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How to develop budget for Programme Document  

Purpose: Finalize the requirement of resources and contribution to implement the programme 

Who: UNICEF and Partner Focal Point(s) 

When: Development phase of programme document 

Budget section of Workplan of a programme document consist of five areas are 

• Programme cost - Activities  

• Effective and efficient programme management 

• Financial management and organizational capacity-building costs  

• Supply Contribution  

• Partner (CSO) non-financial contribution. 

How to develop budget for Programme Document   

 

Step 1: Click PD/SPD 

To enter the activities and related budgets, navigate to the result structure tab.  



UNICEF ePD Step by step guide    
 

 

Note: Activities in the budget can only be entered after the PD outputs have been entered. 

Please refer to the video on how to create the PD result structure. Navigate to the PD activities 

section and select the add icon besides PD activities.  

 Knowledge: Programme cost, or Direct costs are the necessary and reasonable costs 

incurred in delivering a specific programme intervention. These costs arise directly because of 

the activities required to implement the programme intervention. Direct costs include Goods and 

services purchased for the implementation of activities covered in the programme intervention. 

a) Costs for the time of technical staff whose specific inputs are required for the programme 

intervention. 

b) Premise costs (warehouse, venue rental for workshop, meetings) that are directly and 

only related to achieving the results of the programme intervention.   

c) Other costs directly attributable to the implementation of activities in the programme 

intervention. 

d) Costs for the actual time devoted by personnel to managing implementation of the 

programme intervention.  

 

Step 2: Go to the workplan tab and select the budget view to enter the PD activities. You can 

also use the “Activities Editor” to add activities using a spreadsheet. 

 

To add activities using the Activities editor view; 
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Step 3: Enter the activity with short description. If other notes are required in relation to activity 

then enter under “Other Notes” (e.g. procurement service, contractual info etc.). 

Enter the cash cost for an activity contributed by Partner or UNICEF under “Partner cash 

budget” or “UNICEF cash budget”. 

Select the quarter(s) in “Activity Times” when activity will be implemented. Timeframe shows the 

PD quarters based on PD start and end dates.  

 

Step 4: For detailed budgeting of an activity, turn on the “use input-level” toggle. Click the “+” 

icon and add the input description, type of unit and number of units, price per unit and cash 

amount under partner cash and/or UNICEF cash.  
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Step 5: Select save. Repeat this action for all the activities and related budgets and inputs 

where required. 

 Knowledge: Effective and efficient programme management costs, which comprise 3 

standard types: (i) In-country management and support staff prorated to their contribution to the 

programme intervention (representation, planning, coordination, logistics, administration, 

finance); (ii) Operational costs prorated to their contribution to the programme intervention 

(office space, equipment, office supplies, maintenance); (iii) Planning, monitoring, evaluation 

and communication, prorated to their contribution to the programme (venue, travels, etc.) 

Step 6: Navigate to the effective and efficient programme management section to include 

the related costs. 
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Step 7: To include data to the in-country management and support staff section, hover over 

the section and select the edit icon on the right-hand side. In the next screen, enter the budget 

contribution from UNICEF and the partner. If the input level details are required, select the use 

in-put level toggle and add the mandatory details. 
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Step 8: To add data to the operational costs section, hover over the section and select the 

edit icon on the right-hand side. In the next screen, enter the budget contribution from UNICEF 

and the partner. If the input level details are available, select the use in-put level toggle and add 

the mandatory details. 
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Step 9: To add data to the planning monitoring evaluation and communication section, 

hover over the section and select the edit icon on the right-hand side. In the next screen, enter 

the budget contribution from UNICEF and the partner. If the input level details are available, 

select the use in-put level toggle and add the mandatory details. 

 

. 

 Knowledge: Financial management and organizational capacity-building costs consider as 

Indirect costs are calculated as 7% of the UNICEF cash contribution to the programme 

intervention, excluding the value of UNICEF cash contributions for cash/voucher assistance for 
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beneficiaries, as well as bulk procurement (e.g., essential supplies, construction materials, sub-

contracting for commercial services). The value of UNICEF-provided supplies, equipment and 

other forms of in-kind support is also excluded from the calculation of 7%.  

 

Step 10: To add the Financial management and organizational capacity-building costs, 

select the edit icon 

This section is entered by UNICEF staff and select save  

 

 

Step 11: To add budget to the supply contribution planned section, please refer to the 

step-by-step guide on creating ePD supplies.  

Step 12: To include the partner non-financial contributions to this PD, select the edit icon 

and include all relevant texts.  

 Knowledge: UNICEF recognized that partners often make important financial and non-

financial contributions to the programme intervention. This field captures those partner 
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contributions that are not already quantified and captured in the budget section. Examples 

can include use of materials previously developed by the partner, technical knowledge or 

sharing of premises.  

 

 

Step 13: Select save. 

You have completed the budget for the section of the ePD 

Step 14: Review the budget entries made by using the activities editor view or download 

option. A Summary budget also appears at the top of the screen.  
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Step 15: To download the ePD select the icon and select the desired export option 
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