sticking	to	a	budget	is	an	essential	aspect	of	running	a	business.	Each	fiscal	year,	new	budgets	must	be	proposed	and	approved.	This	process	requires	adequate	record-keeping,	careful	accounting	and	a	close	look	at	the	money
your	company	is	spending.	Fortunately,	with	the	proper	preparation,	it’s	possible	to	write	a	detailed	budget	proposal	that	will	set	your	company	on	the	right	path	moving	forward.	Budget	proposals	don’t	have	to	cause	stress	or	conflict	between	you	and	the	CFO,	board	or	other	company	decision-makers.	To	keep	things	simple,	your	draft	should	follow
a	simple	formula	of	need/research/justification	and	contain	certain	standard	elements	of	a	budget	proposal.	Needs	are	things	that	you	will	actually	require	going	into	the	next	fiscal	year.	Examples	are	a	new	employee,	up-to-date	software	or	even	office	furniture.	Needs	should	be	presented	in	order	of	importance.	Understand	that	you	may	have	to
forgo	lower-priority	items	in	order	to	secure	those	that	are	more	pressing.	Researching	the	cost	of	your	needs	is	the	bulk	of	the	work	that	goes	into	preparing	a	budget	proposal.	Sometimes,	managers	will	split	this	task	to	their	staffing	experts.	For	example,	Dennis	was	never	trained	on	radiology	equipment	and	isn’t	familiar	with	it	in	the	way	that	his
radiology	technician	Robin	is.	It	makes	sense,	then,	for	him	to	ask	her	to	do	that	research.	The	justification	section	of	the	proposal	should	be	the	bulk	of	the	document	and	provide	thorough,	well-researched	reasons	for	each	of	your	requests.	When	it	comes	to	necessary	equipment,	justifications	are	often	simple	to	write.	For	example,	if	there	is	a	new
operating	system	for	your	radiology	equipment,	there	is	little	choice	not	to	purchase	it.	Personnel	changes	are	more	complicated	when	it	comes	to	justification.	Dennis	has	been	campaigning	to	get	his	team	merit	raises	and	offer	a	promotion	to	Ellie,	a	member	of	his	team.	Whenever	he	has	had	a	chance,	Dennis	praises	his	staff	and	brings	them	to
meetings	where	they	can	have	visibility.	Had	he	not	kept	his	team	members	visible	in	this	way,	his	boss	might	not	understand	how	important	their	work	has	been	to	the	company.	During	your	employee	justification,	you	should	not	ramble,	and	instead,	you	should	provide	solid	examples	of	why.	For	example:	“Steve	and	Robin	have	been	working
overtime	consistently	for	the	past	six	months.	After	careful	observation,	it	became	obvious	that	they	were	working	up	to	speed,	but	the	level	of	work	they	are	tasked	with	is	too	much	to	handle	in	a	40-hour	week.	The	overall	cost	of	overtime	for	my	team	is	more	than	the	annual	salary	of	a	new	employee.”	Focus	more	on	what	your	needs	are	and	how
you	will	justify	the	budget	for	them.	Your	budget	proposal	should	be	written	in	clear	sections	to	ensure	that	you	are	not	missing	any	critical	details.	To	write	a	budget	proposal,	it’s	important	to	take	some	time	to	consider	what	is	working	and	what	needs	you	have.	Before	he	begins	to	examine	his	department	in	this	budget	proposal	sample	for	business,
Dennis	takes	a	moment	to	simply	free-write	about	his	department.	This	exercise	will	serve	as	a	starting	point	when	he	focuses	on	his	main	areas	of	concern.	The	first	of	those	is	employee	needs.	In	this	example,	Dennis	knows	that	the	amount	of	work	that	his	department	is	responsible	for	has	grown	to	the	point	that	his	star	employees	are	starting	to
complain	about	being	overworked.	This	means	that	he	will	need	to	justify	another	employee	hire.	He	also	has	a	star	employee	that	he	will	want	to	promote	to	a	supervisory	position,	on	top	of	the	merit	raises	the	rest	of	his	team	have	earned.	Dennis	would	also	like	to	offer	training	and	conference	attendance	to	his	employees	if	they	choose	to	take	it.
