


Stage Four —
Matching Requests
with Available
Resources

This stage brings together all funds
held by the school, anticipated revenue
for the budget year and proposed
expenditure. It will then become clear
whether there are adequate resources
available to meet the requests made.

Note. If funds held and anticipated
revenue are not sufficient for the year’s
expenditure needs, the school council
must determine whether additional
revenue can be raised or what proposed
programs/events will need to be cut
back, deferred or cancelled.

The determination of this will have to
take into account that certain funds
may be held for specified purposes

and cannot be used to subsidise other
programs/events. For example, regional
or cluster funds, parents clubs.

4.1 Prepare annual budget

Once the total available expected
funds have been established, and the
submissions have been received, the
annual budget can be prepared.

A key point for schools to note is that
the total funds accounted forin a
school’s annual expenditure budget
(recurrent, capital and future projects)
should equal the total amount of funds
available to be distributed (carry
forward funds plus new revenue).

This is to ensure that all revenue,
including funds that are allocated to
future budget periods, are considered
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and reported to school council.
However, only funds that are to be
received or expended in the budget
year are to be entered as budgets
onto CASES21 Finance.

Appendix 1 provides an example of
an “Annual Master Budget 20XX” for
a school.

In the example it should be noted that
new revenue is not recorded against
English, Phys Ed and Admin. The
revenue has been broken down by GL
Account against sub program 9499 —
Revenue Control as recommended.

It should also be noted that in the last
section “Plus Sub Programs holding
funds not to be spent during the
budget year” the $153,500 is made up
of new revenue and carried forward
funds that are not to be spent and

will not have budgets entered on the
CASES21 system, but are included on
the annual budget so that all funds are
accounted for.

4.2 Recurrent expenditure

Recurrent expenditure relates to items
purchased that are associated with the
day to day running of the school, are of
an ongoing nature and are purchased
for the current year. For example,
purchasing consumables for classroom
use, or payment of utilities etc.

4.3 Capital expenditure

Capital expenditure relates to asset
purchases with a value greater than
$1,000 that will be of benefit to the
school beyond the current school
year. This section of the budget does
not include expenditure for buildings
and grounds.

Funds set aside for the purchase of
capital items should also appear as
part of the school’s annual expenditure
budget, but only amounts that are to
be spent in the current year are to be
entered onto CASES21 Finance.

It is recommended that capital
expenditure budgets and actual
expenditure are processed against

one school defined sub program within
the General Purpose (930) program
area rather than across many individual
sub programs.

This will reduce the administrative
burden attached to allocating capital
expenditure against individual sub
programs and may even result in the
elimination of perceived sub program
ownership of assets.



Stage Five — Stage Six — Recording revenue
Final adjustments  Approval of the and expenditure
to the budget Annual Budget by  budgets on

When the final adjustments to School Council CASES21 Finance

the budget have been made and it

. . Once the school’s annual budget has Refer to Section 6: Budgets of the
has been established that there will L . . .
.. been finalised, it is recommended CASES21 Finance Business Process
be sufficient funds to cover all . ; i : . .
. that detailed budget information be Guide relating to entering revenue and
proposed expenditure, the budget . .
provided to each member of school expenditure budgets.

can be submitted to school council .
council for approval.
for approval.
In approving, and therefore adopting
the annual budget, the school council

must ensure that:

e the budget has been prepared using the
agreed collaborative processes;

e the budget reflects the school’s policies
and priorities as reflected in the school
strategic plan;

e when implemented, the budget
will meet all DEECD and legislative
requirements.

Once approved, a copy of the school
annual budget should be distributed to
each member of the school council and
a copy filed for audit purposes.

The revenue and expenditure budgets
can then be entered into CASES21
Finance.

An initial review and adjustment should
be made to the budget early in the
budget year to reflect the confirmed
SRP budget.

Any amendments to the approved
budget must be presented to school
council for authorisation.
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Monitoring and
Reporting

Regular monitoring of actual
against budget

Regular monitoring is important to
ensure all expected revenue and
expenditure is accounted for and within
budget. This will involve comparing
actual figures to budget figures to assess
performance against expectations.
Variances can be identified, investigated
and reported. Corrective action can then
be taken if required.

As indicated earlier, this process is
simplified if the majority of revenue is
recorded against sub program 9499.

The key report to use in monitoring
budget versus actual revenue and
expenditure is the Operating Statement
- Detailed (GL21150). This report
provides a comparison, both on

a monthly and year to date basis,

of revenue and expenditure at the
general ledger level.

More information on analysing

the CASES21 Finance Operating
Statement (GL21150) can be found

in the publication ‘Operating
Statement A practical example and
explanation’ located on the Financial
Management website.

