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The Third Sector Workbook Series 

This publication is one of a series of workbooks that have been developed to help 
organisations to manage their activities and finances effectively. 

The workbooks have been developed by a group of organisations working together.  These 
are: 

 Action with Communities in Cumbria 

 AWAZ (Cumbria) 

 Cumbria Disability Network 

 Cumbria Youth Alliance 

 Young Cumbria 

Their joint work has been funded by Capacity Builders (Improving Reach) and the Big Lottery 
Fund (BASIS). 

 

Throughout the workbooks we have tried to use some terms consistently.  The glossary 
below should help when you use them. 

When we say … We mean … 
Third sector Community groups, charities, social enterprises. 
Organisation Your group, club, society, village hall committee, trust, charity, 

etc. 
Stakeholders All the people with an interest in your organisation including 

clients, users, members, staff, volunteers, trustees, committee 
members and funders. 

Governing 
document 

The rules that set out what your organisation can do, who its 
members are and how it will be run e.g. constitution, articles of 
association, deed of trust. 

Infrastructure 
group 

Organisations, including those involved in developing this 
workbook, which provide advice and support to other third 
sector organisations. 

Management 
group 

Your managing committee, Board of trustees, directors – those 
people legally responsible for your organisation and its work. 

Activities Your projects, services, village hall facilities etc. 

 

Note:  The contents of this workbook are accurate only at the time of writing.  Groups are 
advised to check with the latest good practice guidance from their local infrastructure group 
or by visiting the Charity Commission Website. 
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A quick guide to writing a Budget 
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Part 1 – Information 

1. Introduction to the workbook 

This workbook has been produced to help your organisation plan its finances to pay for its 
activities and produce a budget and cash flow forecasts.   

Budgeting for activities is not so different from the budgeting you may do at home.  In simple 
terms, you work out what your income is and what you will have to spend from this income 
and you get either a positive or negative result (money left over each month or shortage of 
money).  If you have a negative result you need to increase your income or reduce your 
expenditure if you want to stay in credit and not end up in debt.  

Budgeting will help you to be clear about: 

 what you will have to spend to run your activities  

 what your current income is 

 whether you have enough money to continue running your activities 

 whether there are any periods where you may be temporarily short of cash 

This will help you establish how much money you have to raise to keep your organisation 
running smoothly and whether your work is sustainable, that is, will you be able to fund all 
you do in the short and medium to long term? The budgeting process also provides an 
opportunity for you to look at new ways of raising funds whilst helping to identify areas where 
savings could be made. 

Having read this workbook and completed the Action Sheets in Part 2 you will have done 
most of the work needed to produce a written budget and a cash flow forecast.  If you run a 
number of activities you may need to produce individual budgets for each activity. By 
following the same format these can be combined to produce an overall budget for your 
organisation. 

Appendix 1 contains a glossary of terms we have used. 

Appendix 2 provides a template budget, which will give you a guide to work to, but do feel 
free to change it so that it is suitable for your organisation. 

Appendix 3 provides a template cash flow forecast, which again provides a guide which can 
be altered to suit your needs. Please note that both templates are available as Microsoft 
Excel documents from infrastructure groups. 

 

Remember 

It is illegal for some types of organisation e.g. registered charities, to continue trading if they 
are insolvent, i.e. do not have the money necessary to pay all their debts. 
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2. What is a Budget? 

Budgeting is a process or cycle which sets out your organisation‟s plans in money terms. 
Your budget should be linked to the aims and objectives you set in your business plan. For 
example if you say in your business plan “ take 23 young people on 7 residential visits” you 
need to include all of the costs involved such as travel to and from the residential visits, 
staffing, accommodation, activities, food and so on when you are planning your budget.  

You need to look at what you are planning to do, to work out how much it will cost so that you 
can decide how to pay for it all.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are two sides to your budget planning: Income and Expenditure. 

