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How to Enter in the Estimated Budget
1. Principal Investigators (Pls) can locate any Upcoming Deliverables within the Upcoming Deliverables button under My Activities

My Activities +
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Upcoming Deliverables Submitted Deliverables Completed Deliverables

2. Once inside the Upcoming Deliverables, you will see outstanding deliverables for all awards accessible through the GMS in date order.
Click the Estimated Budget deliverable.

Upcoming Deliverables

¥ HAward ID % Award Number % Deliverable % Deadline % Status % Award Period % Description $
= 2
B 3

3. You can then enter the Estimated Budget by clicking the Enter Budget button.

Driginal Budget File:

Budget PDF; B=X&{]

Budgets cannot be madified after they have been submitted, without contacting the CFF Grant and Contracts Office at grants@cff.org or 301-841-2674
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4. |If you would like to designate a team member to access the budget, please enter their name in the Budget Access option.

Budget Access

Budget and report of expendilure details can only be viewed by the Principal Investigalor, CF Center Direclor [lor care cenber grants] and Financial/Granls Officer. If any olher conlacts should have the ability bo view and enter budget or report of expendilure delails enter their name below and select
them from the resulting ist. If the contact does nol appear they must first be added as a conlact on the award. Multipbe conlacts can be selecled.

Search and select =

*Please remember only Pls, CF Center Directors, and Financial Officers can have access to a budget.

5. Upon clicking the Enter Budget button, please be sure to enter line items for each section as your budget allows. Nothing in the
Estimated Budget is prepopulated from the previous year.

& Salaries & Benefits  (Salaries are restricted to the Federal salary cap ($199,300.00 in 2021.)
Name Project Role % effort Institutional Base Salary/Stipend Salary Requested Fringe Benefits Rate Fringe Benefits Amount

Subtotal:

© Add Salaries & Benefits Expense

& Travel (Travel cannot exceed §2,000.00 per person/per period.)
Name Pesition Title Date (from - to) Meeting Name Location Amount

Subtotal:

© Add Travel Expense

& Consumable Supplies (ltemize by category, e.g., general clinical, office, etc.)
Category Description Amount

Subtotal:

© Add Consumable Supplies Expense
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6. Only the Total Award Amount is prepopulated.

Teval Expenses: S0.00
Total Estimated Budget: 50.00
Testal Aweard Buneaunl:

Cstimated Dudget and Award Amount Variance:

7. To add line items in the different sections of the Estimated Budget, click the blue plus sign (+) next to Add [Section Name]

B Salaries & Benefils  (Salaries are restricted to the Federal salary cap ($199,300000 in 2021.)
Name Project Role % effort Institubonal Base Seian:Stpend Safary Requested Fringe Bensfitz Rate Fringe Benefitz Amount

Subtotal:

@ Acd Salanes & Benefits Expense

& Iravel (Travel cannot exceed $2,000.00 per porsonipar period.)

N Postion Tiie Diatee (e - ho) Mesdnng Narme Locatan Amount
Sublotal:
B Consumabke Supplies  (Hemize by category, e.g., general clinical, office, atc.)
Category Description Amount
Subtotal;
& Acd Consumable Supplies Expense
& Major Eguipment  (Must Hst tems greater than 5,000 each)
Descnphion Quantiy Amount
Subtotal:

O Acd Major Equipment Expense
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8. Be sure to click Save Budget as you enter the Estimated Budget as to not lose your work.

B Save Budget

9. Ifatany point you want to save your work and come back to the Estimated Budget, click Save My Work.

I [ Save My Work | = Submit

10. When you are done entering the Estimated Budget, click Submit. Once the Submit button has been clicked, changes cannot be made.

*Please see “How to Enter in Financial Reports” for further guidance on the submission of the Estimated Budget



