
Create a Pre-Award Budget Template 
For a detailed view of the budget, a Budget Template has been created for 
Pre-Award to prepare and share.   This Template can be used for multiple 
budgets in the same file.  

 

Export the Budget from PERA Create Budget Template 

After a draft budget is created, the Pre-Award Specialist will export the 
budget information to excel and send it to the PI via email for review and 
adjustments. This excel file can be edited as needed until a budget is 
finalized.   

 

1. From the Individual budget Workspace Select Export Budget from 
the Activity List. 

As this action is being prepared, a new screen will appear.  After the budget 
export is prepared, this screen will disappear. 



  

2.  Click History, followed by Exported Budget Spreadsheet. 

This excel file will Download.  Proceed to downloads on the computer to open 
the document and save to the proposal folder on the Network. 

 

Create a Budget Template 

1. Open the excel file “Pre-Award Budget Template 9.2024.xlsm” 

 

2. Select “Transfer Budget Data” to import PERA budget file(s) to this 
Template. 

 NOTE:  Multiple excel files may be imported.   

 

 



Each budget that is imported will create an individual tab in the 
Control File. 

 

3. Make any necessary adjustments to the budget in this file.   
a. Indicate line items that are to be excluded from the F&A base 

with a ‘Y” in column C. 

 

b. Add Subaward names and Direct/Indirect Cost Information. 

 

c. Select Yes / No for “Is this an NIH Project. 

 

d. Choose the correct F&A Base in Column A. 

 

e. Select the correct IP Fee option in Colum A if applicable. 

 



f. Update the F&A rate as needed. 

 

g. Update the IP Fee rate if applicable. 

 

NOTE:  All adjustments should be made to each budget prior to Exporting 
for a Cumulative Budget. 

 

 

4. On the “Control” tab of the Budget Template, select “Export Budget”.   
a. If you have multiple budgets. Select if you would like to create 

Cumulative Worksheet? 

*The exported file will be the final version. Further adjustments 
will need to be done in this Template file and re-exported. 

  A new excel file will open with the same tabs as the Control File  
 and a Cumulative Budget Tab. 
 

 
 

5. Save the Control Budget Template file for future use.   
 



6. This Budget Template can be sent to the PI for further adjustments 
until finalized.  The Cumulative tab on the Exported Budget file will not 
calculate.  Adjustments should be made to the individual budget tabs 
and re-exported each time. 

NOTE:  The FINAL Budget Template must be uploaded to the Funding 
Proposal “Add Attachments” activity prior to proposal submission.  This file 
is mandatory for all proposals.  Post Award and Finance will use this file at 
award time. 
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