Income refers to all the money coming into your organisation e.g. donations, subscriptions, 
membership fees, grants, room hire etc. Expenditure refers to the costs your organisation 
incurs, that is the money you spend.

Monitor 
What do our activities cost 
now? 
What income do we have? 

Evaluate 
Does our income and 
expenditure match our current 
budget? 
Is there a surplus or a deficit? 

 

Act 
Make changes 
Decrease costs and/or 
increase income 

 
 
 

Review 
What changes do we 
need to make? 
How will we pay for new 
activities? 

Budgeting 
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2.1 Why do you need a budget? 

Your management group has a duty to ensure that the organisation is managing its 
activities properly; this includes taking responsibility for the finances. It also needs to be sure 
that the organisation has enough money to pay for its activities so it needs to know how 
much the activities cost and where the money is coming from. 

Many organisations have a number of activities running at the same time. It is important to 
develop separate budgets for each one of these.  No matter how small each activity is, you 
will need to be able to account for the money spent on each area of your work. You are then 
able to combine these separate activity budgets into a single overall organisational budget. 

In preparing a budget you get to: 

 See if an activity is financially viable – that is, can the organisation afford to do it? 

 Plan how you will pay for all you activities. 

 Demonstrate to your stakeholders that your organisation is well managed. 

 Show your stakeholders how much money you spend carrying out each part of your 
activities. 

 Put systems in place to monitor your spending, so you can see if you are spending 
too much/too little. 

 Put systems in place to help with the production of your annual accounts and reports 
for funders. Having the systems in place that allow you to monitor spend at individual 
activity level will make life so much easier than trying to gather information up when a 
activity has finished. 

If you need advice on how to put such systems in place contact an infrastructure group for 
help.  

2.2 What information should it include? 

This workbook provides a budget template in appendix 2 on page 13 so you don‟t have to 
start from scratch. You can amend the headings so that they work for your organisation. 

How much work you put into developing a budget will depend to some extent on the size and 
complexity of your planned activities and of your organisation.  However, once you have the 
necessary financial information in place you will be able to use it for a number of purposes 
including the development of your business plan and the writing of funding applications. Your 
budget can help to illustrate the work that you have put into accurately forecasting what the 
activity will really cost to deliver.  

It is usual for your budget to cover a set period of time, you may decide to draft your overall 
budget to coincide with the organisation‟s financial year, so that you can review you progress 
when the annual accounts are prepared.  Not all your activities will start then, so you will 
need to make sure you know when each activity starts and finishes. You can then include the 
amount relevant to the year in question in the overall annual budget as well as monitor the 
individual activity budget.   

When you are developing a budget for a specific activity, which is set to run for more than a 
year, remember to make provision for increases in: staff wages; travel expenses; 
accreditation costs; utility bills; rent; rates; heating; lighting; insurance etc as all these are 
likely to increase during years 2 and 3 of a longer activity.  

You need to be clear which items in your budget are capital costs and which are revenue 
costs.  Capital costs refer to larger one off purchases e.g. equipment, computers, land, 
buildings or refurbishment costs.  Revenue costs are the costs incurred from the day to day 
running of your activities e.g. salaries, travel, rent, telephone bills, volunteer expenses etc. 
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Remember 

The overall budget must include all the costs your organisation incurs.  If you are combining 
a number of individual budgets, make sure your figures add up. 

 

2.3 Who is involved in drawing up a budget? 

The management group is responsible for the finances and ensuring that the organisation 
has enough funds to carry out its activities. In small organisations the Treasurer usually sets 
the budget, with the help of a finance committee.   

In larger organisations with paid staff, the responsibility is usually delegated to a senior paid 
staff member, a small team with the necessary skills or to individual activity leaders who may 
be responsible for a particular area of activity.  For larger organisations, effective procedures 
for checking budgets, making sure that they are properly put together and drawing them into 
an overall budget is vital.   