While	conferences	can	be	a	large	expense,	sending	one	of	his	top	performers	could	be	invaluable	in	terms	of	industry	knowledge.	Extra	training	classes	could	reduce	the	number	of	working	hours	spent	on	hiring	out	contractors.	In	this	example,	there	are	also	some	issues	in	the	break	room.	Staff	haven’t	complained	about	it,	but	Dennis	wants	to
replace	the	chairs	before	they	become	uncomfortable.	The	rest	of	the	systems	that	his	team	uses	are	in	good	order,	so	these	needs	are	minimal.	If	he	hires	his	new	employee,	Dennis	will	need	to	supply	them	with	all	of	the	equipment	they	will	need,	too.	Dennis	will	make	a	note	about	researching	the	equipment	that	his	staff	uses	to	ensure	that
everything	is	safe	and	up-to-date.	When	working	in	an	industry	that	has	updates	regularly,	such	as	the	medical	field,	many	of	these	expenses	are	a	given.	If	you	need	a	certain	update	or	procedure	conducted	on	your	equipment	to	make	it	usable,	doing	so	is	essential.	Dennis’s	team	is	going	to	be	the	main	support	for	a	major	project.	This	project	has
been	handed	down	by	his	supervisor,	Joyce.	She	told	him	that	this	project	needs	to	be	his	top	priority.	Despite	the	fact	that	Joyce	is	his	boss,	she	does	not	handle	the	budget.	She	will	be	providing	supplementary	information	about	the	project	attached	to	Dennis’s	request.	Now	that	Dennis	has	written	down	the	major	things	that	he	wants	to	put	into	his
budget	proposal,	he	can	begin	to	break	it	down.	The	next	step	he	will	take	is	to	do	thorough	research.	In	this	step,	Dennis	remembered	that	he	wanted	to	promote	an	employee,	Ellie.	Dennis	will	have	Ellie	do	a	portion	of	the	research	as	well,	but	he	will	check	her	work	when	she	turns	it	in.	Because	she	is	extremely	familiar	with	the	equipment	her
team	uses,	she	has	better	insight	into	the	costs	and	value	than	Dennis	does.	He	will	ensure	that	it	is	clear	what	parts	of	the	proposal	Ellie	completed.	When	you	are	submitting	your	budget	proposal,	you	should	mention	similarities	that	will	favor	the	result	you	want.	A	good	example	would	be	giving	your	star	employee	a	promotion.	You	will	first	need	to
find	out	what	her	new	title	would	be	and	then	research	how	much	that	individual	would	make	if	they	left	for	a	competitor.	Showing	that	you	are	offering	market	value	for	her	work	but	not	overpaying	will	reflect	positively	when	reviewed	by	decision-makers.	There	is	no	set	amount	of	time	that	you	should	spend	researching.	If	you	have	access	to	them,
looking	over	old	budget	proposals	that	have	been	approved	will	give	you	an	idea	of	how	much	justification	will	be	needed	per	item.	Seeing	older	budget	proposals	will	also	give	you	a	template	to	follow	as	you	write	your	proposal.	When	completing	the	first	section	of	your	proposal,	start	with	the	highest	priority	and	make	your	way	down.	Dennis	will
begin	with	the	project	that	Joyce	gave	him.	While	he	is	writing	about	the	needs	for	this	project,	Dennis	will	outline	the	requirements	and	annotate	when	Joyce	or	Ellie	gave	him	particular	information.	If	either	Ellie	or	Joyce	mentioned	a	need	that	he	didn’t	consider,	Dennis	would	put	their	paragraph	in	with	annotated	credit	for	the	work	done.	This
project	is	going	to	need	extensive	work	to	be	completed.	If	a	project	requires	you	to	hire	contractors	or	use	employees	holding	certain	certifications,	you	should	include	both	options	if	you	can.	Typically,	you	want	to	be	able	to	handle	a	project	in-house;	however,	different	industries	have	different	needs.	After	seeing	to	the	needs	of	the	project,	Dennis
