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[bookmark: _1osw5fxm327v]Creator Grant Project Budget
[bookmark: _co5u1f21tz2f]Step-by-Step Instructions
This workbook is a preliminary planning tool. It helps judges understand your project, expenses, compensation, and funding plan.
Your budget may change as the project develops. Use reasonable estimates based on what you know now.
[bookmark: _go9t0tc9mwl0]Color Key
· Light gray cells: Creator entry
· White cells: Automatic formulas
· Gold: Section headers
· Planning Checks: Causability review
Enter information only in blank light-gray cells. Do not edit formulas, totals, linked cells, or planning checks. Cells showing $0.00 will update automatically when information is entered.
[bookmark: _r23s376dp4ph]Step 1: Start Here
Enter:
1. Creator name
2. Project title
3. Nonprofit partner
4. Nonprofit contact
5. Application date
6. Anticipated project start date
7. Anticipated project completion date
8. Causability grant amount requested
9. Workbook version or date, if requested
The grant request may be up to $5,000. Anything listed over that amount without proper documentation the application will be disqualified
[bookmark: _4bxnwgi7al4h]Step 2: Estimate Creator Compensation
Open Creator Compensation.
For each activity that applies, enter:
· Estimated hours
· Proposed hourly rate
· Funding source
· Draw allocation
· Notes, if helpful
The workbook calculates:
Estimated Hours × Proposed Hourly Rate = Estimated Compensation
Activities may include:
· Project planning
· Creative production
· Nonprofit coordination
· Community engagement or delivery
· Documentation and content
· Reporting and administration
· Project travel time
· Other creator activity
Use reasonable estimates. The purpose is to show judges how you have planned your time and compensation.
[bookmark: _15kkgj15h06d]Step 3: Complete the Project Budget
Open Project Budget.
List the main expenses you currently anticipate, including:
· Creator compensation
· Materials and supplies
· Equipment
· Professional services
· Subcontractors
· Venue or rental fees
· Travel and transportation
· Marketing and promotion
· Documentation and media
· Participant or program expenses
· Other approved project costs
For each expense, enter:
1. Category
2. Expense description
3. Vendor or payee, if known
4. Quantity
5. Unit cost
6. Funding source
7. Draw allocation
8. Notes, if helpful
The workbook calculates the estimated total.
This is a working budget. Expenses and allocations may be revised as the project develops.
[bookmark: _wmat7e5kkxvs]Step 4: Add Other Funding and In-Kind Support
Open Other Funding & In-Kind.
[bookmark: _dfts4lfsd9g8]Other Cash
The Causability grant is already listed as requested. Do not change that row.
Add other cash sources, such as:
· Nonprofit funds
· Other grants
· Sponsorships
· Donations
· Committed project support
For each source, enter the amount, confirmation status, purpose, contact information, and notes.
If the grant does not cover the project’s full anticipated cost, the remaining funding must be identified and secured before the application is submitted.
Expected ticket sales or future fundraising should not be listed as secured funding unless already guaranteed or committed.
[bookmark: _806tkm466xut]In-Kind Support
List donated goods or services that directly support the project, such as:
· Donated venue space
· Materials
· Equipment
· Professional services
· Donated labor
Enter the contributor, description, estimated value, confirmation status, and supporting notes.
Use a reasonable fair-value estimate.
[bookmark: _ubkhzurzvsfh]Step 5: Complete the Three-Draw Plan
Open Draw Plan.
For each draw, enter:
· Project stage or milestone
· Anticipated request date
· Required documentation or update
· Notes
Draw amounts are linked from the Project Budget.
Draws may generally relate to:
· Project preparation and initial purchases
· Creative production or community engagement
· Final delivery, documentation, and reporting
Review the lower section to confirm that Causability-funded expenses are assigned to one or more draws. The three draws should equal the total grant requested.
[bookmark: _tp60ydh9m3th]Step 6: Review Planning Checks
Return to Start Here and review the Planning Checks.
The checks review:
· Grant request amount
· Project dates
· Budget allocation
· Funding totals
· Draw assignments
· Three-draw total
· Creator compensation
Some checks may show Review while the workbook is incomplete. Correct any clear omissions before submitting.
[bookmark: _3koga3ivzfms]Step 7: Draw Administration After Award
Draw Administration is used after a grant is awarded by the creator and Causability.
It tracks:
· Planned and requested amounts
· Request and payment dates
· Required Zoom meetings
· Documentation
· Approvals
· EFT or transaction references
· Draw status
A check-in meeting is required before each draw.
[bookmark: _xleg3bpqiol9]Step 8: Budget Revisions
Use Budget Revisions after an award when a significant change is needed.
Record:
· Requested change
· Amount
· Reason
· Original and proposed category or draw
· Decision and approval information
A revision does not change the approved budget until Causability approves it in writing.
[bookmark: _g59q99hs7vpi]Step 9: Final Actuals
Use Final Actuals at project closeout.
Enter:
· Actual Causability spending
· Actual other cash
· Actual in-kind support
· Vendor or payee
· Receipt or file reference
· Explanation of significant differences
Keep receipts, invoices, payment records, and creator time records.
The first budget is not expected to be exact. It is a planning estimate that may be updated as the project develops.
[bookmark: _bjusb6hstyj8]Before Submitting
Confirm that:
· Project information is complete
· Creator compensation is included
· Main expenses are listed
· Subcontractors and rental fees are included, when applicable
· The full anticipated project cost is shown
· Additional funding is identified and secured, if needed
· Causability-funded expenses are assigned to the three draws
· The current estimates are reasonable
· Planning Checks have been reviewed
· The completed budget is uploaded with the online application
After an award, the budget will be saved in the creator’s Causability grant folder and may be revised with approval.
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