Remember 

The management group must approve the budget for the year ahead.  They need to be kept 
informed of the organisation‟s financial position and should receive monthly management 
accounts for discussion at each management/board meeting to ensure that the organisation 
is managed legally and prudently. 

 

3. Gathering Information 

Before you write your budget, you need to gather together as much information about your 
organisation‟s finances as you can, so that you know exactly how much you have now and 
what your current commitments are.  This will help you decide what you do next.  You also 
need to be clear about the activities your organisation has planned, so that you can match 
your budget to your aims and objectives by establishing the costs for specific activities. 

At this point you might like to complete Action Sheet 1 Gathering Information (page 17) 

 

3.1 Expenditure 

Your activities will involve both direct and indirect costs.  Think carefully about each 
particular activity and make sure that you have included all direct and indirect costs as you 
develop your budget.   

Direct costs are easier to identify with each activity, e.g. salary, pension and national 
insurance for a activity worker, travel and subsistence costs, equipment used for the specific 
activity, volunteer expenses, recruitment, training and event costs, etc.  

Indirect costs can be harder to pinpoint and might be overlooked when working out a 
budget for one activity.  They generally include items such as staff time for those not involved 
in the activity on a day to day basis, for example, managers spending time supporting the 
staff, administrative support and time spent by finance officers in handling the activity‟s 
income and expenditure. 

Indirect costs will also include rent, insurance, post, phone bills, heating, lighting, stationery, 
ICT and other building costs. 
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There are several different ways in which you can work out the indirect costs that it is 
reasonable to attribute to a particular activity.  This might be by apportioning the 
organisation‟s total indirect costs according to the number of activities your organisation is 
running.   

However some funders require very clear accountability concerning the costs attributed to 
the activities which they are funding.  You may find it necessary to consider applying one of 
the “Full Cost Recovery” financial models to your organisation, such as the one that is 
published by the Association of Chief Executives of Voluntary Organisations (ACEVO).  
Infrastructure groups can help to guide you in this. 

Identifying and apportioning indirect costs to activities is about making sure the true costs of 
delivering your activities are included in both budgets and funding applications.    

It may help you if you think of your costs is in terms of fixed and variable costs.  Fixed costs 
don‟t change with the number of activities you run, variable costs do.  For example if an 
organisation rents office space, that rent has to be paid regardless of the number of activities 
the organisation runs, while the wages it pays its employees will depend on the hours they 
work, which will vary with the number of activities they undertake.    

Use your procurement policy, if you have one, and obtain quotes for larger items of capital 
expenditure.  Similarly, try to use a salary scale when calculating wages. Please refer to the 
Policies and Procedures workbook for guidance on developing policies.  

When you set your budget be specific and use your objectives as a guide. Think about how 
much time each activity will take and what you need.  If you pay volunteer expenses work out 
how many volunteers you will need, if you pay travel expenses by the mile, how many miles 
are involved?  Keep notes on how you reach your figures, so that you can explain them if 

asked or if you need to include them in funding bids. 

Use the template in appendix 2 on page 13 as a reminder of items you might need to include. 
Grouping your costs together in categories and keeping the same headings will help you to 
combine individual activity budgets into your total budget. The template has been designed 
to keep things as simple as possible but you might want to provide more detail by splitting 
your expenditure up into direct and indirect costs.  

At this point you might like to complete Action Sheet 2 Expenditure (See page 18) 

Remember 

Wherever possible, base your budget on facts not guesses or promises. If you 
underestimate your costs you may not be able to claim all of the expenditure you incur or 
complete your activities. 

 

3.2 Income 

In a similar way, think carefully about all aspects of potential income for your activities.  This 
will include income from: grants; contracts; sponsorship; reserves; the fees you may charge 
users or other trading activity. 

Estimate realistically how much you will get from each.  If you are at an early stage in 
developing an activity this is likely to be a “best guess” because most activities cannot start 
until the funding is in place.  Look at evidence from similar activities to back up your 
estimates. 

