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6.  Outreach Project Budget Details and Narrative  
 
Budget Detail Table: Complete the budget detail table for each project listed in the Summary 
Table in Section 3 above.  The table rows and columns are labeled and include math formulas to 
help you calculate the budget.  Enter the personnel costs from your staffing table in section 5 in 
column f, row g.  If there are no contracts, leave row q blank. 
 
Budget Narrative/Justification:   Provide a budget narrative that explains and justifies each cost 
and clearly explains how the amount for each line was determined.  Be sure to provide details for 
what is included in the line labeled “other” on the line item budget.  (Suggested length: Not more 
than 2 pages each.) 
 

Justification Example:  Local travel is calculated at 6 round trips from Capital City to 
Newtown to train outreach workers.  Each trip is 120 miles round trip.  (6x120=720 total 
miles)  The mileage rate is $.485.  The total cost for local travel is 720x$.485=$349.20.  

 
 

Multiple year plans:  Complete Section 6 each year.  Approval of budgets is on an annual 
basis.  Thus, approval of the upcoming fiscal year budget does not constitute approval of any 
future year budget presented in multi-year plans.  Such budgets will continue to be approved 
annually. 


