STRYVE Online Take Action Tools and Tip Sheets:
Budget Worksheet
Worksheet for Developing a Budget
Phase: Organize for Success
Step: Assess Resource Needs and Secure Commitment
Synopsis
This worksheet identifies major categories where costs are possible during the community’s strategic planning process to prevent youth violence. A good way to begin completing the worksheet is by asking the question, “What is it going to take to carry out the strategic planning process?” While the answer to this question will undoubtedly vary depending upon the unique characteristics and circumstances of the community, common costs within each category include those below, along with questions for consideration. Be sure to identify in-kind resources to fully document the actual costs of the effort and recognize the commitments of participating Coalition partners or other community sponsors.
Personnel 
Support for the efforts of your Coalition to prevent youth violence must come from identified staff. For example, staff will obtain requested documents and other information, provide support (i.e., organize meetings, take minutes, or conduct follow-up work), and organize the Coalition’s work.
The first step in completing the personnel budget is to identify staff members available to support the process. Questions to consider include:
Will you need to hire a full-time staff person to manage the process?
Will you need other full- or part-time staff, such as a secretary, administrative assistant, epidemiologist, or other personnel with specialized expertise?
Which staff members from groups and organizations represented by members of the Coalition will support the planning effort? (Include in the budget only those persons who will provide staff support to the process, not those who will be participating exclusively as Coalition or Coalition Committee members.)
After identifying staff needs, indicate the full-time salary for each position and the proportion of staff time dedicated to the youth violence prevention strategic planning process. Multiplying columns B by C will result in the resources needed to support each position (column D). Then, working with Coalition partners and other key community participants, identify the sources of support (either new or in-kind) for each position (column E).
	A
	B
	C
	D
	E

	Personnel
	FTE Salary
	% Time
	Total Cost
	Source

	Example: Health Planner
	$35,000
	65%
	$22,750
	Local Health Department (in-kind)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Contractual Costs 
Contractual costs may take the form of either consultant agreements or contracts with other organizations to carry out specific components of the youth violence prevention effort (e.g., conducting a community survey, data analysis). The need for contractual support will depend in part on the availability of existing staff to provide in-kind support. Questions to consider include: 
Are there Coalition partners that can carry out a component of the project?
Are there necessary activities for which Coalition staff lack either the time or expertise to perform? Could a consultant or another agency complete this task?
Do we need a consultant to manage and document the entire process or for a single task (e.g., data collection or facilitation)? 
Do we want to procure facilitation services for the process?
How will we pay the consultant (e.g., by the hour, by project component, or on a flat-fee basis)? Paying on a project component or total project basis may eliminate the risk of having to pay a consultant for accruing more hours than anticipated.
Use column A below to identify the individual or organizational contractor(s) to engage for the youth violence prevention strategic planning process. Identify the scope of services (e.g., analyzing community health status data, facilitating visioning sessions, managing the process, etc.) in column B, along with the unit of service (e.g., hour, day, task, or project) in column C, and the total units needed in column D. Multiplying column D by column E will yield the total contractual costs for the process (column F). . Then, identify the sources of support (either new or in-kind) for each contractor (column G).
	A
	B
	C
	D
	E
	F
	G

	Contractor
	Service Scope
	Service Unit
	Total Units
	Unit Cost
	Total Cost
	Source

	Example: Jane Smith
	Facilitate 5 meetings
	Hour
	10
	$50
	$500
	United Way

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other Costs 
Additional costs are likely throughout the youth violence prevention strategic planning process. Identify whether the source of these costs will be in-kind contributions or if they will require new sources of funding.
· Meeting Space is an essential need throughout the process. Some activities can be conducted using virtual meeting spaces available through STRYVE Online and using small conference rooms at Coalition member’s offices.  Some other activities may require large meeting rooms (i.e., community meetings). If participating agencies lack sufficient meeting space to accommodate larger meetings, it may be necessary to rent the space. To determine space costs, estimate the number of meetings and the length of each meeting.
· Equipment, such as computers or fax machines, is also essential to document and advance the Coalition’s work.  These resources are necessary to create reports and document minutes of meetings, and participate in online collaborative workspaces.
· Funds may be needed to reimburse some participants for travel to and from the planning meetings, including parking, public transportation, or mileage reimbursement.
· Supplies for meetings may include flipcharts, markers, binders for participant materials, name badges, and refreshments.
· Other items may include books or other reference materials for staff to better research and understand a key issue.
· Postage costs are often underestimated. Include costs for postage to mail meeting notices, participant materials, etc.
· Include costs for photocopying for meeting materials, interim and draft reports, reproduction of the final strategic plan.

Use the table below to estimate costs.
	

A
	B
	C
	D
	E

	Expense
	Quantity
	Unit Cost
	Total Cost
	Source

	Example: Computer
	2
	$1200
	$2400
	New

	Example: Large meeting hall for community meetings
	6
	$200
	$1200
	In-kind (donated by county)
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