Think also about any resources that you are going to be able to put into the activity and that 
might help to provide match funding on an “in kind” basis e.g. volunteer time, etc. 
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Once you have identified and written down all of your costs and all of your income you will be 
able to see whether the activity is likely to generate a surplus or an income shortfall?  

If you are going to spend more than you are expecting to get in you need to decide how you 
will meet the shortfall.  This will show you whether there will be a need to secure external 
funding before you start. 

Please refer to the Sustainable Funding workbook for guidance on finding new ways of 
generating an income. 

At this point you might like to complete Action Sheet 3 Income (See page 20) 

Remember 

Think carefully about your estimates for income, if you over estimate and don‟t get the 
money you expected how will you pay for your activities. 

Don‟t commit your organisation to work it can‟t complete. 

4. Planning your spending 

Once you have prepared your budget you can see if your can run your activities, that is if you 
have enough income to cover all the expenditure.  

You now need to look at when you are going to spend your money to make sure you have 
enough cash available at the right time. 

4.1 What is a Cash flow Forecast? 

A cash flow forecast is a detailed assessment of the income you expect to receive and the 
payments you expect to make, month by month. 

4.2 Why do you need a cash flow forecast? 

Preparing a cash flow forecast will help you to understand the times at which you will incur 
costs and the times when you can expect to receive income so that you can plan your 
finances in a way that means you always have enough cash available to pay the bills.   

If your organisation does not have reserves of its own (savings - money in the bank which is 
not already committed to a specific activity), you may find it difficult to pay bills which arrive at 
the beginning of an activity e.g. buying equipment before a grant payment is received or 
making regular payments e.g. salaries if a grant payment is delayed. 

Your cash flow forecast will help you to identify any months where cash is low, this means 
you can plan ahead, and make other arrangements if necessary e.g. you may decide to pay 
insurance in monthly instalments rather than in an annual lump sum.  The benefit of 
spreading the cost over 12 months might outweigh the disadvantage of a higher premium if it 
means that your organisation stays in credit.  

Updating your cash flow projection will also help you to see how you need to control your 
budget and make sure your spending stays within the budget once the activity is up and 
running.   

Remember 

Some funders will only pay their contribution in arrears (after you have made the payment) 
so if you haven‟t got enough cash to pay immediate bills you may not be able to go ahead 
with your activity. 
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4.3 Who is involved in cash flow forecasting? 

In small organisations the Treasurer usually draws up the cash flow forecast. In larger 
organisations with paid staff, the responsibility is usually delegated to a senior paid staff 
member or finance officer. 

Remember 

The management group is responsible for the finances and ensuring that the organisation 
has enough funds to carry out its activities.  

The management group has a duty to understand the organisations financial position and 
should receive regular reports regarding cash flow. 

 

5. Preparing a cash flow forecast 

Appendix 3 of this workbook (page 15) provides a template cash flow forecast, which can be 
altered to suit your needs.  Please note that this document is also available as a Microsoft 
Excel spreadsheet which has been developed to automatically carry forward figures so that 
information is updated automatically.  Please contact your infrastructure group to obtain the 
electronic template. 

You need to work from your budget.  Go through each line of expenditure to see when you 
expect to make payments.  Some items will be regular payments e.g. monthly salaries, while 
some items will only crop up once e.g. a new computer.  Some months may highlight high 
levels of spending e.g. if you are holding a special event which means you have a lot of bills 
to pay for room hire etc. Total your expenditure. 

In a similar way, go through each line of income to see when you expect to receive the 
money you have identified as income.  Grant payments may come in lump sums, while 
subscriptions may be paid weekly or monthly.  If you are hiring out rooms you might know 
that you receive £x every week, or you might be working on previous bookings and 
estimating.  Either way try to be as specific as you can without getting bogged down in detail.  
Total up you income. 

Establish your opening balance by calculating how much money you have to begin with.  
Each month add on your total income and take off your expenditure to give you a monthly 
closing balance.  This closing balance becomes the opening balance for the following month. 

