How to complete the budget template – TAC Community Road Safety Grants
The columns that you need to fill out in the spreadsheet are those with RED titles. There is an example spreadsheet attached to the template to assist you if you have difficulties. Sections in blue in these instructions refer to your last budget report. It will be much easier if you have this with you when you fill out the budget report.
A simple way to make the budget reporting process easier is to save all of your budget reports in the same file on different worksheets. This way the information is saved in the same place, and you can easily refer to previous budgets to assist you in your future calculations.

Expenses
1) Column B shows you the total amount of money that is budgeted for each item for the duration of your project. You can not change these figures.

2) In Column C, fill out how much money you have spent on each item during this reporting period. 
3) If this is your first budget report, this will be the total amount of money that you have spent on each item since commencing the project, and the same figure should be entered into Column D.  
4) Column D needs to show the total amount of money spent on each item since you started the project. If this is your first budget report, this will be the same as Column C.  If this is not your first budget report the figure may be higher.  The easiest way to calculate this is to look at your last progress report. Add the “total expenditure to date” (Column D) from your previous budget to the “expenditure during reporting period” (Column C) of the current budget. 
5) Look at Column E. This is going to tell you how much money you have left to spend on each budget item for the duration of your project. This is calculated by subtracting the amount you have spent from the amount that is budgeted. You can not change these figures.
6) Column F shows the amount of money that you think you will need for each item in order to complete the project. The figure in Column F will be the same as the corresponding figure in Column E if nothing has changed in your budget. If you are going to (or already have) overspend or underspend on an item, this is an opportunity to show that in the budget. You should provide an explanation in the comments section if Column F does not equal Column E. 
Income

1) The total amount of money budgeted for your project (from the TAC and from other sources) is shown in Column B. These figures can not be changed.

2) In Column C, enter the amount of money that you have received during the reporting period from each source. 

3) In Column D, enter the total amount of money that you have received for this project. Add the “total received to date” (column D) from your previous budget plus the amount from Column C of the current budget. If this is your first progress report, Column D will equal Column C. 
4) Column E will automatically calculate the amount of income for the project that you have not yet received from each source.

5) Most of the time, the figure in Column F will be the same as the corresponding figure in Column E. However, if you have been awarded any more funding for this project or will not receive as much as originally anticipated, you will need to adjust this figure to incorporate the additional or missing funds. You should provide an explanation in the comments section if Column F does not equal Column E.  
Budget checklist
1) Have you checked the final total project balance at the bottom of the document?  Does it make sense?  Please note that a large surplus or deficit will require an explanation (and may indicate that you have not filled out the budget correctly).

2) Have you entered information into ALL the boxes in ALL the red numeric columns?
3) Have you compared the report to your previous budget report?  Total expenditure for each item should not reduce from one report to the next.

4) Have you included an explanation for any item where the anticipated expenditure is different to the remaining budget set aside for this purpose?
5) Have you included an explanation for any anticipated expenditure that has not yet been received?
6) Are all the figures you have entered positive dollar values?  PLEASE NOTE that it is highly unlikely that you would need to enter a negative expenditure or income (an example would be a refund on faulty equipment)

7) Are all the figures that you have entered exclusive of GST? (you need to set out the GST separately, if applicable),
8) If this is your final report – have you ensured that the future expenditure column is zero?
9) Have you rechecked the final total project balance?  Remember that any changes you have made may affect this figure so this should be your final check before submitting the report.