feels	that	his	next	priority	is	his	staff.	He	will	highlight	their	work	and	mention	them	by	name,	if	possible.	Dennis	is	also	prepared	to	show	some	of	the	work	that	his	employees	did.	He	will	illustrate	the	level	of	work	that	is	being	done,	the	market	value	for	that	work	and	then	show	how	he	is	keeping	up	with	that	value.	The	minor	equipment	that	Dennis
wanted,	in	this	case,	will	be	left	off	his	budget	entirely	so	he	can	focus	on	his	staff	and	their	project.	The	term	budget	cycle	refers	to	the	time	frame	that	the	budget	covers.	Some	companies	use	annual	cycles	while	others	use	monthly.	Many	companies	follow	monthly,	quarterly	and	annual	budget	cycles.	The	larger	the	business,	the	more	oversight	the
budget	will	naturally	need.	As	we	have	explored	above,	there	are	typically	many	moving	parts	per	department.	These	budgets	make	it	easier	for	your	finance	department	to	do	their	job,	since	they	can	take	your	budget	proposal	and	prepare	the	needed	reports.	These	budget	proposals	can	also	highlight	pain	points	within	an	organization.	The	finance
department	will	then	raise	or	lower	budgets	accordingly.	These	budget	frames	will	help	managers	like	Dennis	plan	projects	for	his	team.	There	are	several	phases	of	all	budget	cycles.	Each	one	of	them	is	composed	of	some	smaller	steps	and	preparation.	Depending	on	your	industry,	you	may	need	to	implement	more	measures.	Preparing	the	budget	is
the	first	step	in	the	budget	cycle.	You	should	propose	a	budget	for	your	finance	department	or	other	decision-makers	to	review.	Follow	the	steps	above	when	you	are	putting	together	your	proposal.	Find	out	what	your	specific	departmental	needs	are,	research	them	and	then	justify	them.	Try	to	keep	your	justifications	precise	instead	of	vague,	so	you
paint	the	most	transparent	picture	possible.	The	budget	approval	phase	tends	to	take	the	most	time	of	any	in	the	cycle.	After	carefully	assembling	your	budget	proposal,	you	will	send	it	to	the	finance	department,	CFO	or	board.	They	will	then	read	it	over	and	typically	send	it	back	with	questions	or	suggested	changes.	Typically,	you	will	then	take	their
comments,	rework	your	proposal	and	send	it	again.	This	step	will	likely	repeat	until	the	powers	that	be	approve	your	budget.	This	particular	step	can	cause	a	lot	of	ruffled	feathers.	It	is	important	to	remember	that	you	are	all	working	toward	the	same	goals	as	a	company.	The	finance	department,	CEO	or	board	has	a	different	snapshot	of	your	company
than	you	do,	so	they	may	need	more	explanation	or	have	different	ideas	as	to	how	any	available	funds	should	be	allocated.	Once	the	funds	have	been	approved	for	your	use,	you	can	begin	to	implement	your	budget.	If	you	have	done	all	of	the	work	appropriately,	your	budget	should	be	a	statement	of	your	department’s	strategy	and	trajectory	for	the
cycle.	It’s	important	to	rely	heavily	on	this	framework	as	the	fiscal	cycle	progresses.	
how	to	make	a	budget	for	a	project	proposal.	how	to	budget	for	a	project	proposal.	how	to	write	a	budget	in	a	project	proposal
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http://mtreurope.com/ckfinder/userfiles/files/nowapaluvewo.pdf
https://traveltokiev.com/wp-content/plugins/super-forms/uploads/php/files/5hafu399du7f04vbgdk4t4vc11/tilifigatiruwolotafemug.pdf
https://unosms.us/userfiles/file/dovugerazewovibalunob.pdf
http://www.hermosabeachbungalows.com/userfiles/files/89850872911.pdf
http://sb-78.ru/files/file/sison.pdf