When you have completed your cash flow forecast, take as good look at it to see if there are 
any months when you are low on cash.  Try to plan your spending to avoid running out of 
cash. 

At this point you might like to complete Action Sheet 4 Cash Flow (See page 20) 

 

Remember 

The cash flow forecast is to help you to plan.  If you find that you don‟t have as much 
income as you expected or that you have under spent on a budget line you can make 
adjustments as you carry out your activities. 

Always keep your management group informed. 
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6. Monitoring your finances 

Once you have your budget and cash flow forecast in place you will need to monitor them on 
a regular basis, to make sure that the actual figures match those that you estimated.  If they 
don‟t, you may need to take prompt action, either to reduce costs or to increase income, in 
order to make sure that you remain in credit.   

Keep a copy of your original budget so you know what you are working towards but also 
keep separate records following the same headings for what is actually happening. Doing 
this on a monthly basis makes it easy to: 

 Report to the management group. 

 Update a running total. 

Funders want to know if you are sticking to the budget that you submitted to them.  It is 
easier to keep ongoing records, than to gather the information together after the activity has 
ended. 

Remember 

If you are in receipt of grant funding you should only spend money on the items that the 
funder has agreed to pay for. 

Always get written permission from your funders before you make any changes to the 
budget you have agreed with them. 
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Appendix 1 – Glossary 

Budget: a detailed breakdown of how much everything will cost. The budget includes income 
and expenditure.  Keep a separate detailed record of how you worked out your figures. 

Capital costs: Larger purchases such as items of equipment, furniture, computers etc. This 
can also refer to land, buildings and refurbishments, costs that may be involved if you are 
planning a major development.  

Cash flow forecast: a record of the income and expenditure an organisation expects, 
detailed month by month, identifying the balance of funds remaining at the end of each 
month. 

Expenditure: All the costs you will have whilst you run your activity i.e. everything you are 
going to spend to keep the activity going. 

Fixed costs: Expenditure for items that have to be paid for no matter how many activities are 
carried out e.g. fees for auditing accounts. 

Full cost recovery: A method of ensuring that all the organisation‟s costs involved in 
delivering an activity are included in a funding bid. 

Income: All the money you can expect to bring in to the organisation; this may be from 
grants, service level agreements, sale of goods and services or from subscriptions from 
members using your services, hire of rooms/equipment. 

Indirect cost apportionment: This means taking the costs of staff not directly involved in 
the activity and the running costs of the organisation without which the activity could not be 
delivered (often called “overheads”) and allocating a reasonable and appropriate proportion 
to the activity. 

In kind: Contributions towards activity costs that are provided without charge e.g. volunteer 
time.  Although free, such contributions are recognised to have a value that you may need to 
show in order to reflect the true costs of your activity.  If you want more information please 
contact an infrastructure group. 

Reserves: Unrestricted funds a charity has, which have or can be made available to pay for 
any activity over and above the planned budget expenditure. 

Revenue: The running costs of your activity/organisation on a „day to day‟ basis e.g. salaries, 
telephone bills, rent, stationery, internet, volunteer expenses, utilities etc. 

Variable costs: Expenditure for items that are linked to the level of activity carried out e.g. 
travel expenses paid by miles travelled. 
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Appendix 2 – Budget Template 

This template can be used for your overall budget and/or individual budgets for specific 
activities.  Remember to apportion all the overhead costs when preparing individual budgets. 