This report, in conjunction with the
Balance Sheet (GL21160S), should
be provided to school council on a

regular basis.

Monitoring cash flow

A cash flow budget is a useful means
of estimating and monitoring the cash
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available to the school throughout the
year. A school council is required to
develop and monitor a cash flow budget
if it holds investments. Refer to School
Investment Policy Guidelines on the
Financial Management website.

To estimate the cash flow, the
difference between the budgeted
receipts and payments for each month
is calculated. It is essential that the
projected balance is always positive.
The CASES21 Finance Cash Flow
Statement (GL21151) is an excellent
resource for analysing a school’s cash
flow on a monthly basis. The actual
figures when compared with those
projected will clearly show problems
in the cash flow and signal the need
for caution and possible action.

The preparation of this type of budget,
which complements the normal

revenue and expenditure budgets,
although somewhat time-consuming

in preparation and maintenance
(monitoring), provides the school council
with a valuable tool in the financial
control of the school’s operations.

Schools must plan to always have
sufficient cash available to cover
payments.

Monitoring Sub Program
Budgets

Whilst the Operating Statement is the
key report for school council to use
for monitoring actual versus budget,
the sub program budget reports will
allow the school to determine which
sub programs are operating within
their allocated expenditure budget.

Monitoring revenue at sub program
level will be simplified if the majority

of revenue is budgeted to 9499
Revenue Control and the number of
other sub programs with a revenue
budget is limited to those that either
have accountability requirements or
require a profit and loss statement
to be prepared.

Coordinators can monitor the actual
spending against individual budgets by
using the Annual Subprogram Variance
Report (KGLSUB21003) or the Annual
Subprogram Budget Report (GL21157).

Adjusting budgets during
the year

During the year it may become
necessary for schools to make
adjustments to their annual revenue
and expenditure budgets, for example,
when the confirmed SRP budget is
received it may be necessary to increase
or reduce the annual budget accordingly
as enrolments may have changed.

When a budget adjustment is
required, clear documentation must
to be kept to record the change.

This means that not only should the
revenue and expenditure budgets be
updated on CASES21 Finance, but

the spreadsheets detailing a school’s
annual budget development should
also be updated. The updated annual
budget, highlighting the adjustments,
should be provided to school council
for approval and to ensure that the
current budget position of the school
remains transparent for all key decision
making bodies.

Adjustment to budgets should be made
in any instances where unanticipated
revenue is received or expenditure

is incurred where provision for these



items has not previously been made
in the school’s annual budget and
the amounts are of a significant or
material nature.

For example

e If additional revenue (unanticipated
grant with an accountability
requirement) is to be spent in
the current year the sub program
revenue and expenditure budgets
in both the school’s annual budget
and CASES21 budgets will be
required to be adjusted.

e |Ifthe additional revenue relates to
a projectin a future year the annual
budget must be updated to reflect
both the revenue and expenditure.
The CASES21 Finance revenue
control budget (9499) must also
be updated to reflect the revenue
received in the current year. However,
the expenditure budget in CASES21
would not be updated as the funds
are to be spentin a future year.

Variations between year to date actual
and budget figures in the CASES21
Finance reports that can be easily
explained do not require budget
adjustments.

For example

e |f the revenue budget against subject
contributions is entered as $1,000
and the actual revenue collected is
$1,050, there is no need to adjust
the budget.

The ‘actual’ figure showing at the end
of the year can then be used as an
estimate for the budget preparation for
the following year. It is recommended
that schools develop a method of
variance reporting that explains
significant or material variations to
school council on a regular basis.

End of Year
procedures

As schools reach the end of the school
year they will need to take steps to
ensure that the figures that are included
in their annual financial reports are
accurate and relevant to the current
year. This will assist in providing the
most meaningful information possible
for evaluation and review purposes.
This can be done by

e writing off any family or sundry debtor

amounts that are not expected to be
collected;

e cancelling any creditor orders that

are no longer valid; and

¢ performing balance day adjustments

for items that do not relate to the
current year.

Schools that have raised journals
during the year to move revenue to
the Provision for Non Recoverable
Subject Contributions account will
need to reverse the journals prior

to entering credit notes. Refer to
Section 1: Families of the CASES21
Finance Business Process Guide for
detailed instructions on this process.

Also refer to the relevant sections of
the CASES21 Finance Business Process
Guide for assistance with writing

off debts against specific areas. For
example, go to Section 1 : Families

for assistance with writing off family
invoices or Section 2 : Sundry Debtors
for writing off sundry debtor invoices.

