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Box 14.1 provides an example of a budget justification format; it provides guidance for the 
layout of a budget request. Many organizations have their own prescribed format. If no pre-
scribed format is available, this sample format can be used as a generic guideline or for the first 
page of a budget justification memo. Be sure the table in the budget detail reflects the organiza-
tion’s chart of accounts, not the generic one used here. The tables should be modified as needed. 
An example of how this template is used follows, with more detailed instructions.

Box 14.1

Budget Justification

Agency Name: 

Proposal Name: 

Submitted by:        Date: 

Costs: 

Year Total General fund Federal funds State funds Other funds

Budget year $  $   $   $  $  
Year 2 $ $   $ $  $  
Year 3 $   $   $  $ $  

Introductory Summary:

Statement of Need:

Program Description:

Benefits:

Performance Measurement:

Measurements: Measure

Target

Budget Year Year 2 Year 3

Input: (beneficiaries not $)
Output: (completing)
Outcome: (achieving goal)
Cost Efficiency: ($/output)
Efficiency: (complete/input)
Cost Effectiveness: ($/outcome)
Effectiveness: (achieve/input)
Quality of process
Equity: Don’t put anything here


