MLSC Grant Application —
Instructions for Completing Data Tables

Program data, including all case statistics, staff, volunteer and financial data with built-in
formulas for computing totals should be entered into the tables throughout the application.
Although the tables act like Excel worksheets (and you must have a copy of Excel installed on
your computer), you will be entering the data directly in Word.

Instructions

1. In the Word document, double click on a table to open it as an Excel worksheet.

L Include both MLSC and nen-MLSC CASH expenditures,

Breakdown of Budget for Civil Legal Services Jg The Poor

1. Double
click Cost Category Current 12 -Month Operating Budget
A Non-MLSC
inside \ MLSC Funds|Funis Total
table A.Per | Costs:

1. Attarneys

2. Paralegal T~

3. Others

4. Salary Subtotal

a. Employee Benefits

6. Total Personnel Costs

E. NonPersonnel Costs:

1. Qccupancy

2. Equipment R ental

* . Breakd oo, of Budost for GivilLenal Services To The Bonr o cccccees
- A B C | D | E 1

_\/0|Ia! It 1 [Cost Category lICurrent 12-Month Operating Budget
IS now an T Non-MLSC
Excel — MLSC F Total
worksheet A. Personnel Costs:

1. Attorneys

2. Paralegal

3. Others

4. Salary Subtotal

a. Employer Benefits

6. Total Personnel Costs
10 |B. Non Personnel Costs:
11 [1. Ococupancy

12 | 2. Equipment Rental

0000 |~ |00 M| = || B2
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2. Enter your data. DO NOT enter data in shaded boxes, which contain the formulas.

. Broakdown of Budast for Cigilleoal Sovices To Tho BOor o cccccccccecen
A B C | D E =
1 |Cost Category Current 12-Month Operating Budget
2. Enter Non-MLSC
data A 2 ILSC Funds|{Funils Total
3 [E-Personnel Costs:
4 |1 Attorneys T~ $ 35,000.00 | § 50,000.00 |: -HIENC:
& |2. Paralegal § 2500000 [ § 2500000 | A0 000 Da
E |3. Others : '“?HB:'DD
7 |4. Salary Subtotal - BEE 00, - §TE 000 00 |2 B RE 0, O
8 |5. Employee Benefits $ 1500000 | § 18,750.00 |00 53376000
9 |6. Total Personnel Costs SRR D00 O e AADA |
10 |B. Hon Personnel Costs:
11 |1. Occupancy sk Lt
12 |2, Equipment Rental ST ERETEEER P A
3. When finished, place the cursor in the upper left cell to reset the table (so that it will
print properly).
. Brealdown of Budnet for Cigilleoal Sorpiepe To The Eloor
A B C | D | E =
1 |Cost Category g g ICurrent 12-Month Gperating Budget
I Non-MLSC
3. Place 2
cursor _—% J A PersonnelCosts: ool
here before 4 (1. Attorneys § 3500000 [ 50,000.00
o 5 |2. Paralegal F 2500000 | §F 25000.00
C“Ck_mg G |3 Others
outside of 7_[4.Salary Subtotal B R
table & |5. Emplovee Benefits § 18,750.00
3 |6. Total Personnel Costs _ R e s AR ]
10 |B. Hon Personnel Costs:
11 [1. Ocecupancy i
12 |2 EqummentRental i
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4. Then click outside of the table to return to the Word document.

4. The final
table should
look like this.

Breakdown of Budget for Civil Legal Services JTg The Poor

Cost Category

Current 12-Month Operating Budget

. Personnel Costs:

CAttorneys

& 35000.00

Non-MLSC

& 50,000.00

.Faralegal

§ 25,000.00

b 25,000.00

. Others

. Salary Subtotal

L o EAL L TR 58

g Tl HREE

. Employee Benefits

$ 15,000.00

$ 18 FEEI EID

. Total Personnel Costs

.Non Personnel Costs:

CDccupancy

.Equipment R ental

=@ in | || — | B

If it looks like this,

go back to the
worksheet and
move the scroll
bars until the
table is back in
position. Follow
step 3.

M lio- -

§ 35,000.00

§ 50,000.00

& 25 000.00

25 000.00 f::

5. Save the document.
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