Processing Balance Day
Adjustments

Specific items that may be processed
in the current calendar year but
should be recognised in the following
calendar year (for example, subject
contributions, camp deposits etc)

can be processed as balance day
adjustment journals. This will ensure
that a more accurate picture of current
year revenue and expenses is reported
against budget. These journals will
allow the items to remain on the
CASES21 Finance system, but reports
will be altered (by moving relevant
revenue and expenditure to the
following year).

For more information on Balance

Day Adjustments (BDA’s) refer to
Section 10: Balance Day Adjustments
of the CASES21 Finance Business
Process Guide.

It should be noted that BDA’s can be
processed prior to the end of the year.
For example, if a school collects camp
money from students in November that
relate to a camp that will occur in the
following year, the BDA can be done
immediately. This will ensure that the
correct revenue for the year is reported
on the Operating Statement and the
revenue will appear as Revenue in
Advance on the Balance Sheet until the
reversal is processed in the following
year. This revenue in advance figure
would need to be adjusted for any credit
notes relating to this type of revenue
issued in the current year.

A Guide to Budget Management in Schools —Version2 15



Start of new
school year

Once the CASES21 Finance End of
Year Procedures are complete and the
system has been rolled over to the
new school year, BDA’s will have to be
reversed. Refer to Section 10: Balance
Day Adjustments of the CASES21
Finance Business Process Guide for
guidance on the process involved.

When the current year budgets have
been entered and family invoices have
been produced, schools may consider
writing off some of the revenue, as
potentially non recoverable, to the
provision account. This can be done as
soon as all invoices are generated and
the amount of potential non collection
is established. Refer to Section 1:
Families of the CASES21 Finance
Business Process Guide — Expected non
recoverable subject contributions for
further information.

During the year, the provision should be
reviewed. Based on the review, it may
be decided that the provision account
should be increased (if it is expected
that a greater proportion of debt will
not be collected) or decreased (if it is
expected that previously uncollectible
amounts will now be collected). Refer
Section 1: Families of the CASES21
Finance Business Process Guide —
Reviewing the provision for details of
the process to be followed.
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General Budget
Information and
Enquiries

Resources — can be located on the
Financial Management Website
http://www.education.vic.gov.au/
management/financial/default.htm
CASES21 Finance

CASES21 Finance Policy and
Guidelines

School Finance Manual

CASES21 Finance Process Guide

Proformas and Worksheets
Annual Master Budget Spreadsheet
Budget Submission Proforma Blank

Budget Submission Proforma
Approved

Budget Variance Report
Enquiries

DEECD Service Desk
Service Gateway:
http://servicedesk.education.vic.gov.au

Service Desk:
Phone: 1800 641 943






Appendix 1: Annual Master Budget 20XX

Totals 4016 4101 4206 7001
Instr English Phys Ed Admin
Music
Carried Forward Funds $2,800
Committed Funds $169,750 $66,300
Cash Reserve $10,000
Total Estimated Brought forward $182,550 $66,300 $0 $0 $0

Plus Proposed New Revenue
Government Provided Funds

70001 Cash Grant
70002 Ed’n Maintenance Allowance
70080 Other DEECD Grants
71002 Before/After School Care Grant
Locally Raised Funds
73002 Interest Received
74001 Subject Contributions $33,500
74101 Fundraising Activities
74103 Commission
74201 Hire of School Facilities/Equipment $46,000
74202 Canteen Lease
74301 Camps/Excursions/Activities

74401 Before/After School Care

Proposed Recurrent Expenditure

80070 Teachers (include Specialist) $62,000 $62,000
80071 Casual Relief Teaching Staff $16,600 $3,600 $5,000
86102 Photocopying $5,000 $5,000
86104 Class Materials $13,060 $2,500 $3,500
86203 Reference Materials $7,900 $2,400 $3,500
86302 Telephone $7,250 $2,250
86403 Leased/Hired Equipment $12,360 $2,500 $4,860 $5,000
86406 Audio Visual Equipment <$1,000 $600
86452 Electricity $10,000 $8,000
86502 Contract Cleaning $25,500 $22,500
86505 Ground Works $45,764 $0 $0
86802 Insurance $9,300 $2,100 $1,700 $500
89302 Camps/Excursions/Activities $24,300 $2,500 $2,000 $2,000

Total Recurrent Expenditure $239,634

Proposed Capital Expenditure
26210 Furniture and Fittings »$1000 $2,000
26215 Plant & Equipment >$1000 $3,000

Total Proposed Expenditure $244,634 $69,100 $10,500 $20,560 $43,250

Plus Sub Programs holding funds - Not to be spent during the budget year.
$153,500 $66,300

:__
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7101 8320 9101 9304 9350 9351 9499
Before/After Central Regional School Council Contingency Capital Revenue
School Care Aust. Initiatives Initiatives Control

