
Workplan and Budget 
Tool

Guidance Notes for Applicants



Why introduce 
an online work 
plan and 
budgeting tool?
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1. Reduce Grantee 
time and effort on 
financial reporting, 
forecasting & 
claims 
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2. Reduce the time 
spent on financial 
analysis and 
creating different 
views of the same 
information
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3. Reduce the 
number of 
requests for 
information that 
are sent to 
Grantees
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4. Improve 
transparency and 
VFM information 
throughout the 
grant lifecycle
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Improve the link 
between 
Logframe, work 
plan and budget 
on a regular basis 



Before you StartThe work plan and budget tool is designed to match the 
formats and guidance previously used on UK AID Direct and 
GPAF. 

The tool is designed to link your Logframe, Work plan and 
budget

Before you start, you will need:

•Your logframe outputs and activities

•An idea of your budget lines and unit costs for both project 
activities and for your general project Costs

Please note: if you are successful, financial reporting will be 
made through this tool.

So you need to be able to capture and record costs for each line 
item in the budget



Navigating the 
‘buttons’ and 
screens

The Work plan and Budget 
Overview provides a summary 
and breakdown of your workplan 
activities and budget based on 
the information you enter.  

When you first enter the tool this 
will be blank.

From here you can navigate to 
the different screens of the tool



Manage Work 
plan Button

Creating an Output

•If you are clicking on this for the 
first time, it will ask you to enter 
an Output.

•For each Output in your logframe
create a new Output.

•We suggest you use an 
abbreviated Output statement.

•Each subsequent time the 
manage work plan button will 
take you directly to your work 
plan. 

Why Start with an Output?  To make sure your Workplan and Budget 
align to your logframe



Build your Work 
plan
•Add your Project Activities under 
each Output – as per your 
logframe

•‘Click and drag’ to indicate when 
the activities takes place

•Project Activities become budget 
lines that can be costed, such as 
workshops etc, but they can also 
be zero cost if no costs are 
associated

•Costs which cannot be broken 
down by activity can be put under 
the default Project Costs section, 
which contains the usual budget 
headings such as staffing, Capital 
Expenditure, administration and 
Monitoring & Evaluation



Adding Costs

Costs can allocated to each 
activity or line item.

Costs can be set in various ways 
depending on the cost type and 
the period you have selected

Recurrent activities can be 
repeated at various intervals by 
selecting the appropriate months

Each line can be assigned a % Match 
funding amount and assigned to an 
organization



Remember to save 
your work
You need to regularly press ‘Save’.

Auto save is not enabled, and all 
changes need to be saved 
regularly.

Saving the plan updates the 
budget and overview screens



Running total

As you build the work plan cost 
information is being calculated 
for each Output or Budget 
heading



Budget View
The budget button takes you to 
Budget View.  

Here you can view the budget 
that has been built automatically, 
while you were building your plan

From this view you can choose to 
view your budget monthly or 
quarterly

The budget is a record.  All 
changes need to be made from 
the work plan view



Updated Summary
The Overview page has now 
updated with the information 
entered providing a summary by:

Organization, Activity and Budget 
heading

From here you can use the 
buttons at the bottom to 
continue building your Workplan 
and Budget

Happy Planning!



Other Resources

• UK AID Direct Financial Guidance for Grant Holders:
1) Principles of Reporting
2) Budget Classification and Management
3) Exchange rates