Organisation's Name   

Activity   

          

Income Year 1 Year 2 Year 3 Total 

Regular income, membership fees, interest       0.00 

Earned income from activities, room hire, 
subscriptions       0.00 

Grants - secured       0.00 

Grants - potential sources        0.00 

In Kind       0.00 

Miscellaneous       0.00 

Total 0.00 0.00 0.00 0.00 

          

Expenditure Year 1 Year 2 Year 3 Total 

Employment Costs                                      Salaries       0.00 

National Insurance       0.00 

Pension       0.00 

Redundancy    0.00 

Travel                              Lump sum travel allowance       0.00 

Mileage       0.00 

Fares etc       0.00 

Premises                                                           Rent       0.00 

Heat       0.00 

Electricity/Gas       0.00 

Water       0.00 

Insurance       0.00 

Communications              Telephone/Internet rental       0.00 

Telephone calls       0.00 

Mobile calls       0.00 

Operational budgets                     Staff Recruitment       0.00 

Staff Training       0.00 

Subsistence        0.00 

CRB Checks (all staff and volunteers)       0.00 

Stationery       0.00 

Postage       0.00 

Printing       0.00 

Publications purchase       0.00 

Publishing       0.00 

Marketing/Publicity       0.00 

Subscription Fees       0.00 

Training courses       0.00 

Seminars       0.00 

Audits/Accountant  fees       0.00 

Legal Advice       0.00 

Contractors fees       0.00 

Grants       0.00 

Volunteer expenses       0.00 

Management Groups expenses       0.00 

Venue hire       0.00 
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Equipment maintenance       0.00 

Miscellaneous       0.00 

Total 0.00 0.00 0.00 0.00 

CAPITAL PURCHASES         

          

Expenditure         

Building costs       0.00 

Computer purchase       0.00 

Office furniture       0.00 

Telephones       0.00 

Fax       0.00 

Answer phone       0.00 

Mobile phone       0.00 

Software       0.00 

Installation costs       0.00 

Total 0.00 0.00 0.00 0.00 

          

          

Total Income 0.00 0.00 0.00 0.00 

Total Expenditure 0.00 0.00 0.00 0.00 

 
Proposed heading 

 
Description 

Recruitment All costs assoc with recruitment   room hire advertising, refreshments, 
travel expenses etc. 

Staff Training To include seminars etc  Attendance fees, travel etc. 

Exchanges  Transnational exchanges  other exchanges  hosting and participation 
costs 

Publications 
purchase 

Books, data, pamphlets , paper and electronic etc. 

Publishing Design and printing of leaflets, reports, graphic design including 
letterheads and activity stationery etc. 

Publicity Promotion of the whole activity / services costs of media relations  
advertising etc. 

Subscription fees Membership subscription fees 

Training courses All costs associated with providing training to beneficiaries e. room hire, 
speaker/ trainer fees, refreshments, advertisement etc 

Seminars All costs associated with providing seminars and conferences 

Insurance costs Buildings, contents, public liability. 

Finance and legal Audit / account/ and legal services to the activity 

Contractors fees Fees payable to contractors for supply of services direct to activity e.g. 
researchers, evaluators, website design hosting and maintenance. 
Service contracts where directly attributable to the activity. 

Volunteer expenses To include expense payments, honoraria etc. 

Capital purchases all capital purchases   IT, Furniture etc. 

Software  All software purchases 

Management 
Groups 

Room hire, expenses, direct costs associated with servicing management 
groups / steering groups/ committees 



 

   

Appendix 3 – Cash Flow Forecast Template 

(This document is also available as a Microsoft Excel spreadsheet) 
 Balance brought forward Jan Feb March April May June July Aug Sept Oct Nov Dec 

Income                         

Regular income                         

Earned income                         

Grants - secured                         

Miscellaneous                         

Total  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  

Expenditure                         

Salaries                         

National Insurance                         

Pension                         

Redundancy             

Lump sum travel allowance                         

Mileage                         

Fares etc                         

Rent                         

Heat                         

Electricity/Gas                         

Water                          

Insurance                         

Telephone/Internet rental                         

Telephone calls                         

Mobile calls                         

Staff Recruitment                         

Staff Training                         

Subsistence                          

CRB Checks                          

Stationery                         

Postage                         

Printing                         
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Publications purchase                         

