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Abbreviations  

ART   antiretroviral therapy 

CSO   civil society organization 

FSW   female sex worker 

HIV   human immunodeficiency virus 

HP+   Health Policy Plus 

MSM   men who have sex with men 

PEPFAR  U.S. President’s Emergency Fund for AIDS Relief  

PLHIV   people living with HIV 

PWID   people who inject drugs 

USAID   U.S. Agency for International Development 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Budget Tool for Civil Society Organizations in Indonesia: User Guide 

 

1 

Introduction 

The government of Indonesia plans to rapidly scale up HIV services in response to poor 

treatment coverage—estimated at just 15% of people living with HIV in 2018—and high 

incidence. Civil society organizations (CSOs) in Indonesia play a critical role in preventing 

new HIV infections by identifying new people living with HIV, linking them to treatment, 

and retaining them in care. CSO activities range from conducting key population outreach to 

accompanying people living with HIV to health facilities for testing and treatment services. 

However, the majority of HIV-related CSO services are funded by donors such as the U.S. 

President’s Emergency Fund for AIDS Relief (PEPFAR) and the Global Fund to Fight AIDS, 

Tuberculosis, and Malaria, and these donors have begun to reduce their levels of support, 

requiring CSOs to find alternative funding sources. 

In Indonesia, CSOs are able to access government health and social assistance funding if they 

have legal status and play a role in protecting individuals or communities from “social risks.” 

The Ministry of Home Affairs and local governments have set regulations and guidelines for 

how to access grants and social assistance funds as part of the regional revenue and 

expenditure budget (Anggaran Pendapatan dan Belanja Daerah) process. However, very 

little guidance is available on how to prepare budgets for government funding applications. 

Given that many CSOs supporting HIV prevention, testing, and treatment are eligible to 

receive government funding but are not accessing it, the U.S. Agency for International 

Development (USAID)- and PEPFAR-funded Health Policy Plus (HP+) project developed a 

tool that estimates the cost of CSO services to prepare funding proposal budgets and can be 

used to advocate for increased government funding of HIV-related services. Although the 

tool was designed to be used by CSOs based in Indonesia, it can easily be adapted for use in 

other countries. 

The HP+ CSO budget tool is meant to be applied by individual CSOs for one financial year 

and can be used to develop detailed costed activity plans. The tool is flexible, allowing it to be 

customized for each CSO and used for different types of government and donor funding 

proposals. Key features of the tool include automatic calculations and data validation 

features that help reduce user error. The tool also includes space for tracking assumptions 

used in developing the proposal budget. The tool has the following structure: 

• Cover page 

• Program information 

• Unit costs 

• Direct costs by activity 

• Staff and indirect costs 

• Summary costs 
 
Outputs of the tool include total costs and costs by intervention and activity, cost category, 

location, and population served. The disaggregation of costs is based on Government of 

Indonesia guidance on how to display budget information in funding proposals. 

This user guide is meant to assist CSOs in using the tool to prepare an annual budget. Since 

both financial and programmatic inputs are required, a mix of CSO staff may need to provide 

or enter data. To use the tool, CSO staff must have basic Excel skills, including the ability to 

use the pivot table feature in Excel. The guide includes instructions for each tab and 

suggested data sources.  
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Program Information 

The first tab to complete is Program Information. Information entered into this tab will 

carry forward to other tabs. Inputs needed on this tab are: 

• Name and location of CSO 

• Interventions provided by CSO and populations served 

• Number of people reached and number of encounters per person in one year, by 

intervention and population 

• Identification and description of subactivities for each intervention, including 

identification of populations served and locations of each subactivity 

For location, CSOs should specify where they have offices and where they conduct their 

activities. For example, a CSO can be based in North Jakarta but provide services to 

populations in North, East, and West Jakarta. This CSO should list all three locations in the 

tool in order to assign costs accordingly. 

