
Project Budget Sheet:
This workbook contains 5 sheets: Summary, Transactions, Expense Form, Funding Form, and
Anticipated Expense form.

The last 3 of those are linked to 3 corresponding workbooks generated from Google Forms. By
filling out those Google Forms data is added to the project budget workbook.
Changing the name of the project on the summary page as shown below will change which
project is being viewed in the workbook.

The same set of google forms are used for every project to keep things simple. This project
workbook template can be copied for each project. If you modify the categories in the Google
Forms you must also modify the categories in the workbook. The items which are meant to be
modified are highlighted in yellow.

If you would like to manually add financial info you must do this in the Excel spreadsheets
located with their corresponding Google Forms.

Annual Budget Sheet:
This workbook contains 6 sheets: Setup, Expenses, Income, Summary, Funding Form, and
Expense Form.

The last 2 of those are linked to 2 corresponding workbooks generated from Google Forms. By



filling out those Google Forms data is added to the project budget workbook. Changing the year
on the setup page as shown below will change what year the expenses, income, and summary
pages are showing. You can also change the starting balance on the setup page below
depending on how much money you started with.

The expenses tab will show your expenses for the year. The income tab will show your income
from the year. If you alter the categories in these tabs you must also alter the categories to
correspond in the Google Forms. The summary tab shows you a yearly summary of your
financials. You should not need to edit anything on the last 3 tabs.
If you would like to manually add financial info you must do this in the Excel spreadsheets
located with their corresponding Google Forms.



Helpful tips:
Any time you are going to use these templates it should always be a copy so that you preserve
the originals. Once you make a copy you should be able to move it to any folder or rename it
and still have everything correctly linked to it.

Both of these workbooks should be very easy to use and you should not run into any issues.
However, if you do run into an issue the best solution would be to start with a new copy of the
original template (as that should never be altered in any way so that you do not lose a fully
functioning copy of these documents).

If you would like to add an expense, expected expense, or funding, there are 2 options. You
could fill out the corresponding Google Form included in the financials folder, or you could add it
manually in the Google Sheet. To add it manually just open the Google Sheet with the same
name as the Google Form. They both should be located in the same folder.

You enter
your response in the first open row at the bottom.

This will not
affect the Google Form responses as they will just continue below that row. The Google Form is
quite simple as once you open it you just answer the questions and hit submit when you have
finished.



Steps to access google forms:



Steps to access Budget documents:


