Budgets & Financial Monitoring

Guidelines

Some form of budgeting and financial management system will be required, whatever your project.  The level of detail, records kept etc will depend on the size of your project.  
· A small, one off project, undertaken by an individual or small group with a single funding grant may only require a budget prepared for the original grant, and a record of expenditure against this grant amount.
· More permanent and formal groups involved in ongoing project work will require some form of annual accounts.  
Depending on your organisation structure, there are legal minimum standards of financial reporting that must be met.  Some Information on these minimum requirements can be obtained from the very useful “Smart business IR320:  An introductory guide for businesses and non-profit organisations” produced by Inland Revenue.  Useful resources on management, financial records etc are also available from the www.communitynet.org.nz website provided by the Department of Internal Affairs.  
These resources and advice from specialists should be used to develop a financial records system that is appropriate for your project.  

Records & operational monitoring

What ever the appropriate and required level of financial record keeping, these records can provide a range of valuable information on the project.  They can also show its community and economic contribution.  It is important to carefully think through what you wish to report when deciding how to keep your financial records, so that expenses can be grouped in a useful way.

Indicators it can provide

· Total annual income

· Total annual grant income

· Total of all other income (e.g. membership, sponsorship etc)

· Total project costs / expenditure for the year

· Total wages / employment cost for the year (excluding PAYE)

· Total annual spending on contractors and other local businesses

Methods & Formats

Background information on how to keep financial records is set out in Inland Revenue publication IR320.  This should be referred to if you are in the process of deciding how to keep your financial records.  Useful guidelines are also provided on finances and budgeting are also provided on www.comunitynet.org.nz.

In order to be able to report the indicators above, your financial records will, as a minimum, need to identify the following as separate amounts:

· Income from grants

· Wages and employment costs

· Contractor and local business costs

In situations where you are involved with a one off grant and not an ongoing project, extracting these items from a record of expenditure against the grant may be sufficient.

Record of individual grant expenses:  records of spending against an individual grant will be required by funders.  The grant amount should be recorded and a running total (or balance) kept as the grant is spent on items, wages etc.  This record can then be provided to funders on completion of work under a grant.  Some funders will also require receipts for the expenditure.  An example of a simple format for recording individual grant expenses is attached in the forms and templates section below.
Summary & Interpretation
· Follow legal requirements for summarising and reporting financial information.

· Total records for the year and report against the broad headings for revenue and costs identified under indicators above, and a range of other specific cost and revenue intems you may wish to report.

· Look at changes from year to year in revenue and spending.

· How closely does your spending relate to what you budgeted and what are the reasons for any differences.  How could you take these into account in the future to budget more accurately and or manage costs.

· What are the trends in total revenue (turn over), spending in the community, costs etc. 
Reporting  

Timing:  Monthly - Annual
Extra Information

· Smart business IR320:  An introductory guide for businesses and non-profit organisations.  Available form Inland Revenue Department.  Can be downloaded at  http://www.ird.govt.nz/forms-guides/number/forms-300-399/ir320-guide-smart-business.html
· How to guides for community groups:   http://www.community.net.nz/How-ToGuides/ 
Forms & templates

 Individual Grant Expenses Form
Project Name………………………..
Grant:………………………. 



Total grant amount: ………….. 

Sheet…. Of …..
	Date
	Cheque or Bank Reference number
	Payee

(Who you paid)
	Description
	Amount ($)
	Balance ($)
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