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Budgeting for Local School Funds

* What is a budget?

* A means of measuring fiscal performance

* What is the purpose of a budget at the local school level?
* Aides in determining the needs and goals of the activity, including the General activity

* Provides a tool to monitor the goals or objectives




Budget Process Mission

* The mission of the budget process is to help decision
makers make informed choices about the services and
needs of a particular activity or local school function as
well as overall planning for general operations.
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Roles and Responsibilities
Activity Budgets

Teacher/Sponsor — Directs the educational decisions and
expenditures of the approved budget

Bookkeeper & Principal — Assist with organization and
administration of the budget as well as monitor and track spending

within the approved guidelines




Establish Budget Timeline

As bookkeeper, you kickstart the process!

Coordinate with your CSFO to determine an appropriate timeline

* April — Account code clean up completed, Create new FY in NextGen
* May — Begin preparations, meetings, discussions, NextGen input

* June — Review and upload to CO, Make necessary corrections per CSFO




Proper Coding 1s Critical

CSFO can provide coding error report

Generated from ALSDE website

Critical errors — must be corrected

Warnings — need to be reviewed for accuracy, could be correct
Try to do this throughout the year

Definitely clean up prior to budget prep




Basic Budget Prep Steps

Create New Fiscal Year in NextGen
Generate & Review Budget Worksheets by Activity

Meet with key members of each Activity

* Includes one on one with Principal to determine General Activity budget
Have discussions, Provide feedback, Take notes, Input/Create budget
Review with Principal and Teacher/Sponsors for accuracy

Upload to CO




CREATE NEW GL YEAR TABLES

* GL/NEWY
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Budget Analysis Report

Next Year Worksheet
GL/BARP
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Budget Analysis Report

Next Year Worksheet
GL/BARP

School year vs Fiscal year
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MCAI BUDGETARY ACCOUNTING SYSTEM Page 3ot 11
NEXT YEAR BUDGET WORKESHEET SLBARPWORK

THRU FIEIECAL YEAR-FPERIDD-MONTH. 2024-12-8epiombor

AEN 2022 2023 2024
Ach-Fo-C-Func-OR-CCY-SFng-Y-PoQ I0C ACTUAL ACTUA, YIDACTUAL ENCUMBERED

Acwity 2060
= EQUITY ==

200011 GENERAL FUND UNRESERVED FUND BALANCE
2060-12-3-0350-000-0050-7 10 1-0-0000-0000 c 404754

" TOTAL EQUIT Y. 4047 54

“*REVENUES "
400199 GEENERAL FUND P&

2080-12-4-T 140-000-0050-T 10 1-0-0000-0000 c T.TO0 .00 ooo0 10.000 .00

40004 GEMERAL FUND. CONCESEIONS
Z0E0] 24T 1E0000-0050-T 10 1.0.000 00000 (=] 126358 80 13034 B9 5 584 B0

400306 GEMERAL FUND. COMMISSIONS
20601 24 - T 22 0-000 - 0050 7 40 10000 0-0 000 L= 352685 4192956 98 24

400013 GENERAL FUNDDUES & FEES (REQURED)
2060-12-4-T2H0-000-0050-7 10 1-0-0000-0 000 c 591203 57575 537T0.13

400014 GENERAL FUH1

GLBARP.GLACCTDISPLAY (String) ..

40073 GEMERAL FUND . DOMNATIONS
2060-12-4-T430-000-0050-7 10 1-0-0000-0000 000
S TOTALREVENUES: 24210857

TEXPENDITURES ="
S00 565 GEMERAL FUND P.SCH.ENH. P

2060-12-5-1100-399-0050- 7 10 1-0-1 20 0-0000 o 20000 o000

2060-12-4-7 34 0-000-0050-T 10 1 650225 155800

S0001& GENERAL MSTRUCTIOMN-STUDENT CLASS

20601 2.-5-1100-4 11-0050-7 10 1.0.1 2000000 =] 5&TT31 328017
S00622 GENERAL FUND . NSTRUCTION-BOOKES

205019 2-5-1100-4 2300507 10 1-0-1 20 0-0000 =} 19500 1224
S00829 GENERAL FUND, NSTRUCTIONAL-DATA PROCESSING SUPPLY

2080-12-5-1100-472-0050-T 10 1-0-1100-0000 =] ooo o000
SO0E4E GEMERAL FUND, DATAPROCESSING SUFFPLES

Z060.12.5. 11004 TZ-0050-7 10 1.0 1 20 0-0000 D &51 24 8172
S0062 8 GENERAL FUND. STUDENT SUPPORT.-GENERAL SUFPPL

2060-12-5-2190-4 7900507 10 1-0-1 200-0000 =} 292883 3770
S00633 GENERAL FUND, NSTRUCTIONAL SUPPORT-STAFF SERV

2080-12-5-2215312-0050-T 10 1-0-8220-0000 =] 32055 0.00
S00&50 GEMERAL FUND, OTHER TRAVEL AND TRAMNMNG

2060-12-5-2215-389-0050-T 10 1-0-1100-0004 =} 18504




Budget Prep — Key Team Members

Administrators — Principal, Assistant Principal
Faculty Sponsor Teachers, Counselors, Librarian
If athletic — Include Athletic Director