Publishing                         

Marketing/Publicity                         

Subscription Fees                         

Training courses                         

Seminars                         

Audits/Accountant  fees                         

Legal Advice                         

Contractors fees                         

Grants                         

Volunteer expenses                         

Management Groups 
expenses 

                        

Venue hire                         

Equipment maintenance                         

Miscellaneous                         

Capital Expenditure                         

Building costs                         

Computer purchase                         

Office furniture                         

Telephones                         

Fax                         

Answer phone                         

Mobile phone                         

Software                         

Installation costs                         

Total 0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  

Credit/Debit 0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  

Opening balance 0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  

Closing Balance 0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  0.00  
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Part 2 – Action Sheets 

1. Gathering Information – seeon page 7 

Action – Gather together 

Previous annual accounts 

Bank statements/savings accounts 

Details of cash held 

Details of your current assets e.g. Buildings, computers, equipment 

Current salaries/pay scales 

Current rates for staff/volunteer travel 

Details of current activities – what resources are being used? 

Details of new activities – what resources will be needed? 

Details of any fixed costs e.g. rent, rates 

Action – Make a note of 

Any new items you need to buy (capital) 

 

 

 

 

 

All your activities which are to be covered by the budget 
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Action –Make a note of 

All the costs you might incur (at this stage just make a list of the type of cost e.g. salaries, 
staff travel, volunteer expenses, electricity, gas, rent) 

 

 

 

 

 

 

 

2. Expenditure – see page 7 

Action – Make a note of 

Your fixed costs – all the items you have to pay for no matter what activities you do. Refer to 
activity 1 but you now need to be specific 

 

 

 

 

 

 

Action – Decide how you are going to share your fixed costs if 
you run more than one activity 
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Action – For each activity make a note of 

Capital expenditure - be specific, obtain quotes where necessary 

 

 

 

 

 

Direct costs – refer to activity 1 but you now need to be specific be specific e.g. if you are 
producing a newsletter you need to include: stationery (the number of sheets of paper), 
envelopes, photocopying/printing, postage, time and associated costs for the person writing 
the newsletter.  

 

 

 

Indirect costs – use the method you have chosen to apportion the costs to your activities 

 

 

 

 

Transfer the information into the template provided in appendix 2 
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3. Income – see page 8 

Action – Make a note of 

All regular income you receive e.g. membership fees, subscriptions, interest 

 

All income from the activities you charge for e.g. room hire, subscriptions etc  

All your current funders  

Possible future funders 

Transfer the information into the template provided in appendix 2 

 

4. Cash Flow – see page 10 

Action – Make a note of 

The months regular payments fall due e.g. which months do rent, utility bills, insurance etc 
become payable. The amounts should match your budget. 
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All the items of expenditure which are payable monthly e.g. salaries. The amounts should 
match your budget. 

 

 

 

 

 

The months in which you expect to make capital purchases e.g. buy new equipment. The 
amounts should match your5 budget. 

 

 

 

 

 

The months in which you expect to make non regular revenue payments e.g. advertising for 
an event. The amounts should match your budget. 

 

 

 

 

 

The months in which you expect to receive regular income e.g. subscriptions. The amounts 
should match your budget. 
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The months in which you expect to receive payments for your activities e.g. estimates of 
room rent payable to you. The amounts should match your budget. 

 

 

 

 

 

The months in which you expect to receive grant payments. The amounts should match 
your budget. 

 

 

 

 

 

Transfer the information into the template provided in appendix 3 
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Please note that the following workbooks are also available:  

Third Sector Workbook 1 – Getting Going. 

Third Sector Workbook 2 – Policies and Procedures. 

Third Sector Workbook 3 – Sustainable Funding. 

Third Sector Workbook 4 – Robust Business Planning. 

Third Sector Workbook 6 – Marketing. 

Third Sector Workbook 7 – Working with Volunteers. 

 

If you require this information in another format, please contact 01768 840827 
and we will do our best to meet your requirements. 
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