Guidance notes on Project Budget Heads in SGP Proposals

The following guidance notes are aimed to clarify the following:

1. The items that are to be classified under administrative costs, activity costs and items that are not allowed

2. Administrative costs in any project should be between 25%-30% of total project cost Keeping in view this the following is proposed.

	Proposal Budget Heads
	Explanatory Notes



	A. Administrative Costs



	Salaries
	Salary of the staff, village volunteers involved in the project will be considered as administrative costs as it does not directly accrue benefit to the project but facilitates project implementation



	Travel
	Cost incurred on travel of staff within project areas for project purposes other than capacity building and training of staff.



	Communication and Administration 
	Cost incurred on day-to-day office running expenses such as postage, printing (other than printing of survey reports), electricity, telephone, fax, stationary etc. 



	Contingency
	It is meant to tide over unforeseen expenses and should not exceed 2-3% of total project cost.



	B. Project Activity Costs



	Capacity building of staff & communities
	Capacity building of staff and communities including workshop, meetings, training, and travel for training purposes will be considered activity cost as they directly support the project implementation.   



	Development activities
	The cost incurred on all such activities that are proposed for implementation of the project. For e.g. Construction of structures, establishing micro & small scale processing units, vegetative measures, nursery raising, packaging, conservation measures, studies, surveys etc.   



	Monitoring & Evaluation
	Monitoring and evaluation exercises such as meetings, discussions, physical verifications, studies including reporting and documentation will be considered as activity costs.  

	Consultants/Resource Persons
	The cost of engaging external consultants for direct project related activities that have been classified under development activities.

 

	Formation of local institutions/groups
	Costs incurred on formation, stabilization, linking and meetings of groups. Social capital costs



	Planning activities
	Costs incurred on baseline surveys, participatory exercises and micro planning.



	C. Items that are NOT ALLOWED



	Capital items
	Any item that will add to fixed assets of the organization will be considered as capital items. Buying capital items for office/ organization such as land, building, furniture, fixtures, computer, printers, fax machine, camera, photocopier etc. are not allowed. 




Notes: 

1. The Guidance note is for the UNDP GEF SGP projects. Needs to be considered while analyzing proposals submitted by the proponents on the total project cost.

2. All proposed costs should be reasonable and according to the local needs and should be justified and supported by the project partner.

3. Wherever possible, costs should be shared with communities, organization and or other donors to have better ownerships.  

