INSTRUCTION ON THE FORMATION OF THE WORKING PLAN AND BUDGET FOR 2019

PROCEDURE FOR FILLING IN THE DIGITAL VERSION OF THE DOCUMENT
WORKING PLAN AND BUDGET
Part 1. General information
When working on formation of the budget of a project application, the Applicant must comply with the principle "Proper results with lowest expenses", the three components of which are as follows:  
· economy - minimized cost of resources (the principle of the lowest price),  
· high efficiency coefficient , 
· the most effective interventions. 
Each separate line (row) of the budget and the budget in general must: 
· Not double expenses, the cost of which has been provided from other resources of financing (other donors, state subsidies, orders etc.)
· Be in line with the suggested program objectives of the project.
· Reflect a realistic spending pace.
· Be arithmetically correct and not exceed the maximum amount of the available financing in each supported competition area.  
· Contain reasonable and well-grounded quantitative and cost definitions. 
· Guarantee that total average engagement of staff under all projects implemented by the Applicant with the financial support of the Global fund from other resources of financing, including donor funds, state financing etc., does not exceed 8 hours per day.
The budget shall be formed according to expense items necessary for the implementation of program tasks.  Expense items, in their turn, shall be grouped in expense categories. 
A detailed description of expenses, developed by the Global Fund for its main recipients, is provided below (Table 1), where expenses are classified under expense items and are put with a certain expense category of the project budget.  
Table 1
	Category of expenses
	Description
	Expense item *                       


	01.0 Human Resources (HR)
	Expenses on human resources are a certain guarantee that the project will be implemented and the set objectives attained by competent and motivated staff. 
	1.1 Sub-grants - Salaries - program management
1.2 Sub-grants - Salaries - outreach workers, medical staff and other service providers
1.3 Sub-grants - Performance based supplements, incentives

	02.0 Travel related costs (TRC)
	Travel related costs are typical travel costs of an employee for a certain period to another settlement in order to fulfill an official task elsewhere than his permanent workplace, which is directly related to the activities and objectives of the project.
	2.1 Sub-grants - Training related per diems/transport/other costs
2.2 Sub-grants - Technical assistance-related per diems/transport/other costs
2.3 Sub-grants - Supervision/surveys/data collection-related per diems/transport/other costs
2.4 Sub-grants - Meeting/advocacy-related per diems/transport/other costs
2.5 Sub-grants - Other transportation costs

	02.0 Travel related costs (TRC)
	Costs of external professional services must be planned with maximum economic profit, providing for reasonable, with a view to set project objectives, volume and time restraints of the provision of such aid, expert assessment, services. 
	3.1 Sub-grants - Technical assistance/consultancy fees
3.4 Sub-grants - Other external professional services
3.5 Other external professional services

	04.0 Health Products - Pharmaceutical Products (HPPP)

	Pharmaceutical products are ready for use drug formulation with an API for treatment of three diseases.
	4.5 Sub-grants - Medicines for opportunistic infections and sexually transmitted infections
4.7 Sub-grants - Other medicines

	05.0 Health Products - Non-Pharmaceuticals (HPNP)
	This category should include all products that cannot be classified as pharmaceuticals (medicines) or medical equipment. 
Products used for prevention, diagnostics or treatment of three diseases, but do not contain API.
	5.8 Sub-grants - Other consumables


	06.0 Health Products - Equipment (HPE)
	A wide range of medical devices and equipment necessary/additional for program implementation, purchased at the GF expense. 
As a rule, these are items with expiry date of over a year, within the category 'fixed assets'.   
	6.5 Sub-grants - Maintenance and service costs for health equipment 71
6.6 Sub-grants - Other health equipment

	07.0 Procurement and Supply-Chain Management costs (PSM)
	Costs of the grant for purchases and supplies of pharmaceutical products, envisaged by the grant, healthcare products and medical equipment from the moment of purchase till the last stage of distribution process.
	7.3 Sub-grants - Warehouse and storage costs
7.4 In-country distribution costs
7.7 Sub-grants - Other procurement and supply management costs