Users must identify the interventions they provide and the populations they serve for each 

intervention by selecting “X” from the dropdown menu. The default list of interventions and 

populations served are shown in Table 1; these are customizable to the CSO. The tool 

classifies interventions as CSO services with direct beneficiaries that result in increased 

service coverage for HIV prevention, testing, and treatment. Subactivities, on the other hand, 

help CSOs scale up their interventions and do not necessarily involve direct contact with 

individuals targeted to receive HIV services. Subactivities include trainings, meetings, 

workshops, research studies, or general advocacy campaigns and will be identified further 

down on the Program Information tab.  

Table 1. Default Interventions and Populations Included in the Tool 

Interventions Populations 

Hotspot outreach Female sex workers (FSW) 

Virtual outreach Men who have sex with men (MSM) 

Referral to HIV testing and counseling Waria 

Mobile HIV testing and counseling People who inject drugs (PWID) 

Referral to antiretroviral therapy Youth 

Treatment retention/adherence support Pregnant women 

Support group meetings People living with HIV (PLHIV) 

Lost to follow up tracing General population (includes other groups) 

General sensitization   

Once a user has identified the interventions provided by the CSO for each population group, 

the tool automatically identifies the cells that require further input from the user in 

subsequent rows (Figure 1). The cells that do not require any input from the user are shaded 

in dark gray. 
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Figure 1. Selecting Interventions and Entering Targets 

 

For each intervention and population group selected, the user must enter the number of 

people the CSO plans to reach in one year and the number of encounters the CSO will have, 

on average, with each person in one year. CSOs may not have unique identifiers for key 

populations they reach and, therefore, may only track the total number of encounters they 

have per month or year. In this case, the CSO must estimate how many people they can reach 

based on the estimated number of times the CSO will interact with each person. For 

example, if a CSO has 1,000 encounters with female sex workers per year through hotspot 

outreach and usually sees each sex worker twice in one year, then the CSO reached about 

500 female sex workers in one year. The CSO can choose to increase or decrease the number 

reached for budgeting purposes, based on population size estimates and program goals.  

The final section of the Program Information tab involves entering the subactivities for each 

intervention. The tool only allows a maximum of 10 subactivities per intervention. If a 

subactivity is relevant for multiple interventions, map the activity to the intervention that it 

primarily supports. The user should describe each activity/subactivity, including details such 

as the frequency of the activity in a year and the number of people participating in each 

activity. 

For each subactivity, additional space is available for the user to explain how the activity 

relates to the Regional Medium-Term Development Plan. This may help CSO staff writing 
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funding proposals, as CSO activities funded by the government should align with goals in the 

development plan. 

From dropdown menus, the user must select the population being served and location of the 

subactivity. If the same subactivity is being done for multiple population groups or in 

multiple locations, it should be entered as a separate activity for each group or location. This 

information is automatically carried forward to future tabs and is crucial for presenting the 

final budget by population group and location, which is often a requirement in government 

grant proposals.  
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Unit Costs 

The Unit Costs tab is for identifying the inputs needed to conduct activities and operate the 

CSO. For each input, the user needs to enter the unit cost, define the input, and list the 

source of the cost. The tab includes a default list of inputs and definitions of one unit of each 

input, which can be modified or added to by the user (Figure 2). The inputs are categorized 

by indirect or direct activities and by cost category (e.g., commodities, meetings and 

trainings). 

Figure 2. Unit Costs Tab 

 

Depending on the funding mechanisms, there may be requirements for the source of unit 

cost data. For government funding proposals in Indonesia, CSOs are often required to use 

official government cost estimates, as specified by the regional government (Satuan Kerja 

Perangkat Daerah) for transportation, per diems, meeting packages, and other inputs. These 

cost estimates are updated routinely and vary by province. Other types of inputs, including 

staff salaries, should be based on actual CSO expenditure records or costing studies. 

It is ideal to complete this tab before moving on to others, however, the user can revisit this 

tab and make changes at any time, including to the unit costs. These changes will carry 

forward to the other tabs. 
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Direct Costs by Activity 

Working left to right, the user builds out the costs of each of the subactivities in this tab. The 

subactivities, populations reached, and locations of activities will automatically appear based 

on information entered in the Program Information tab. To customize the table to only show 

the interventions and subactivities specified by the CSO, the user should scroll to the right of 

the table and select the cell that says, “Hide or Show.” Make sure only “Show” is selected 

(Figure 3). This will filter out the irrelevant parts of the table. 

