
Introduction
A number of schools have requested information on ‘Best Practice’ budgeting and reporting.  This document provides advice and examples on the recommended procedures.

It should be recognised that the information is based on Policy that is, what data should be provided to school council for them to approve the Annual Budget, and how to record the information in the school budget papers.

If there are any queries or further clarification, the School Financial Management Unit can be contacted on the following telephone numbers:
9637 3392

9637 3794

9637 3256

The “CASES21 Finance Process Guide” available on EduLibrary contains a detailed “Budgeting” section (Section 6) for further reference.  Go to: https://www.eduweb.vic.gov.au/edulibrary/Schools/CASES21/  Click on “CASES21 Finance”, then “Finance Process Guide”.
Budgets 
Preparation and Reporting
The information provided in this document provides the process for: 

· Determining the budget

· Allocating the budget (including tracking previous years balances)

· Recording the approved budget on C21F.
Question 1

What funds should be included in the budget?

Answer:

School Council must receive information on all estimated revenue, funds held in the HYIA and other Investment accounts and funding held in the Official account. All expenditure should be included including information on committed funds and expenditure relating to funds being held on behalf of the Department.
Example 1
	What
	Examples – (not an exhaustive list)
	Why


	Estimated new funding for the following calendar year

Funding held in all bank accounts.


	SRP cash grant

Subject contributions

Canteen profits etc.
Balance of funds in Official a/c, HYIA and any other investment/bank accounts

Note: 

The funds held in the bank accounts include closing/opening balances.


	School Council has the responsibility of 
approving the annual school budget. In order to approve a budget school council

must be provided with the TOTAL FUNDING AVAILABLE and the TOTAL EXPENDITURE ACROSS ALL PROGRAMS.

This includes opening balances.



Question 2
How would I show the details on my budget preparation sheet?

Answer

Detail each revenue source that you expect to receive new funding, and then include funds that are held in all other bank accounts. Then complete the estimated expenditure. This type of layout is transparent for all involved in the preparation and approval of the annual budget. The Financial Management website contains several useful proformas to assist with this process: Budget Preparation Workbook and Revenue Distribution grid http://www.sofweb.vic.edu.au/schoolfinance/cases21.htm 
Example 2
	Annual Budget 2006
	
	

	1. Estimated Revenue 2006
	
	

	Government Provided Funds
	$
	$

	70001
	Cash Grant
	89,900
	

	70002
	Education Maintenance Allowance
	 6,500
	

	71002
	OHSC Grant
	 7,560
	

	70080
	Other DE&T Grants
	16,114
	120,074

	Locally Raised Funds
	
	

	74001
	Subject Contributions
	  9,576
	

	74101
	Fundraising
	  2,000
	

	74401
	OHSC Fees
	  9,500
	

	74201
	Hire Facilities
	12,900
	

	74103
	Commission
	    300
	

	74202
	Canteen Lease
	 1,100
	

	73002
	Bank Interest
	 3,000
	38,376

	Sub-total Estimated Revenue

	
	158,450

	Estimated official account funds as at 31/12/05
	  5,000
	

	Funds held in HYIA 
	73,650
	78,650

	Total Estimated Revenue

	
	237,100

	
	
	
	

	Estimated Expenditure
	
	

	
	New funding expenditure
	158,450
	

	
	Committed funding held in HYIA
	 33,650
	

	
	Uncommitted funding held in HYIA
	 40,000
	

	
	Official account (carry forward balances)
	   5,000
	

	Total Estimated Expenditure

	
	237,100


Question 3

How does that help me to track the previous year’s balances?
Answer
The first step is establishing with school council the C21F practice is that budgeted expenditure will include previous year’s balances. 

The next step is to complete a further breakdown. This provides, in detail, the programs that are being funded by previous year’s funds as well as estimated revenue, committed funds and uncommitted funds, in other words the entire picture (the Revenue Distribution grid referred to earlier separates the ‘Surplus Funds Last Year’ column from the ‘Estimated Revenue This Year’ to assist with this breakdown).
The process provides clear and concise information to school council, teachers and the region if the school is a co-ordinator school. 
The illustration below does not show every subprogram in a school environment, it is an extract to be used as an example only. 
Example 3
	
	Sub-Program Name
	Estimated Revenue
	Carry Forward Funds
	Committed Funds
	Uncommitted Funds


	Total
	Notes

	4001
	Art


	8,000
	500
	
	
	8,500
	

	4101
	English


	38,500
	
	
	
	38,500
	

	4206
	Physical Education


	20,000
	700
	
	
	20,700
	

	7001
	Administrative Services


	72,450
	
	
	
	72,450
	

	7101
	Before/After School 

Care
	9,500
	2,000
	
	
	11,500
	

	8301
	Camps


	
	800
	
	
	   800
	Deposits received

	9101
	Regional Initiatives


	
	1,000
	
	
	1,000
	Cluster funds

	9304
	School Council Initiatives

	
	
	33,650
	
	33,650
	Computer Replacement

	9350

	Contingency

	
	
	
	40,000
	40,000
	As per Exec memo xxx

	9351
	Capital Program
	10,000
	
	
	
	     10,000
	All capital >$1,000 


	
	TOTAL
	158,450
	5,000
	33,650
	40,000
	237,100

	


Note:
It is recommended one sub program be used for all capital expenditure.

Question 4

What is the suggested format for dissecting the expenditure relating to each sub-program for me to include in my Annual Budget documentation to School Council.
Answer

The format below is the most useful.
Example 4
	SUB-PROGRAM:          4001                                  ART           ___________________________________________________________________________________________________

                                                                                        $

Brought Forward Surplus                                       500                                 
Estimated Revenue                                             8,000

Total 2006 Budget                                              8,500

Expenditure Distribution
86104    Classroom Materials                              6,500                         

86910   Conferences                                              700 

86203   Reference Materials                                1,300   
                                                                             8,500



Question 5
What is entered on the financial system for reporting purposes? Do I enter both a revenue and expenditure budget?
Answer

Both a revenue and expenditure budget MUST be entered onto CASES21 Finance. The recommended practice is that schools consolidate revenue recording into a single sub-program (9499) for curriculum-related subprograms. This procedure saves time and ensures the annual revenue budget is included on the Operating Statement.(School Council requirement).

There are some exceptions to the rule relating to entering a revenue budget at an individual sub-program level and it is suggested the example sub-programs listed below do have a revenue budget entered. This allows for the easy identification of new funding that has been received during the year and is necessary for accountability reasons.
· Uniform Shop

· Canteen (if operated by the school)

· Before/After School Care Program

· Regional Initiatives and other cluster funds 

· Camps and Excursions

When it comes to expenditure, a budget should be recorded against each sub-program to allow the responsible teacher to monitor and account for their area of responsibility. Entering the expenditure budgets at individual sub-program level also automatically updates the Operating Statement expenditure totals.  
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