	08.0 Infrastructure (INF)
	Costs on infrastructure must provide for the necessary material basis and working conditions in the course of project implementation and attainment of the set goals of the project financed at the GF expense. The budget on infrastructure and non-medical equipment must be based on the estimation of specific needs. The estimation of needs must include a review of the state of existing fixed assets and infrastructure available to the project executor, and provide grounds for their replacement or purchase of new items. 
** any costs of healthcare infrastructure and medical equipment should be placed within the category "Healthcare products  - equipment"
*** operational costs related to infrastructure objects, including repair and maintenance, purchase of additional items, necessary for supporting the working condition of already existing ones, should be put within 8.3
	8.1 Sub-grants - Furniture
8.2 Sub-grants - Renovation/constructions
8.3 Sub-grants - Infrastructure maintenance and other infrastructure costs

	09.0 Non-health equipment (NHP)
	
	9.1 Sub-grants - IT - computers, computer equipment, software and applications
9.3 Sub-grants - Other non-health equipment
9.4 Sub-grants - Maintenance and service costs non-health equipment

	10.0 Communication Material and Publications (CMP)
	Printed materials, costs of advertisement, information campaigns, videos, radio programs production, directly related to the program; media events, educations, promotional materials and their dissemination. 
	10.1 Sub-grants - Printed materials (forms, books, guidelines, brochure, leaflets...)
10.2 Sub-grants - TV and radio
10.3 Sub-grants - Promotional material (t-shirts, mugs, pins..) and other communication material and publications costs

	11.0 Programme Administration costs (PA)
	Indirect overhead costs and costs of the support of the organization's work are practically 'direct', i.e., directly related to the grant implementation. This category includes: rent, utilities; energy, telephone, Internet, insurance, fuel, security, cleaning, post expenses.
	11.1 Sub-grants - Office-related costs
11.4 Sub-grants - Other PA costs

	12.0 Living support to client/ target population (LSCTP)
	Support provided to client and patients in financial or material form with a view to ensuring their access to the program services: tuition fee for orphans, support of foster families, costs of transportation to healthcare institutions and care centers, costs of motivation measures, food and hygiene packages, and costs of patients care.
	12.2 Sub-grants - Food and care packages
12.4 Micro-loans and micro-grants
12.5 Sub-grants - Other costs related to living support to client/target population


* Please note that depending on the area to be supported based on the competition results, the list of expense items may be limited.  
Part 2. The structure of and general requirements to the formation of the document WORKING PLAN AND BUDGET
Order of filling in information in the tabs:
· General information on the project and the Applicant - Tab 1;
· Program budget of the project - Tabs 2 and/or 3;
· Administrative budget of the project - Tab 4;
· Information about executors of the project, the place and schedule of their services provision under competition areas - Tab 8;
· Information on available sources of financing and personal engagement of persons involved in the project implementation within the organization (including involved consultants), with regard to projects and sources of financing - Tabs 9-10;
Please note that in order to simplify work with the file, formulas, necessary for the calculation, have been filled in. The organization fills in only cells with NO COLOUR.  Please work in this very file and do not change its structure (do not delete rows, columns and information in the cells if it is already there). 
2.1.1. Order of filling in "Settings" tab.
· Please enter general information about the organization of the Applicant - "Full name of the organization", "Project title", "Country".
· From the whole list of competition areas, choose only those for which budget is expected to be formed 
2.2. Tab structure of the file: "Annex. Detailed budget.
Tabs of the file "Annex. Detailed budget" are designed for forming budget of the project and structured vertically under 6 blocks: 
· 1. Working plan - columns A-D 
· 2. Activity cost calculation - Project budget  - columns E-O
      Image 1 
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· 3. Activities schedule - columns P-AA.
· 4. Quarterly budget  - columns AB-AE
· 5. Activities schedule by quarter - columns AF-AI.
Image 2
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2.3. Order of filling in tabs "Detailed Budget and Working Plan" 
· In column B, choose from the list that opens, an area or a sub-area in which your organization submits the project proposal. In accordance with the chosen area in column B, data in columns C and D are inserted AUTOMATICALLY. 
· In column E, enter information about Activity.               

