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As a leader of a youth engagement ini�a�ve, you 

and your peers understand the importance 

of your work and the goals that you are 

trying to accomplish.  One cri�cal 

element of running any successful 

program is budge�ng.  

FosterClub All-Stars Anthony Reeves of 
Georgia, Tyler Bacon of Florida, Lupe 
Tovar of Arizona, Mercedes Wooten of 
Wisconsin, Nicole Dobbins of Oregon.
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A budget   is a plan that estimates 

how much money your program 

will cost to start-up and to keep 

running for the long-term.  Once 

you have developed a thorough 

budget, you will have a good idea 

of how much money, or revenue, 

you will need to raise to make 

sure your program lasts.
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Section 1
provides an understanding of 
budge�ng

Section 2
describes  elements of a budget

Section 3
provides direc�ons to create 
your own budget

The guide concludes with a 
glossary of terms and a list of 
publica�ons and web-based 
resources on budge�ng.

This guide provides  step-by-step  instructions, tips 

and strategies that youth leaders can use to develop a 

budget.  The guide is organized into three parts: 

FosterClub All-Star Schylar 
Canfield served as the President 

of the National Foster Youth 
Advisory Council
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understandUnderstanding budgeting

sect ion 1
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what is a budget?

A budget is a plan that details how much money your program will cost 
to start-up and to keep running.  Once you have developed a thorough 
budget, you will have a good idea of how much money, or revenue, you 
will need to raise to make sure your program lasts.  

One helpful way to understand a budget is to think of a family.  Every 
family has certain expenses that they must pay every month.  Those 
expenses usually include housing, food, and u�li�es (electricity, 
water, gas).  In order to figure out how much they can spend on these 
expenses, a family looks at how much income they get paid from their 
job(s) and other sources.  Any le�over income can be saved or spent on 
entertainment or other non-essen�al expenses.  For example, a parent 
that earns $3000 a month at their job may have the following monthly 
expenses:

  $1500 Rent
+   $400  Food
+  $300  U�li�es  
=  $2200  Total monthly expenses

That leaves $800 that can be saved or spent on a family’s wants instead 
of their needs.  If that family decided to move to a bigger house where 
they have to pay more rent, they would have to adjust their budget in 
order to make ends meet or figure out how to increase their income to 
pay for the addi�onal expenses.  A budget lays out a clear plan for how a 
family makes decisions about spending their money.

Much like a family needs to have a good budget to 
determine how much income they need to cover their 
expenses, program leaders need to know how much 
their program will cost to determine how much money, 
or revenue, they will need to raise to cover those 
expenses.  A budget will also show your supporters that 
you have thought through your program and its costs, 
demonstra�ng that you will use investments in your 
program wisely and responsibly.

Why should you complete a budget?
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elementsTHE elements 
of a budget

sect ion two

Why should you complete a budget?
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For youth engagement leaders, it makes sense to begin with a rela�vely 
simple budget that you can add to as you learn more about the costs of 
your program.  Broadly speaking, the two basic sec�ons of a budget for a 
youth engagement program include:

Start-up costs are the one-�me costs that get your program up and 
running.  Start-up costs might include things like paying a security deposit 
on office space or buying necessary equipment like office furniture.

On-going costs are the costs of running the program that occur every 
month.  On-going costs may include paying staff salaries, paying rent, and 
buying office supplies like pencils and paper.

As you consider both the start-up and on-going costs of your program, it 
is also important to determine whether an item is a cash expense or an 
in-kind contribu�on.

Cash expenses are items that you will have to spend money on to 
purchase.

An in-kind contribu�on is an item that is donated to your program.  For 
example, if you are using a donated office space or classroom, you 
would list facili�es expenses in your budget as an in-kind contribu�on 
rather than a cash expense.  Even though in-kind expenses are free to 
your program, it is important to keep track who contributes to your 
program and how much they contribute.  In-kind contribu�ons can help 
demonstrate the community’s commitment to your program, which may 
help a�ract addi�onal supporters.

Start-up costs

on-going costs

cash expenses

in-kind contributions

Budgets can range 
from very simple 
to very complex.  
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The following is a sample budget worksheet.
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createdirections to create 
your own budget

sect ion three
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As you begin dra�ing your budget, 
it is important that you have a very 
clear idea of your program ac�vi�es, 
so you know what you’ll have to 
spend to make your program a 
reality.  One good way to make sure 
your program is well thought out 
is to dra� a logic model.   A logic 
model is an illustra�on that shows 
the logical connec�on between 
what your program is doing 
everyday and the long-term changes 
that you are trying to achieve.  

Once you have a good idea of your 
program ac�vi�es, you can begin 
dra�ing your budget.

it’s time to create your own!  

Now that you understand the elements of a budget, 

For more information about how to draft a logic model, see  
The Youth Guide to Developing Logic Models.



Step 1:  Start-Up Costs
For new youth engagement programs, begin by making a list of 
everything you will need to get your ini�a�ve up and running.  
Established youth engagement programs can skip this step, unless 
you are expanding to new places or new sites.  For most new 
programs, this will require:

Office or Meeting Space.  
Consider how much space you need.  A youth board may ini�ally 
only a monthly mee�ng space, while a youth media program may 
require several rooms with the capacity to house expensive electronic 
equipment.  For your start-up costs, consider the security deposit, first 
months rent, and other fees that may be required to secure the space.

Equipment/Supplies.  
Think about what equipment and supplies you will need to launch 
your program.  While nearly all youth engagement programs will 
require access to items such as computers, telephones, pens, paper, 
and other office supplies, some youth media programs may require 
more specialized equipment like cameras, ed�ng equipment and 
ligh�ng.

Recruiting/Hiring Staff. 
If your program will require a full-�me or part-�me staff member, 
consider the costs of recrui�ng and hiring that person, including 
pos�ng adver�sements in the newspaper or online.

Be sure to brainstorm a comprehensive list of your expenses that you 
need to get up and running.  While these are the general categories of 
start-up costs, there are likely others specific to your program.  Write 
down all of your expenses on Worksheet One.
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worksheet 1
Start-Up Expenses



Once you have a complete list of start-
up costs, determine whether the item 
is something that might be donated 
to your program or something that 
you will have to buy.  For example, 
many youth engagement programs can 
use facili�es at local public schools, 
community colleges, or businesses 
with vacant offices as their workspace.  
Similarly, community members might 
be willing to donate used computers 
and other office supplies to support a 
youth engagement program.  

Copy the expenses 
you listed in 
worksheet one 
into worksheet 
two.  Next check 
off whether your 
expenses are cash 
expenses or in-
kind contributions 
in the appropriate 
column.  Finally, 
fill in the dollar 
amount.

A�er you are clear about 
your cash expenses versus 
your in-kind contribu�ons, 
begin determining how much 
each item is costs.  This is 
a rela�vely simple task for 
basic office supplies and only 
requires checking with a few 
local retailers.  To determine 
how much office space is 
worth, ask the school or 
business that is dona�ng use 
of the space to you - they 
will likely have a good idea 
about how much that space is 
worth.  For office space that 
you are ren�ng, make sure 
you get complete informa�on 
about any security deposits 
or other fees that need to 
be paid up front.  Write the 
es�mated cost of each start-
up expense in the last column 
of Worksheet Two.

14

Deb Hassan 
spent 15 years in 
Montana’s foster 
care system.



worksheet 2
Start-Up Cash Expenses and 
In-Kind Contributions
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For each item, the requires a purchase, fill in the 
amount in the “Cash Expense” column.  For each item 
that is donated to you, fill in how much that item is 
worth and the specific item donated in the “In-Kind 
Contribu�on” column.  Make sure to write down the 
exact service or item that is being donated to you in 
the last worksheet.  Add up each column and record 
the total in the “Start-Up Costs” subtotal row.

Now you are ready to fill in 
the Start-Up Costs section 
of the Budget Worksheet. 
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years in Arizona’s 
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She currently 
serves on 
the Board of 
Directors for 
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Alumni of America



worksheet 3
Start-Up Budget
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Once you have completed totaling your start-up costs, it is �me to turn your a�en�on to the on-going costs 
that you will have throughout the year.  These costs may include office and mee�ng space, equipment and 
supplies, staff, food, and transporta�on.  Just like you brainstormed all of your poten�al start-up costs, it’s 
important to make a comprehensive list of all of your poten�al on-going costs.  The following ques�ons will 
help you systema�cally think about your poten�al costs in each category.  As you think of your expenses, 
record them in Worksheet Four.

Office/meeting space.  
It is important to think through three major 
expenses when considering office and/or mee�ng 
space: the rent, u�li�es and maintenance.  As you 
consider this category of expenses, ask yourself 
the following ques�ons:
■ What kind of office space do you need?
■ What kind of mee�ng space do you need?
■ What u�li�es do you need available to you 

(electricity, water, telephone, internet, etc.)?

Equipment/Supplies.  
When thinking about your equipment/supplies 
budget, it may help to consider the following 
ques�ons:
■ What basic office supplies do you require to 

do your work?  Consider items such as paper, 
printer/toner cartridges, pens, and paper 
clips.

■ What type of equipment does your program 
require and what is the lifespan of that 
equipment?  Will you need to replace any 
significant equipment, such as computers or 
cell phones, during the year? 

■ Do you need to buy or upgrade any so�ware?

Staff.  
Consider the following ques�ons as you think 
about whether your program needs paid staff 
support:
■ Does the program require staff?  What are 

there roles and responsibili�es? 
■ How many staff members do you need to get 

your work done?

Step 2:  on-going Costs

Food. 
A budget for food can be very important for some 
program ac�vi�es.  Consider the following as you 
list your expenses:
■ Will you provide snacks or meals?  
■ How many �mes per week will you feed 

par�cipants?

Transportation. 
Transporta�on costs can be a major expense for 
youth engagement programs.  As you think about 
whether you need to budget for transporta�on, 
consider:
■ Where do program par�cipants live?  Is the 

program located near their neighborhood?  
How far will the average par�cipant 
need to travel and at one �me of day?  Is 
transporta�on required both to and from your 
program?

■ Is public transporta�on to your program 
available?

■ Will you provide a subsidy to offset 
transporta�on costs or will you provide 
transporta�on directly?

Other.
If there are any addi�onal expenses that you 
iden�fied through the brainstorming process, 
make sure to record them.
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worksheet 4
On-Going Expenses
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Once you have brainstormed and recorded all of your expenses, it is important 
to determine which of your expenses are cash expenses versus in-kind 

contribu�ons.  Remember, cash expenses are the items that you will 
need to pay for directly and in-kind contribu�on are the items 

that can be donated by others to support your work. 

Office/meeting space. To calculate 
monthly facili�es costs, consider the following ques�ons:
■ How much is the monthly rent for your office space?  
■ How much are your monthly u�lity bills, including 

electricity, water, telephone, and internet costs?
■ Are you required to maintain the facility or is that 

included in your rent?  If it is your responsibility to 
maintain the facility, consider how much work the 
space needs.  Talk to others with similar spaces about 
how much their office costs to maintain.

Equipment/Supplies.  To calculate 
supply and equipment costs it may be helpful to visit an 
office supply store or check on-line for the cost of basic 
supplies, such as paper, printer/toner cartridges, pens, and 
paper clips.  Make sure to do price comparison shopping 
for larger investments, such as computers, cellular phones, 
and so�ware.

Staff. To calculate staff costs, consider the following:
■ How much are staff members with similar roles in other 

organiza�ons in your community paid?  Are they paid 
hourly or earn a salary?  Will you provide benefits, such 
as vaca�on and sick leave and health insurance?

■ Consider ways to subsidize the cost of program staff.  
Most o�en staff costs are a cash expense, although 
some programs are able to recruit dedicated volunteers 
to share staff responsibili�es.  You might also look into 
ge�ng an Americorps Volunteer, which will help keep 
staffing costs lower.