$2,000 $800
$52,300 $33,650 $17,500
$10,000
$2,000 $800 $52,300 $33,650 $10,000 $17,500 $0
$61,934
$6,500
$10,000 $6,114 $5,600
$7,560
$1,000
$4,076
$6,000
$300
$5,900
$1,100
$10,500
$9,500

$8,000
$2,060 $5,000
$2,000
$5,000
$600
$2,000
$3,000
$45,764
$5,000
$17,800
$2,000
$3,000
$19,060 $17,800 $13,000 $45,764 $0 $5,600 $0
$49,300 $10,000 $17,500
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Sample Blank Submission Proforma

Budget Submission 20XX
Sub Program Name & Code: 4101 English
Sub Program Coordinator Name: Margaret Evans
Total Estimated Carried forward S0
Instructions

Please ensure you use the attached general ledger expenditure codes and descriptions when
preparing your budget request. The top section is to be used for consumables and the lower
section is to be used for equipment »$1,000

Code Description Request Approved
80071 CRT’s

86104  Class Materials

86203  Reference Materials

86302 Telephone

86303 Internet

86403  Leased/Hired Equipment
86452  Electricity

86502  Contract Cleaning

86505  Ground Works

86802 Insurance

89202 Technical Support — General
89302 Camps/Excursions/Activities

Proposed Capital Expenditure (If Applicable)
26210  Furniture and Fittings >$1000
26215 Plant & Equipment »$1000

Notes:
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Appendix 3: Sample Approved Submission Proforma (number 1)

Budget Submission 20XX

Code

80071
86104
86203
86302
86303
86403
86452
86502
86505
86802
89202
89302

26210
26215

Notes:

Sub Program Name & Code: 4101 English
Sub Program Coordinator Name: Margaret Evans
Total Estimated Carried forward So

Description Request Approved
CRT’s $4,000 $3,600
Class Materials $2,500 $2,500
Reference Materials $3,000 $2,400
Telephone

Internet

Leased/Hired Equipment
Electricity

Contract Cleaning

Ground Works

Insurance

Technical Support — General

Camps/Excursions/Activities $2,000 $2,000

Capital Expenditure (If Applicable)
Furniture and Fittings ¥$1000 $2,000
Plant & Equipment »$1000

English submitted a request for $2000 furniture & equipment (26210).

This amount was approved — but will form part of the School Assets

Subprogram (9351) budget.

Refer to Proforma (number 3)
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Appendix 4: Sample Approved Submission Proforma
(number 2)

Budget Submission 20XX
Sub Program Name & Code: 7101 Before/After School Care
Sub Program Coordinator Name: John Smith
Total Estimated Carried forward $2,000

71002 Before/After School Care Grant $7,560
74401  Before/After School Care $9,500
Total Estimated Revenue (NEW) $17,060

Code Description Request Approved
80071 CRT’s $0
86102 Photocopying $0
86104 Class Materials $3,000 $2,060
86203  Reference Materials $2,500 $2,000
86302 Telephone $6,000 $5,000
86303 Internet $0
86403  Leased/Hired Equipment $0
86452  Electricity $2,000 $2,000
86502  Contract Cleaning $3,000 $3,000
86505  Ground Works $0
86802 Insurance $5,000 $5,000
89202 Technical Support — General $0
89302 Camps/Excursions/Activities $0

Capital Expenditure (If Applicable)
26210  Furniture and Fittings »$1000
26215  Plant & Equipment »$1000

Notes:

21 AGuide to Budget Management in Schools - Version 2



Sample Approved Submission Proforma
(number 3)

Budget Submission 20XX
Sub Program Name & Code: 9351 School Assets
Sub Program Coordinator Name: Jane Smith
Total Estimated Carried forward $17,500

70080 Other DEECD Grants $5,600

Total Estimated Revenue (NEW) $5,600

Code Description Request Approved
80071 CRT’s

86102 Photocopying

86104  Class Materials

86203 Reference Materials

86302 Telephone

86303 Internet

86406  Audio Visual Equipments <$1000 $1,000 $600
86452  Electricity

86502  Contract Cleaning

86505  Ground Works

86802 Insurance

89202 Technical Support — General

89302 Camps/Excursions/Activities

Capital Expenditure (If Applicable)
26210  Furniture and Fittings >$1000 $2,000 $2,000
26215 Plant & Equipment »$1000 $3,000 $3,000

Notes:

$17,500 Carried forward from last year is committed for specific
Capital Replacement and is set aside for 20XX.

$2,000 requested by English sub program this was approved and included in the Capital
expenditure budget
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Financial Services Division

http://www.education.vic.gov.au/
management/financial




