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Press [Ctrl] and click on a section to go there directly.
I. Before beginning
· Downloading the Excel file
The ICH-04-Timetable and Budget Excel file is available to download from the page https://ich.unesco.org/en/forms. It is available in English (ICH-04-Timetable and Budget) and in French (ICH-04- Calendrier et budget). 

You should save a copy on your hard-drive, adding the name of the State Party: for example, ICH-04-Timetable and Budget-Burkina-Faso.
The ICH-04-Timetable and Budget file has been successfully tested with the 2007, 2010, 2013, 2016 and 2019 versions of Excel for Windows, and should also work for previous versions (1997, 2000, and 2002). 
· Enabling contents
When you open the file, if you see the messages below, you will need to:

Click on the button ‘Update’:
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 Click on the button ‘Enable Content’ (in older versions of Excel, this may say ‘Options…’):
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Then select the option ‘Enable this content’, as indicated below:
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To make sure that all of the contents are properly enabled, double-check as follows: 
Click on ‘Microsoft Office’ [image: image4.png]


 or ‘File’ [image: image5.png]FILE



 in the menu in the upper left corner (depending on which version of Excel you have), then click on Excel Options|Trust Center|Trust Center Settings|Macro Settings and select the option below: 
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II. Where to begin
· Examples
In the ‘Example’ sheet of the file, you can find examples of expenses, calculated in US dollars and tied to an activity, as you will create in your budget. These examples illustrate the kind of detailed information you need to provide as well as how to present it.

To open the ‘Example’ sheet, click on the ‘Example’ tab near the bottom of the screen:
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You can also consult the examples by clicking on ‘Example’ while working in the Budget sheet (upper right corner):
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· Simulation

The empty cells in the ‘Example’ sheet allow you to experiment with different possibilities, either by selecting the information from pre-defined lists or by typing directly in the cells. Before beginning your own budget, familiarize yourself with the budgeting tool and its logic.
Below are several cases of incomplete budgeting that you could encounter:
· If you indicate the type of expense (selected by using the down arrow) without indicating the activity it belongs to or without detailing the costs, the relevant cells will turn red to remind you that they must be completed. Once the information has been entered, the cells will return to their original colour:
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· If you choose a category of expenses rather than a specific type of expense, the cell will turn red:
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· If you enter the details of an expense in ‘Description’ without having defined the type of expense, the cell will turn red to remind you to select a type of expense. In the ‘Description’ field, you should provide the details of the calculations used to arrive at the total cost of the expense (e.g. unit cost, quantity, specific detailed description, etc.): 
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· If you have not entered a detailed ‘Description’, a message box will appear. Click ‘No’ and provide additional details:
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· If you enter the amount of an expense in one column (according to the source of funding), the cells corresponding to the other sources of funding will turn red, signalling that they must be filled in. If the expense type is co-funded, indicate the amounts under each source; if it is not co-funded, put a zero (0) in the cells, but do not leave them blank.
Incomplete cost distribution:
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Complete cost distribution:
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III. Create a timetable 
Before creating your budget, you are advised to create a timetable indicating the period during which each activity will take place. If you create this timetable first, a list of activities in the budget will be created automatically and the budget will be easier to complete.
To open the timetable sheet, select the ‘Timetable’ tab near the bottom of the screen:
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Or click on the link ‘Go to timetable’ in the Budget or Example sheet (upper left corner):
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· Activities
Indicate the title of each of the principal activities of the project in the correct cell, ideally in their general chronological order. 
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· Implementation period
The activities (including the submission of reports and payment of the last instalment of the funding) cannot exceed thirty-six months from the beginning date of the project, in accordance with UNESCO’s Administrative Manual (Chapter 7.6, Paragraph 3.1) which sets the maximum duration of the contract through which International Assistance is granted at thirty-six months. Consequently, the timetable format is limited to a maximum of thirty-six months.

Define the period during which each activity will be carried out, applying a colour to the cells. Month 1 of year 1 begins when the contract with UNESCO is countersigned by the State Party, which constitutes the starting date of the project. 
To apply a colour, double-click on each cell concerned; to remove the colour, double-click on the cell again. You can also manually apply one or more colours of your choice using the paint-bucket (fill).

