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PLANILLA FINANCIERA
Referencia rapida —Elaboracién de presupuesto

Abra el archivo y haga clic en Habilitar macros para abrir la planilla. Siga
las instrucciones de la pagina de bienvenida de la
planilla.

T —

1) Security Warning  Some active content has been disabled, Click 1or more details, Lnable Content a“~

Welcome to the IDRC Grant Administration Workbook.
Enable Macros

DOid you notice the t AT in the message bar above? It states that Macros have been disabled
and gives you the ability to cheese some options
Before you choose these options. please be aware that this Woarkbook requires Macros to be Enabled ar it
will not cpen
Chick the Options box in the Secunty W Verning message bar to open the Microsoft Office Security Options
screen Heore you will see a selection to t Make this selection. click the OK button and
the Workbook will open

However. you will nave to do this every time you run the Workbook. If you would like to run the Workbook
without having to manually enable the macros each time. you may place the Workbook in @
A Trustad location can be any of the Excel 2007 default foldars or any folder you designate

Al the bottom feft of the Microsoft Office Security Options screen. you will see Oy t Click
on this and the Trust Centre screen will hn displayed
On the left is a list - click on 1 This screen shows the Trusted User Locations

You may note the path to one of the default Excel 2007 locations or add a folder of your choosing
In either case, pleasa move the Workbook to your Trustad Location folder and open it again

Haga clic en Si en la ventana Advertencia de seguridad para designar la planilla como documento

de confianza.
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Guarde la planilla con la extension de archivo XLSM
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Usando el botdn “tab” (pestaiia), entre los datos en la pantalla informacién del
proyecto (consulte la pagina 5 de la Guia del usuario).

Project Information

Seneral Information ]

Project Title: [ g jilding Resoonsive Law and Policy

Legal Mame of Proposing

=l | 1rstitute of Developrent Studies
Institution

Project warking currency U5 Doollar -
[currency used in books of | =1 |
accounts of institution:

Project duration (in rmonths): [ 5] Duoration most include time necessary For all activities paid swith geant funds to take place,

[ MoTE: all fields on this Formn rmost be completed BEFORE ywou can enter your Budgst inforrmation. |

Save and Cloze
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Es aqui que aparece el formulario de propuesta de presupuesto en la hoja “summary”
(Resumen). No ingrese informacion en la hoja “summary”; se va llenando
automaticamente. Haga clic en las hojas de categoria presupuestaria para ingresar la
informacion del presupuesto (se deben entrar solo datos, no férmulas ni
referencias).

Budget catedory Year 1 Year 2 Year 3 Year 4 Year 5 Toral
Fersonnst 10,000 =0.000 <0000 [ [ 20.000
Consutants =000 EXTT S.000 o o 11.000
Evaation [ [ [ [ [ o
5 o o o o o o
o o o o o o
Research 15,000 15,000 15,000 o o 25000
\ndirsot Costa o o o o o o
Total Z5,000 =c.000 53,000 o o Taz.o00|
CSUMMARY cannot be used for data entry
—_I Project working currency is the US Dollar STy
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PLANILLA FINANCIERA
Referencia rapida —Elaboracion de presupuesto

6. Ingrese notas de presupuesto detalladas para cada partida presupuestaria. Si necesita
mas filas, use el botdn “add new row” (Agregar nueva fila). (Consulte la pagina 7 de
la guia del usuario sobre notas de presupuesto

DETAILS OF BUDGET SUBMISSION: RESEARCH EXPENSES (in project currency)

Includes and materials required to carry out the research. Costs include remuneration of persons who gather data and information or provide casual labour, maintenance and operation of
project v consumable goods and non-capital equipment, comp ervices, training for project staff for implementation of research activities, in-country travel, reference materials, rent paid for
land or premises used in a research activity, and translation of project-re
Item of expenditure Year 1 Year 2 Year 3 Year 4 Year 5 Tafal _ |Budget notes and explanations ——
Local Travel ——r
Core Contributions o
Supplies o
Seminars, mestings 15,000 15,000 15,000 45,000[ Z workshops planned per year - estimated at 7,500 USD each for up to 10
participants (includes accommodation, airfare, and per_diems
Metwork Communications o
Printing/Publications [
Web site o
[
o
s
[
o
/ o
o
Totals for Research f 15,000 15,000 15,000 [ [ 45,000
Ll Double-click in a row to place the cursor at the end of existing text
Add New Row Research Expenses Worksheet
4 4 b b Splash Summary Personnel Consultants Ewvaluation Eguipment International Travel Training Research IndirectCosts IE]

7. Enla hoja “indirect cost” (costos indirectos), ingrese un porcentaje fijo o monto(s)
a. Para porcentaje fijo — haga clic en el botdn percent of budget (porcentaje de
presupuesto) en el sitio abajo a la izquierda de la pantalla
b. Para montos - liste los rubros de costos indirectos y provea los costos

Importante: Aseglirese de que los costos indirectos no superen el 13% permitido por IDRC.

DETAILS OF BUDGET SUBMISSION: INDIRECT PROJECT COSTS {in project currency)

Includes administrative costs not directly related to the research. Costs may include clerical, accounting, or secretarial help, gensral office sxpenses, office rental and utilty charges, non-capital office
furnishings, communications costs, and photocopying. IDRC expects the recipient to absorb the indirect or administrative costs of a project as part of its local contribution. In exceptional cases, IDRC will
consider a contribution towards indirect costs. The maximum contribution is 13% of all recipient-administered costs

Itemn of expenditure Year 1 Year 2 Year 3 Year4 | Years |  Total  |Budgetnotes and explanations

Fixed Rate not used ed fo xed rates

Indirect Cost az 3 Percentage

You may enter Indirect Costs as 2 percentage of
your oversll budgst proposal, or as individual line
iterns - but mat bath, Please enter the fived
percentage in the box below (do not enter the %6
symbol) and click K, or click Cancel,

A
Totals for Indirect Costs /0 0 0

Add New Row J / Indirect Costs Worksheet

OVERALL: 0.0%

Cancel -ow to place the cursor at the end of existing text

4 4 b b Splash Summary Personnel Consultants Evaluation Equipment InternationalTravel Training Research IndirectCosts 1K}

8. Llene las hojas “Contribuciones de donantes” y “Contribuciones locales”, segun corresponda.

9. Verifique la informacion entregada, guarde y asegurese de que el archivo mantenga la
extension XLSM
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10. Envielo por correo electrénico al representante del IDRC, junto con el
formulario de solicitud de subvencién debidamente llenado.

Asegurese de seguir todos los pasos indicados. Si tuviera consultas o
problemas con la Planilla, por favor contacte a info-fw@idrc.ca

La Guia del usuario completa integrada de la Planilla financiera se puede bajar aqui



mailto:info-fw@idrc.ca
http://www.idrc.ca/EN/Funding/Guides_and_Forms/Documents/Financial-Workbook-External-User-Guide.pdf

