Instructions for Budget Template

1. Categories i.e. Camping, Activities, and Food need to be totaled for input into the final Income and Expense Report.  This information is needed for the Caravan Committee’s Income Tax form.

2. Kitty Fee # of Rigs (column C-row 4)-Input the number of rigs you expect to have on the caravan
3. Kitty Fee # of People (column C-row 5)- Input the number of people you expect to have on the caravan. For budgeting, use two per rig.
4. Insert the date in column B in the format MM/DD/YY in the first day of each stop and the template will complete the days of the stop via the formula i.e. Column B-Row 6 is 8/20/17 and the next day has the formula “B6+1” OR you may just input each date for each day.
5. Camping-$/night/rig-Input the cost per night, the “Camping” column (column E) is set to multiply the cost/night/rig times the number of rigs in “Kitty Fee # of Rigs”
6. Activities and Food are set up in the same manner.  Columns L and M indicate the activity and food.
7. If you need to add or delete days just remove the formulas or dates in the rows not needed and insert zeros for the Camping-$/night/rig, Activities-$/person, and Food-$/person.
8. Input your Scouting costs as indicated.  They are also needed for the final Income and Expense Report.
9. Input the estimated costs to each of the Administrative Costs, some as an individual cost and some as a total depending on what you have.
10. An extra copy is printed of the Driver’s Manual for the Caravan Committee’s records and for folks to review at the International Rally
11. The “Budgeted Leaders Travel Costs” include mileage at the annual income tax rate, and any anticipated campgrounds, activities, and food occasions in which complimentarys will not be given.

12. A ten percent (10%) Contingency amount is recommended at the budgeting stage of a caravan.  As prices become more firm and the caravan has been run, then may use five percent (5%).

13. The “Determination of Kitty Fee” is primarily the template the various calculated budgeted costs to the appropriate spot.  The determination of the Kitty Fee amount for a couple is the total of Parking, Activities and Food for two persons, Admin Cost/Rig, and Contingency/Rig.  The amount for a single is the total of the Parking, Activities for one, Food for one, Admin Cost/Rig, and Contingency/Rig.