In this example, the stakeholder information workshop takes place in the second month, but its organization begins in the first month; the capacity-building workshop takes place in the third month but its organization begins in the first month. 
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Once you have established your timetable, you can begin to create the project budget.
IV. Create a budget 
To open the ‘Budget’ sheet, select the ‘Budget’ tab near the bottom of the screen:
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Or click on the link ‘Go to budget’ in the Timetable or Example sheet (upper corner):

[image: image20.png]Go to budget





By default, the budget table includes one activity line (light blue line) followed by two expense lines (white lines). To create your budget, you can create additional activity lines and add expense lines to every activity using the appropriate buttons:
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· Add an activity
Click on the ‘Add an activity’ button to create an activity in the budget. A window will open asking you to indicate the number of items of expenditure you anticipate. There must be at least one, but you can add additional expenses later if needed. In the example below, three items have been indicated:
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In the light blue line for the title of the activity, you can select from the activities you already created in the timetable (recommended) using the down arrow, or you can create a new title by typing. If you created the activities in the timetable, they will be available through the drop-down menu. On this same light blue line, you will have the subtotal of the activity, which will be automatically calculated when you indicate the amounts on the expense lines below.
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· Add an expenditure
Click on the ‘Add an expenditure’ button to create an expense line connected to an activity. 

The new expense line will be created just below the existing line where your cursor is positioned when you click on the button. You can add a new expense between two existing lines, for example, by placing the cursor in the first line and adding one or more lines below it.

The Excel sheet provides a drop-down list with more than thirty pre-defined expense types (organized in six categories). You can select one of the built-in types or create your own by entering the name directly in the cell. To the right, you will be required to insert a more detailed description, so you may wish to keep the types of expenses simple. 
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An expenditure line duly completed should include (left to right): a) a type of expenditure chosen from the drop down menu; b) a detailed description allowing readers to easily understand the calculations that resulted in the amount foreseen for the expenditure (typically a unit cost and number of units);
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c) one or more amounts duly shown in the column of the funding source that should cover the expense; the total will be calculated automatically. Please recall that a number (or zero) must be entered in each white column: 

[image: image26.png]Others (inUS$) ~ Total in US$)

100.00 300.00 900.00 1,300.00

0.00 0.00 700.00 700.00

10000 10000 0.00 200.00





d) any additional comments deemed necessary, for example to identify the specific source of third-party funding, or to provide further details on the nature of the expenditure.
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The Additional comments column is optional, but for the others if you fail to include information the cell will turn red.

If you need to convert local amounts into US dollars, click on the link ‘Exchange rate’ or select the ‘ExchRate’ tab near the bottom of the screen:
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· Delete an expenditure or an entire activity
To permanently delete a line (expenditure or activity) from the budget, click on one of the cells in that row, and then on the button ‘Delete a line’. You will be asked to confirm that you intend to delete this permanently. 
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If the line you wish to delete is an activity for which there are already expense lines, a message will remind you that you also need to delete the orphan expenses after you have deleted the activity. 
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· Sources of funding
For each expense, the different sources of funding must be identified. The costs can be assigned to a single source (in which case the other cells must show zero (0)) or distributed among two or more sources, provided that a single expenditure is not divided randomly. For example, an air ticket cannot be financed from two sources at once; however, several air tickets, or for a single mission the air ticket and the daily subsistence allowance, may be funded by different sources.
For contributions other than those of the ICH Fund and the State Party itself, include the amount under the ‘Others’ column and then identify the specific source or sources in the ‘Additional comments’ column.

All gifts or in-kind contributions should also be quantified in dollar terms and an explanatory note added in the ‘Additional comments’ column.
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In general, you are encouraged to provide all the information that could be needed to fully understand your budget, whether under the ‘Description’ or the ‘Additional comments’ columns.
V. Finalization and submission
· Final verification
· Click on the button ‘Check calculations’ while you are preparing your budget and when it is completed, to automatically update the subtotals and totals and to eliminate any risk of calculation errors.

[image: image33.png]700.00

7100%

Check calculations
Total (inUS$)  Additional comments




· Verify that both the timetable and the budget have been fully completed with detailed information.

· Double-check that there are no red cells (which would mean that information is missing or not clear).

· Be certain that you have properly named and saved your file, as indicated above; for example, ICH-04- Timetable and Budget-EN-Burkina-Faso.

· Printing area
In order to be certain that your file prints out correctly, in both the budget and the timetable press the ‘Print Area’ button to include the complete tables. 
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· Submission of your file
When you are ready to send your timetable and budget to the Secretariat, attach the printed copies to Form ICH-04. The file must be submitted both in printed and electronic form: the Excel file should be sent together with Form ICH-04 by e-mail to: ich-assistance@unesco.org.

· Need support?
Do not hesitate to contact the Secretariat for assistance with completing the timetable and budget by sending an email to: ich-assistance@unesco.org.[image: image35.png]
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