SAMPLE BUDGET

Directions: This assessment tool is for use by Human Resources or senior staff only. It is not for distribution to all employees. 
	Line Items
	Internal

Resources

(new agency

budget

allocation)

	Internal

In-kind

(reallocation

of existing

agency staff,

shared

budgets, or

resources)
	External

Resources

(grants or

financial

resources:

public or

private

sources)
	External

In-kind

(donated

services or

non-financial

resources)

	Personnel

(Staff or Contractors)

	Coordinator
	
	
	
	

	Data manager
	
	
	
	

	Administrative support staff
	
	
	
	

	Technical support/consultants
	
	
	
	

	Subject matter experts
	
	
	
	

	Meeting facilitators
	
	
	
	

	Graphic designer
	
	
	
	

	Marketing/PR specialist
	
	
	
	

	Copy writer/editor
	
	
	
	

	Web site designer
	
	
	
	

	Fringe benefits
	
	
	
	

	Services (Non-Personnel)

	Duplication and Printing
	
	
	
	

	Steering/advisory group materials
	
	
	
	

	State plan publication
	
	
	
	

	Companion documents
	
	
	
	

	Letterhead
	
	
	
	

	Press kits, marketing materials
	
	
	
	

	
	
	
	
	

	Rental
	
	
	
	

	Conference and meeting rooms
	
	
	
	

	Conference booth rental
	
	
	
	

	Computer equipment rental
	
	
	
	

	
	
	
	
	

	Equipment and Maintenance
	
	
	
	

	Audio equipment
	
	
	
	

	Presentation equipment
	
	
	
	

	Other equipment purchase
	
	
	
	

	Computer/copier maintenance
	
	
	
	

	
	
	
	
	

	Advertising
	
	
	
	

	Public meeting notices
	
	
	
	

	Promotion of state plan in small media (newsletters, conference programs)
	
	
	
	

	General media placement (radio, print, web, television)
	
	
	
	

	
	
	
	
	

	Postage
	
	
	
	

	Steering/advisory group mailings
	
	
	
	

	Overnight delivery services
	
	
	
	

	Meeting announcements
	
	
	
	

	Circulation of drafts
	
	
	
	

	Correspondence to partners
	
	
	
	

	Dissemination of plan and companion documents
	
	
	
	

	Marketing materials
	
	
	
	

	
	
	
	
	

	Utilities, Telecommunications
	
	
	
	

	Conference call services
	
	
	
	

	Long distance services
	
	
	
	

	Web site service
	
	
	
	

	Electric
	
	
	
	

	
	
	
	
	

	Supplies
	
	
	
	

	Office supplies
	
	
	
	

	Meeting supplies
	
	
	
	

	Computer supplies
	
	
	
	

	Graphic design software
	
	
	
	

	Data software
	
	
	
	

	Plaques or certificates of thanks for steering group members
	
	
	
	

	
	
	
	
	

	Travel
	
	
	
	

	Staff meeting travel, lodging, and per diem
	
	
	
	

	Steering group travel and lodging
	
	
	
	

	
	
	
	
	

	Other Direct Costs
	
	
	
	

	Meeting refreshments
	
	
	
	

	Literature search/retrieval fees
	
	
	
	

	Incentives for focus group participation
	
	
	
	

	
	
	
	
	

	Indirect Costs
	
	
	
	

	TOTAL
	
	
	
	


www.cdc.gov/leanworks