Figure 3. Customizing Table to Show Subactivities 

 

The user then needs to select inputs for carrying out the subactivity; the inputs listed come 

from the previous Unit Costs tab and can be revisited as needed while filling out this tab. 

Each line is for one input; if multiple inputs are needed, the user must insert a new line, copy 

the previous row into the new line, and select the new input from the dropdown menu 

(Figure 4). 

Figure 4. Selecting Cost Inputs  

 

For each input selected, the unit cost and definition of one unit will automatically appear in 

the table. The user will need to enter the number of units, number of days (if applicable), and 

frequency of the activity per year, which will be used to automatically calculate the total 

amount and cost of an input needed to carry out the subactivity. The tool will sum the costs 

of inputs across the subactivity to estimate the total cost of the subactivity. The formula for 

this calculation is shown in Figure 5. 
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Figure 5. Calculating Total Activity Costs 
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Staff and Indirect Costs 

The final input tab is for entering data on staff and other indirect costs. The Government of 

Indonesia considers all staff costs as indirect costs, therefore, staff salaries, operational costs 

(e.g., utilities), and fixed costs (e.g., computers) are grouped as indirect costs in the tool. 

The staff titles populated in this tab are based on user entries in the Unit Cost tab, which 

include the annual salaries for each CSO staff member identified in the funding proposal. For 

each staff member, the user must identify the location of the staff and the percentage of their 

time spent on each intervention. The total percentage time for each staff member cannot 

exceed 100%; the tool will prompt you with an error message in red if the total is above 100% 

(Figure 6). The tool allows the total to be 100%, as only partial salary support may be needed 

in a funding proposal. For staff, such as outreach workers, who provide interventions to 

beneficiaries, the user should determine the percentage of time spent across interventions 

based on their actual job function and workload, which could be tracked over time or based 

on timesheet data. For indirect staff who are not directly involved in providing interventions, 

the user may choose to distribute time equally or based on number of people reached for 

each intervention. 

Figure 6. Data Validation in Entering Percentage of Staff Time Spent on Each Intervention 

For recurrent or operational indirect costs, the tool automatically pulls user entries—such as 

the measurement unit and unit cost—from the Unit Cost tab. For example, if a CSO would 

like the government to cover its electricity costs for its headquarters, the unit of 

measurement may be an average monthly bill. The user must then specify the number of 

units that need to be covered through the funding proposal, which may be 12 for a monthly 

cost or just 1 for an annual recurring cost. 

For fixed indirect costs, the tool will also pull entries from the Unit Cost tab, including the 

unit of measurement and the unit cost. The user must specify how many items will be 

purchased in the year. 
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Summary Results 

The last tab in the tool displays results—no user data entry is needed. All calculations are 

done automatically within Excel to avoid user error in disaggregating or estimating total 

costs.  

The first table summarizes the total costs by intervention by the following disaggregations: 

• Direct (i.e., activity costs) or indirect costs (i.e., staff, recurrent indirect, and fixed 

indirect costs) 

• Cost category, including commodities and supplies; information, education, and 

communication materials; meetings and trainings; transportation; and other 

indirect, staff, recurrent office, and fixed office costs 

• Population served, which can be defined by the user but includes female sex workers, 

men who have sex with men, Waria, people who inject drugs, youth, pregnant 

women, people living with HIV, and the general population as default categories 

• Location, which is entirely user defined 

The second section of the results tab includes a pivot table for customized presentation of 

results. The user can generate summary costs for subactivities and filter the results by 

population served or location using the dropdown menus above the pivot table. In order to 

populate the pivot table with the latest results, the user must right click on the table and 

select “refresh” from the menu. If any assumptions are changed after results are generated, 

the user will need to refresh the pivot table again. To edit the display of activity costs in the 

pivot table, the user can right click on the table and select “Show Field List” from the menu. 

The user can deselect or select additional variables to display in the table. Once the user 

specifies conditions for the pivot table, the table can be copied and pasted directly into a 

funding proposal application. 
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