20

Copy each of the expenses that you 
listed in Worksheet Four in the first 
column of Worksheet Five and then 
check whether they are cash or in-
kind contribu�ons.

As it was with start-up costs, the next step is calcula�ng how much each item that you listed costs, regardless of 
whether it is a cash expense or an in-kind contribu�on.  Begin by es�ma�ng the cost of each item on a monthly 
basis.  Then, mul�ply that cost by twelve to determine the annual or yearly cost of the item.  Record the 
monthly and annual costs in Worksheet Five.   Some �ps for es�ma�ng the cost of each item follow.

Food. To calculate the cost of providing food to 
par�cipants, consider the following ques�ons:
■ Will you provide snacks or meals?  
■ How many �mes per week will you feed par�cipants?

Once you have an idea of how much food you will need 
to provide on a monthly basis, get in touch with local 
restaurants and grocery stores to get compe��ve prices 
on providing food to your program.  Many establishments 
may be willing to donate or give discounts on food.  

Transportation. Transporta�on costs 
can be a major expense for youth engagement programs.  
To calculate the cost of providing transporta�on, consider 
the following ques�ons:
■ Where do program par�cipants live?  Is the program 

located near their neighborhood?  How far will the 
average par�cipant need to travel and at one �me of 
day?  Is transporta�on required both to and from your 
program?

■ Is public transporta�on to your program available?
■ Will you provide a subsidy to offset transporta�on 

costs or will you provide transporta�on directly?

Other. If there are any addi�onal expenses that you 
iden�fied through the brainstorming process, write down 
their es�mated monthly and annual costs.



worksheet 5
On-going Cash Expenses and 
In-Kind Contributions
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FosterClub All-Star 
Joshua Sanchez

22

1. In the first column, record your list of expenses.

2. Using the annual es�mated expenses from Worksheet 
Five, insert the annual cost of each item either under 
the Cash Expense Column or in the Dollar Value Column 
under In-Kind Contribu�on.  If the item is an in-kind 
contribu�on, write down exactly what is being donated.

Now you are ready to complete the On-Going 
Costs section of the Budget Worksheet.  



worksheet 6
On-Going Costs
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worksheet 7
Annual Budget
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Now it is finally time to put your whole budget 
together.  use this worksheet to combine your start-up 
costs and on-going costs to come up with a total annual 
budget for your program.  In the last row, remember to 
add the subtotal from your operating costs to your  
on-going costs subtotal.



The forms contained in this publication are freely downloadable (along with this entire publication) from FosterClub at www.
fosterclub.org.  The downloadable forms are available in Microsoft Excel and Word formats, so they may be filled in and saved.
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Conclusion
Crea�ng a budget is an important step to ensure that your youth 
engagement program will stand the test of �me.  The be�er 
understanding that you have of your costs, the more focused you can be 
on your fundraising efforts and the more sponsors you will a�ract to help 
support your program.  

To make sure that your budget remains accurate, it is important to revisit 
it on a monthly basis.  As you review your budget, consider: 

■ Are there any addi�onal expenses that you have incurred that were 
not in your original budget?  If so, add a line item to the worksheet.  

■ Are your monthly expenses on target with your annual budget 
es�mates?  If not, consider revising your budget. 

■ Is your revenue in line with your monthly expenses?  If not, consider 
revising your budget.

For planning purposes, it is helpful to dra� a budget a year in advance.  
Doing so helps ensure that you can raise all of the money required to 

keep your program running year a�er year.
 

Budget 

A plan that es�mates how much money your 
program will cost to start-up and to keep 
running for the long-term.  

Cash Expenses
Items, goods, or services that you must 
spend money on to puchase.

In-Kind Contributions
Items, goods, or services donated to your 
program.

On-Going Costs
The costs of running a program on 
a month-to-month basis.

Revenue
 The amount of money raised to 
support your program.

Start-Up Costs 
One-�me expenses to get your 
program up and running.

GLOSSARY
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About The Finance Project
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na�onwide. It specializes in helping leaders plan and implement financing 
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