THE HARVEST FOUNDATION
FULL PROPOSAL PROGRAM BUDGET
INSTRUCTIONS

The Full Proposal Program Budget form is an Excel spreadsheet that must be submitted along with the Full Proposal for grant consideration.

1. Select the tab at the bottom of the spreadsheet that reflects the number of grant years in your proposal.

2. For multi-year proposals, scroll to the right to access each subsequent year of your request.  You can also jump to specific grant years using the “Go To” hyperlinks in the spreadsheet.   Grant years will print out on separate sheets.  
3. Describe each line item of HF grant funding requested in the “Project Detail” column.  Then enter the dollar amount requested from HF for each line item in the “HF Requested Funding” column.  All line item rows must appear in the same numeric order in all grant years even if a particular line item is not funded in every year.  For years when a line item is not funded, enter “0” in the appropriate cell in the HF Requested Funding column.
4. Multi-year grant budgets will have a “Total Summary” spreadsheet that automatically calculates line item and budget category totals for the entire proposed grant period.  While the cells containing dollar amounts are automatically populated on this sheet, you must enter the Project Detail descriptions for each line item ensuring that the row numbers for line items remain constant throughout all grant years.  
5. Enter the source by name of any other funders who have either committed or who will be asked for financial support for this project in the “Other Funding Sources” column.  Then enter the amount either committed or requested in the appropriate columns to the right.
6. List the estimated cash equivalent value of any projected or committed in-kind contributions in the “In-kind Resources” column.

7. The “Total Budget (cash only)” column contains a formula that automatically adds HF Requested Funding with Cash Committed and Cash Requested from other sources.  DO NOT enter data into the Total Budget column as this will delete the totaling formula.

8. The blue highlighted rows contain formulas that automatically calculate subtotals for cash amounts entered in the line items under each Budget Category.  If a line item row is added within any Budget Category, the subtotal formula in the corresponding blue highlighted row will have to be amended to reflect the added line item row.  As stated in item four above, all line items, including those added by the applicant, must appear in all grant years in the same order.  DO NOT enter data in the blue highlighted row as it will delete the totaling formula.
9. The yellow highlighted row contains formulas that automatically calculate a grand total of the Budget Category subtotals for each cash-related column.  DO NOT enter data in this row as it will delete the totaling formula.
10. After you have entered your data into the required cells, check all formula areas mentioned above to verify that the correct calculations are applied and that formulas have been correctly amended to account for any added line items within Budget Categories.

11. Please do not hesitate to contact your HF program officer for help with this form.
