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1. When you get to the Budget section, click the green plus sign to the right to fill out the budget.

2. The grant budget template will pop up. Since these are Community Grants, the length of the
request should only be one year under the Original Budget.



3. Begin with the start and end dates for your Year 1 Original Budget.

4. Then enter the amounts in the provided categories as appropriate.



5. Below the provided categories, you will see fields to enter 5 custom line items and amounts to
your budget. Add these as needed for your Year 1 budget.

6. Once you reach the end of year 1, you’ll see a total for the amounts you entered in the budget
above. Use this as a guide to ensure you’re budgeting for the full amount you’re requesting.



7. After you’ve entered all the amounts into your budget for each year applicable to your application,
you’ll see the ‘Supporting Documents’ section. Add any documents you may like to include to
support the budget you are requesting with your application.

8. Click ‘Save’ in the bottom right corner of the popup to save your budget to your application.
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