· In column G, enter detailed information about "Cost description/name of the executor", taking the following into account: for all expense items of the expense category "01.0 Human Resources, LAST NAME of the executor must be indicated, if on the date of project budget formation the executor has already been appointed or "VACANCY"/"COMPETITION" if the executor is not known yet. EXPENSE DESCRIPTION MUST BE FORMULATED AS DETAILED AS POSSIBLE. 
· Choose in column I in every cell from the list that opens, when the cursor is inside of it, "Category of expenses" (Items of expenses from table 1, section 1), forming the project budget.
· Under the expense item from the list in column I, expense category in column H will be inserted automatically. 
· Enter unit of measure in column J (month, unit etc.).
· In column K, total number of units will be inserted AUTOMATICALLY, after the Organization feels in the data in the activities schedule (columns P-AA). 
· In column L (for all expense items of the expense category 01.0 Human Resources"), indicated the cost for 100% engagement, with the exclusion of motivational payments and bonuses for the results of work of services provision;
· In column M ((for all expense items of the expense category 01.0 Human Resources"), indicate % of engagement of a project executor in the project. It is advisable that engagement % is divisible by 5  (5%, 10%, 15%, 25%, 30%, 35% etc.)
· Units of measure are entered in column N (for all categories of expenses except expense items under expense category "01.0 Human Resources"). 
· Column O is filled in AUTOMATICALLY.
· In columns P-AA (Activities schedule), enter information, strictly abiding by the implementation period of a program component. 
· Columns AB-AE (Quarterly budget) is filled in AUTOMATICALLY.
· Columns AF-AI (Activities schedule by quarter) is filled in AUTOMATICALLY.
The result of filling in the tab "Annex. Detailed budget" - formation of project budget under competition areas with financial support of the Network. The Applicant can see summarized data of recommended areas in the tab "SETTINGS".
2.4. Tab structure of the file: "Annex. Working Plan" File tabs contain information formed AUTOMATICALLY.  
This tab cannot be edited by the Applicant. In order to disable it, data in this tab are protected from editing.
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2.5. Structure and order of filling in the file tab: "Project staff" (Image 4)
File tab "Project staff".
Image 4
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1. Information about project executors (full name), names of its functions in the draft project budget and DETALIZATION of its functions. If, at the moment of submission of the application for competition, an Applicant does not have respective staff, "Vacancy"/"Competition" is indicated. 
2. Information about competition areas in which the mentioned executor will be performing his work or providing services, the format of his relationship with the Applicant and his workload in a 40 hour work week.
3. Place and schedule of services provision.
2.6.  Financing conditions
Competition participant, by submitting an application for the competition: 
1. GUARANTEES absence of already received or expected financing from other donors for the purposes and objectives stipulated by the application and included in its budget;
2. GUARANTEES, that the budget has been formed taking into account a fair and well-grounded division of financing shares between the donors;
If an activity stipulated in the application is financed by other donors, the competition participant must submit a budget complying with the following principles: a) activity under the projects that has already received financing from another donor must be excluded (with the exception of expansion of such activity, if additional activity/expansion of activity is necessary and well-grounded, will complement the current activity, will not involve the doubling of activity and financing, nor suggest ungrounded expenses); b) the division of financing shares of the participant's activities between donors is transparent, fair and well-grounded.   
1. Working plan





2. Activity cost calculation/Project budget





No. (budget line)





Number of units





For expense category 01.0 Human Resources, indicate cost under 100% employment





% of involvement in the project





Unit cost





Project budget





3. Activities schedule 2019





4. Budget by quarter 2019





Number January 2019





Number Q1 2019





5. Activities schedule by quarter





Number February 2019





Number March 2019





Number April 2019





Number May 2019





Number June 2019





Number July 2019





Number August 2019





Number September 2019





Number October 2019





Number November 2019





Number December 2019





Number Q2 2019





Number Q3 2019





Number Q4 2019





Annex. Project working plan





Budget by quarters 2019





Competition area





Type of activity (working plan line)





(empty)





(empty)





Quarterly working plan 2019





No.





Detalization of function in the project





Full name





Function in the project





Amount of time (in hours)


in 40 hour work week





Place of work/services provision





Schedule of work/services provision





Week days





from





to
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Intervention
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