
FUNDING FRIDAY: 
BUDGET BREAKDOWN

Katie Millsom

Associate Controller/Grant 
Administrator

Office of Business & Finance



CREATING 
A BUDGET 

2



BUDGET ELEMENTS
Each grantor is different so make sure you read 

the budget requirements for your grant.

Here are some standard budget 
categories:
• Salaries & Wages
• Benefits
• Consultant Fees
• Travel
• Supplies & Materials
• Services
• Indirect Costs
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SALARIES & WAGES
Determine the effort you will be putting into the grant.

Course Releases
• Grants may fund your salary that is already 

being paid to you and you can request a 
course release(s) to have time to work on the 
grant.  This benefits the University as it 
results in budget savings. Make sure to obtain 
approval for course release(s) from your 
Dean.
• College of Arts and Sciences: 1 course release 

= 16.67% effort (1/6), 2 course releases = 
33.33% effort (2/6), etc.

• School of Business: 1 course release = 16.67% 
effort (1/6), 2 course releases = 33.33% effort 
(2/6), etc.

• School of Education: 1 course release = 7.5% 
effort (1/8 * 60%), 2 course releases = 15% 
effort (2/8 * 60%), etc.

Summer Work/Stipend
• Grants can fund your time above and beyond 

your regular contract work.

• Any work done in summer months outside of 
your regular contracted months is paid to you.

• Work done above and beyond your regularly 
contracted hours, with some limit, may be 
funded.
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SALARIES & WAGES - SAMPLE CALCULATIONS
Example: CAS Faculty salary is $80,000 and faculty is on a 9-month contract

Course Releases

• Scenario: Faculty is requesting one course 
release per year over the three year grant 
period.

• Year 1 Cost: $80,000 x 16.67% effort = 
$13,336 + Benefits at 26% = $3,467 for a 
TOTAL YEAR 1 COST = $16,803

• Year 2 Cost: $13,336 x 1.03 inflation factor = 
$13,736 + Benefits at 26% = $3,571 for a 
TOTAL YEAR 2 COST = $17,307

• Year 3 Cost: $13,736 x 1.03 inflation factor = 
$14,148 + Benefits at 26% = $3,678 for a 
TOTAL YEAR 3 COST = $17,826

Summer Salary

• Since the Faculty member is on a 9-month 
contract, the Faculty member has 3 months 
that are eligible for summer salary.

• Monthly salary is $80,000 / 9 = $8,889 (this 
is true regardless of whether Faculty is paid 
over 9 months or over 12 months)

• Examples:
• 100% effort for one summer month = $8,889 + 

Benefits at 26% = $2,311 for a total cost of 
$11,200.

• 50% effort for three summer months = $8,889 x 0.5 
x 3 = $13,334 + Benefits at 26% = $3,467 for a 
total cost of $16,801.  

• NOTE – these are the estimated costs charged to 
the grant and not the take-home pay for the faculty 
member.
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STUDENT WORKERS
Any undergraduate or graduate students paid on 

the grant will be included in the Salaries & 
Wages category.

• How many hours/week and total weeks will they 
be working during the grant period?

• Undergraduate student workers
• Minimum wage rates:

• 2021 - $14/hour
• 2022 - $15/hour

• Graduate Student Workers - $15/hour
• Benefits rate of 10%
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BENEFITS

• Full-time Faculty: 26% of salary
• Part-time Faculty: 15% of salary
• Administrative Staff: 28% of salary
• Staff/Administrative (Non-Exempt): 35% of wages
• Students: 10% of wages

Benefits include employer taxes, medical, retirement, 
etc.  These are based on the average rate for each class 
of employee.

Benefits are part of the cost of paying 
employees and must be included in your 
budget:
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PERSONNEL
How should I classify the personnel on my grant?

Employees

• Anyone already employed by the University 
must be paid as an employee though the 
University’s payroll.

• Anyone hired to work on the grant where the 
University controls most of their 
work/schedule must be paid as an employee.

• Benefits must be built into the budget.

Consultants

• Third party consultants can be paid through 
Accounts Payable and will receive a 1099, if 
applicable. 

• Consultants dictate their own hours/work 
schedule.

• Make sure your budget includes a realistic 
hourly rate and number of hours (effort).

• For consultants the grant budget does not 
have to include any benefits or taxes (unless 
an out-of-state consultant physically performs 
work within the State of California)

8



SUBAWARDS
Transferring a portion of the programmatic 

work under a grant award to another institution 
or organization, a subrecipient.

• The University can be a subrecipient of a grant 
award from another institution, or another 
institution can be a subrecipient of funding from 
the University.

• Either way, the subrecipient institution must 
submit a budget to the prime awardee institution.

• Letter of support often required.
• Typically involves coordination with other 

institution’s grant office.
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TRAVEL
Travel may be an allowable expense on your 
grant – maybe you are travelling to a conference 
or just commuting.
• Mileage – For 2021, the IRS approved 

mileage rate is $0.56/mile.
• Per Diem Rates– see 

https://www.gsa.gov/travel-resources
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OTHER COSTS
Provide details and specific costs for items in 

your budget.  Do your research!

• Supplies and Materials - Do your research!  
Calculate the actual cost of what you are 
planning to purchase.  Make sure to include 
other relevant costs such as sales tax, shipping, 
or maintenance agreements.

• Services – Be specific!  List vendor names and 
get quotes as necessary.
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INDIRECT COSTS

• Indirect costs help provide budget support to the 
University and cover overhead and administrative 
oversight expenses associated with grants.

• Federal grants use the University’s federally 
negotiated indirect cost rate of 51.4% on a basis of 
salaries & wages (not including benefits). 

• Private/Foundation grants may offer a lower rate, 
such as 8% or 10% on a basis of total direct costs.

• Waiving indirect costs requires the approval of the 
Dean.

• Each grant is different, so make sure to review the 
grant’s unique requirements.

Indirect costs are the primary financial benefit 
the University receives from grant work.
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Plan it out!
• Lay out the details of your grant 

budget on a sample template or a 
template provided by the grantor.  
This template is available on the 
Sponsored Programs site.

• Use budget categories prescribed 
by grantor.

• Calculate percent effort for 
personnel.

• Consider the grant period (if 
multiple years, you may want to 
build in inflation of 3%).

SAMPLE BUDGET 
FORM
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COST SHARE

• A cost share is a cash or other in-kind contribution 
that the University is contributing to that grant in 
addition to what is being requested from the grantor.

• Examples include:
• Course Release
• Gifts
• Donated Supplies and Materials or Services

Sometimes a grantor will require a cost share 
or matching requirement as part of the grant’s 
budget.  They want to see that the University is 
also invested in this project.
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Provide details!
• Let the reviewers know that your 

budget is thoughtful and that 
costs are accurate and support 
your project objectives.

• Include details such as specific 
names, hourly rates, etc.

• Show calculations on how you 
arrived at amounts.

• Make sure the categories on your 
Budget Justification match the 
categories on the grantor’s budget 
form/template.

SAMPLE BUDGET 
JUSTIFICATION
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Get approval!
• Internal routing form to provide 

University approval prior to 
submission of grant application.

• Requires approval from Principal 
Investigator, Budget/Sponsored 
Programs, Dean/Provost, and 
Vice President for Finance/CFO.

• Get pre-approval for any 
commitments (course releases, 
waiving of indirect costs, cost 
shares/matches, etc.)

• Can now route electronically, but 
please don’t wait until the last 
minute!

GRANT ROUTING FORM
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QUESTIONS?
Katie Millsom 909-748-8146

katie_millsom@redlands.edu

https://sites.redlands.edu/sponsored-
programs/