Support Staff — Bookkeeper

Parents, Community Members — Support Groups (PTO, Boosters, etc)




Gather at the Table

Must have key players involved
Communication

Clear Goals

Coordination

Cooperation




Budget Discussions/Meetings

Budget Analysis Report Worksheet for each activity

Discuss objectives of activity: What do they want to accomplish?
How much will it cost?

How do they plan to pay for it?

Timeline for fundraisers and expenditures

Approval of fundraisers and expenditures




State Classroom
Instructional Support

(CIS) Funds
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Classroom Instructional Support Funds
State CIS

Classroom Materials and Supplies
Technology

Professional Development

_ibrary Enhancement

Common Purchases *

O




Classroom Instructional Supply Funds

Special Use Coding

Classroom Materials & Supplies
Textbooks

Technology

Protessional Development

Library Enhancement
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State CIS - Classroom Materials & Supplies Funds
(Teacher Funds)

=2024-2025 proposed allocation is $1,000.00 (Oct 1, 2024)
=Not subject to vote of faculty

»Funds spent under direction of teacher/certified employee

»100% of funds allocated for classroom M&S shall be used for in-classroom expenses.

=Does NOT transfer schools but does move to new class within same school

mDoes transfer to new teacher

©

O
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State CIS - Technology Funds

2024-2025 proposed allocation is $500.00
Requires majority vote of faculty

Technology specialists should be consulted

Should be consistent with the latest plans for system-wide technology plan




State CIS - Professional Development Funds

2024-2025 allocation is $100.00

Requires majority vote of faculty
Should be consistent with the latest system-wide plans for professional development

Registration fees permissible
Professional memberships permissible

Professional Development Presenters/Speakers permissible




State CIS - Library Enhancement Funds

* 2024-2025 allocation is $157.72

* Requires majority vote of faculty

* Media specialists should be consulted




Budget Committee

Each school must have a budget committee

The budget committee must be comprised of 5 members
*  Principal (or designee) (NOT the Bookkeeper)
* 4 Teachers
* Elected Annually
* Voting by Secret Ballot

A list of elected committee members shall be provided to the CSFO

A sign-in sheet shall be maintained to document faculty members attending the budget committee
meeting




Proposed Budget Approval by Teachers

The committee must elect:
* Chairperson

* Secretary

Responsible for keeping minutes and actions taken to approve the budgets during
the secret balloting process

The committee may form advisory committees

The committee must propose a budget for CIS, excluding student materials and
supply funds that the teachers and other certified staff receive




Approval of Budgets

Proposed budgets must be submitted to teachers at an annual meeting,
several meetings to follow

A sign-in sheet shall be maintained to document faculty members attending
the annual meeting at which the budget 1s presented

Teachers must be given at least two workdays to review the proposed budget
prior to taking a vote

Voting must be by secret ballot, ballots are retained for audit purposes

Budget must be approved by majority vote
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Proposed Budget Approval (cont’d)

If not approved, returned to committee for reformulation, taking into
consideration the teachers’ recommendations

Revised budget proposed by committee is resubmitted to teachers for
another vote by secret ballot

If the revised proposed budget is not approved by a majority vote of
the teachers, the process will continue until a budget is approved




Proposed Budget Approval (cont’d)

A report on the approved budget will be submitted to the local Superintendent on forms
provided by the State Department of Education. These forms shall be signed by all committee
members

The following must be maintained for audit
* Faculty meeting sign-in sheets
* Budget committee minutes
* Proposed budgets
* Revised proposed budgets

* All secret ballots for every vote

All expenditures for CIS and related documents are subject to audit by the State Examiners of
Public Accounts




Unspent Funds

Any funds appropriated for classroom

instructional support not expended by the
end of each fiscal year shall revert to the
State Education Trust Fund.




Contact your CSFO with any questions related to budgets

for your school. Processes and procedures vary by school

system. Follow your system’s procedures.
Your CSFO is also a part of your budget team.
They want you to succeed. Ask for help.




Contact your CSFO with any questions
related to budgets for your school.
Processes and procedures vary by school
system. Follow your system’s procedures.

Your CSFO is also a part of your budget team.
They want you to succeed. Be proactive and ask for help.
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