RANCH Inc.

PROCEDURE MANUAL
SECTION 1:  GOVERNANCE
PROCEDURE NO: 1.6
PROCEDURE TITLE: BUDGET PLANNING


1.0   PROCEDURE

1.1     Preparation of the Budget
In May each year, the Treasurer and the President of the Committee of Management (in consultation with the Book Keeper) start preparing the budget estimates as part of the Business Plan XE "Business Plan"  for the financial year. The process includes:

· considering operational costs

· setting payroll cost 

· estimating income.

1.2
The initial budget estimates are based on the current expenditure projections to end of year, plus Consumer Price Increments for salaries or relevant wage increases, revisions to awards/contracts, and a 5% increase on operating expenses such as power, telephones, etc. 

Staff entitlement funds including long service leave and sick leave are to be estimated on an annual basis and these figures to be reflected in budget as ongoing liabilities.
1.3
The Committee of Management shall be provided with information about how cost increases will be absorbed or will lead to increases in service charges (e.g. membership fees).

1.4
The Treasurer will present the draft budget for discussion at the next Committee of Management meeting. 

A detailed report denoting reasons for decisions should be attached to the draft budget for discussion.

1.5
The Treasurer (in consultation with the President of the Committee of Management and the Book Keeper) will then revise the draft and present the amended draft budget at the next available Committee meeting, no later than end of May. Once adopted by the Committee, this becomes the official operating budget for RANCH Inc. for the following financial year, and all Committee members and employees must work within the financial limits stated or implied by this document.

2.0
 Monitoring and Reviewing the Budget

2.1
The Treasurer and President of the Committee of Management are responsible for monitoring the organisation’s expenditure, reviewing the actual and budgeted expenditures, and reporting on the progress of such expenditure.

2.2
Financial reports will be prepared each month showing the year-to-date expenditure and its variation from the budget estimates, and indicating any increases or decreases in funding. A detailed commentary should be attached to Committee reports detailing reasons for variations and recommendations for corrective action should that be required. 

2.3
The Treasurer will indicate what effect any variations will have on the budget projections and provide this information to the Committee. The Treasurer will also report on any other financial matters that may be related to the Business Plan/Strategic Plan. 

2.4
Once adopted by the Committee, the Amended Budget will become the new operating budget for the remainder of that financial year. 

SCOPE


The Committee of Management, the Treasurer, the Book Keeper and the Administration Officer of RANCH Inc.
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