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Purpose 
This is one of two tools in the Rapid Response Kit intended to help NGOs begin projects in new communities. The budget template can be used internally, and activity sections can be provided to community partners. Providing an illustrative budget to the community early on will instill confidence in the NGO’s capacity and mitigate program delays. This tool also includes a scenario analysis workbook, enabling NGOs to compare budget scenarios and test the effects of individual line item changes. 

How to use this tool 
Although budgets will vary drastically depending on the project, region, donor, and contract type, many crucial elements are consistent. This tool begins with a generic budget template and includes instructions for completing scenario analyses. The tool is available as an editable Microsoft Excel workbook.
The budget template is intended to be simple, requiring little Excel experience or manual calculation. It is currently set for two years with three programs. However, the sheet can be modified to fit the needs of your organization by adding budget line items, programs, or additional years.
Begin by reviewing the categories and line items in the Current Budget tab to determine which are relevant to your project and if you need to add additional line items. Even if some line items in the template are not relevant to your organization at the time of budgeting, it may be useful to keep them in the template for future use and simply leave the columns blank. Enter the rate per unit for each relevant line item along with the total units expected for that item for each program. The Amount columns and Total rows will calculate automatically. 

Scenario Analysis
To use the scenario analysis tool, begin by copying your current budget into the Scenario 1 tab. If you are testing more than one scenario, copy the current budget into additional scenario tabs. In each scenario sheet, change the parts of the budget for which you are testing the effect. Highlight the line items that are different from the current budget in the scenario so that you can easily see what changes are being compared.

(continued next page)

See the effects of each scenario in the corresponding Effect Analysis tab. Use the Explanation column in these tabs to describe the change that was made in the scenario (e.g., adding 10 days of work for a driver to program 2 in year 1, purchasing additional analysis software, changing the total number of training attendees from 25 to 40 people). The Variance column will show the difference between the tested scenario and the current budget. The Scenario Summary tab will also populate automatically for easy comparison of multiple scenarios. The Assumptions column in this tab can be used to list explanations of the change or assumptions inherent in the scenario (e.g., each person added to a training will cost $20/day). 
[bookmark: _GoBack]The editable Excel workbook for Tool 2.1 is available for download here.  
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TOOL 3:
CLARIFYING INTERNAL GOALS
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TOOL 2.1:
BUDGET TEMPLATE
WITH SCENARIO ANALYSIS
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