PREPARING PROGRAM BUDGETS
1. Choose an educational program that you are presently or will be planning and prepare an estimated expense budget for that program using the following chart. Put an X in the space provided if no costs are incurred for that item. When entering amounts of money make sure you have entered researched and reasonable amounts.
	Budget Items
	Development

Costs
	Delivery

Costs
	Evaluation

Costs
	Subtotal

	Internal Staff
	*
	*
	*
	*

	Program planners
	
	
	
	

	Instructors

Facilitators
	
	
	
	

	Technology

Specialists
	
	
	
	

	Clerical/ other support staff
	
	
	
	

	External Staff
	
	
	
	

	Program consultants
	
	
	
	

	Instructors Facilitators
	
	
	
	

	Technology Specialists
	
	
	
	

	Support Staff
	
	
	
	

	Instructional Materials
	*
	*
	*
	*

	PowerPoint presentations
	
	
	
	

	Books and Articles
	
	
	
	

	Manuals
	
	
	
	

	Videotapes
	
	
	
	

	Videodiscs
	
	
	
	

	Audiotapes/CDs
	
	
	
	

	Overhead transparencies
	
	
	
	

	Slides
	
	
	
	

	Computer chargers
	
	
	
	

	Satellite uplink/downlink
	
	
	
	

	Videoconferencing
	
	
	
	

	Telephone charges
	
	
	
	

	Other
	
	
	
	

	Facilities
	*
	*
	*
	*

	Large meeting rooms
	
	
	
	

	Break-out rooms
	
	
	
	

	Staff work rooms
	
	
	
	

	Social/entertainment areas
	
	
	
	

	Sleeping accommodations
	
	
	
	

	Staff
	
	
	
	

	Participants
	
	
	
	

	Computer access
	
	
	
	

	Staff
	
	
	
	

	Participants
	
	
	
	

	Telephone and fax
	
	
	
	

	Parking
	
	
	
	

	Food
	*
	*
	*
	*

	Catered meals
	
	
	
	

	Staff
	
	
	
	

	Participants
	
	
	
	

	Special needs
	
	
	
	

	Staff
	
	
	
	

	Participants
	
	
	
	

	Refreshment breaks
	
	
	
	

	Special functions (such as social hours, receptions, hospitality suites)
	
	
	
	

	Travel
	*
	*
	*
	*

	Planning and follow-up meetings
	
	
	
	

	To and from program
	
	
	
	

	Staff In-house
	
	
	
	

	Staff External consultants
	
	
	
	

	Participants
	
	
	
	

	Educational related outings
	
	
	
	

	Entertainment outings
	
	
	
	

	Equipment 
(rent or purchase)
	*
	*
	*
	*

	Media playback
	
	
	
	

	Media record
	
	
	
	

	Computers
	
	
	
	

	Video projectors
	
	
	
	

	Overhead projectors
	
	
	
	

	LCD projectors
	
	
	
	

	Screens
	
	
	
	

	Other
	
	
	
	

	Special Services for Participants
	*
	*
	*
	*

	(sign language experts, note takers, interpreters)
	
	
	
	

	Marketing Plans
	
	
	
	

	Target and contextual analysis
	
	
	
	

	Promotional materials
	
	
	
	

	Design
	
	
	
	

	Purchase
	
	
	
	

	Printing
	
	
	
	

	Distribution and mailing
	
	
	
	

	Return processing
	
	
	
	

	General Costs
	
	
	
	

	Overhead
	
	
	
	

	Benefits
	
	
	
	

	Other Costs
	
	
	
	

	Subtotal for each type of cost
	
	
	
	

	
	
	
	
	

	
	
	
	Grand Total Cost 
	$__________


2. If you need to cover all or part of these program costs, identify what sources of income you will use and estimate how much funding will come from each source.

	Income Source
	Amount of Income/Subsidy

	Parent organizational subsidy
	

	Sponsorship funds
	

	Participant fees

(fee X # of estimated participants)
	

	Auxiliary enterprises and sales

(item or service to be sold X # of estimated customers)
	

	Grants and contracts
	

	(list each source of funding with amount.)
	

	1.
	

	2.
	

	3.
	

	Government Funds
(list each source of funding with amount)
	

	1.
	

	2.
	

	3.
	

	Profit from any educational units
	

	Miscellaneous income
	

	
	

	
	Total Income $ ___________________


3. If your expense and income sources are not inline, describe how you would adjust either one or both in order to achieve your budget objective (for example, breaking even on expenses, earning 10 percent over cost).

