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What is a budget?

A tool to measure fiscal performance.

What is the budget’s purpose?

Translates educational priorities into programs and financial terms
so they can be seen within available resources and legal constraints.

Provides an accounting tool to assist in achieving goals and 
objectives.

Assists in making choices about the services and needs of a 
particular activity or local school function as well as overall planning 
for general operations.



Budget Responsibilities
 The educational decisions and the expenditure of approved budget 

funds must be controlled by the appropriate sponsor/teacher.

 The local school office (administrators’ and bookkeepers’) responsibility is to
assist with the organization and administration of the budget, to monitor and
track spending within the established guidelines.



Key Players To The Budget

The budget involves a TEAM of people.

Administrators

Counselors

Teachers

Support Staff

Parents



When a team of people is working together to prepare a budget, 
you must have cooperation, coordination and collaboration 
with one key ingredient.

That key ingredient is COMMUNICATION!

Avoid Communications Shutdown!



What is 
Communications Shutdown?

Communications shutdown is when 
someone says something that has 
the potential for ending any further 
discussion on the subject.



Examples of Communications Shutdown:
• It’ll cost too much.
• We’ve never done that.
• We’re not ready for that.
• It will never sell.
• We’ve tried that before and it will never sell.
• It won’t work here.
• Are you crazy?



COMMUNICATION

UNCLEAR INSTRUCTIONS DETAILED INSTRUCTIONS



Budget Process 
Where do I begin?





Gathering the 
Necessary Tools

LOCAL SCHOOL

ACCOUNT CODING





ACTIVITY
1000 series – Fees 
2000 series – General 
3000 series – Clubs 
4000 series – Classes
5000 series – Accommodations 
6000 series – Athletics
7000 series – Student Athletics 
8000 series - Other



FUND TYPE

Two Options

12 – Public

32 – Non Public



ACCOUNT TYPE

Five Major Account Type

1 – Assets
2 – Liabilities
3 – Fund Equity
4 – Revenue
5 - Expenditures



FUNCTION
Attention should be focused on the specific activity 
being performed.

Your function is based on the account type you are 
using. (Both Revenue and Expenditures)

“What is being received?” 
“What is being done?”



REVENUE FUNCTIONS







OBJECT
Identifies the service or commodity obtained as the
result of a specific expenditure.

001-199 Personnel Services
200-299 Employee Benefits
300-399 Purchased Services 
400-499 Materials and Supplies 
500-599 Capital Outlay
600-899 Other Objects
900-977 Other Fund Uses

“What are you paying for?”



COST CENTER

Identifies the resource

This is the 4 digit number that is assigned to 
your school.



FUND SOURCE

Always required on all transactions to maintain 
“fund accounting”.

Always follows your account type: 
12 – funding source 7101 (public)
32 – funding source 7501 (non-public)



APPROPRIATION YEAR

Is used to identify the appropriation year

0 – Current Year Appropriation

1- Carryover Appropriation



PROGRAM
The program code allows you to charge the 
costs directly to the benefiting program.

Must be appropriate for function code that is 
used.

“Who or What are you providing it to?”





SPECIAL USE
Allows for further breakdown or specific identification

0001 – Student Materials
0003 – Technology
0004 – Professional Development 
0005 – Library Enhancement 
0006 – Common Purchases

0000 – No code necessary
0001-0099 State Department of Education Use 
0100-9999 Local School System Use





STARTING THE BUDGET THE PROCESS



Print out a listing of all Activities



Communication Memo

Let everyone know it is budget time! 

Some things to include in the memo:
◦ Athletics – are more or less home games scheduled, are

new uniforms being purchased, are you attending camps
◦ Revenues – Donations/Fundraisers
◦ Purchases – Computer, Equipment, Supplies, Furniture,

Etc
◦ Field Trips/Professional Development
◦ Give a timeframe to stop by your office and discuss the 

budget

PUT ON A NEON PIECE OF PAPER!!!!



SAMPLE MEMO

Teachers and Sponsors,

It is time to prepare your local school budget for the 2023-2024 school year.

Please begin thinking of purchases that you plan to make during the next
school year, as well as any fundraisers and field trips your group plans to
have.

A Next Year Budget Worksheet has been placed in your mailbox.

Please enter amounts in the far right column for revenue and/or purchases 
you anticipate for the 2023-2024 school year.

As a guideline, you may review your budgeted amounts and actual 
expenditures for the current school year.

Please stop by at your convenience within the next week and we will discuss
your budget in detail.



Print out Budget Analysis
Printing Next Year Budget Worksheet:

General Ledger
GL Budget Maintenance 
Budget Analysis Report

Select by GL Component 
Component Name – Activity 
Sort Order - 1
Add Item
Accept Selection Criteria 

Select Internal Description
Select Double Space Report Box
Select Page Break by Primary Component 
Select Next Year Budget Worksheet
Click Enter



Mark out inactive/bad journal numbers on budget worksheets.



Meet with Principal

Review needs and requests. 

Talk about fundraisers.

Talk about items that may be promised to a teacher.

Talk about equipment and furniture purchases.



Meet with your
TEAM MEMBERS

Review the next year budget worksheet together and explain it line by line. 

Ask questions
◦ What are your needs?
◦ What do you have planned?

Make notes on the budget worksheet



Budget Checklist





In-depth look at the Budget

Account Type 3

◦ Equity

Account Type 4

◦ Revenues

◦ Transfers in

Account Type 5

◦ Expenditures

◦ Transfers Out



In-depth look at the Budget





Revenue/Transfer In
Revenues are the funds that are expected to be received from October 1 to September 30.

Transfers In – If a teacher/sponsor plans to receive money as a Transfer In during the year, he/she must 
communicate with the other team member to ensure they record the money as a Transfer Out.



Expenditures
Expenditures are the funds you expect to spend from October 1 to September 30.

Transfers Out must be communicated to the other team member who is receiving the funds.









Optional Worksheet



Budget Input



Creating New GL Year

This must be done before beginning the budget
process!

General Ledger
GL Year End
Create New GL Year Table
New Fiscal Year: This should be the year you want 

to create---“New Fiscal Year 2024”
 Check Box Create New Year
 Click Save



Open up Budget Input Month
Fiscal Year 2024



Entering Budgets

Entering Budget Amounts in Nextgen:

General Ledger

GL Budget Maintenance

Budget Input
 Select the Fiscal Year **Very Important Default is to current year – must select the year in which you are budgeting** (2024)
 Select to Sort By Activity

At the end of entering the budget amounts for one activity you will need to hit save before going to the next activity.



Edit Checks

Once you have entered all budgets numbers into Nextgen, you will need to do edit checks to make sure that you did not 
overlook a coding error.





REVIEW-REVIEW-REVIEW

Print Budget Analysis by Activity



REVIEW-REVIEW-REVIEW

Compare previous years to budget 

Define large increases/decreases 

Glance at Fundraisers

Make sure no negative balances

Check with Principal for last minute changes



Why is this so important?



• File information is checked against a coding 
database to generate an edit report.

• Edits resulted from submission are communicated 
back to the CSFO.

• Two types of coding errors – critical and warnings.

File Submission



Coding Errors
CRITICAL ERRORS

• Must be corrected before the 
year-end file can be approved.

• Should be corrected prior to the 
review of the file by the State 
Department team accountant

WARNING ERRORS

• Possible error

• Do not ignore

• Provide explanation (Example
would be 1100-394 printing a
workbook for math classroom
instruction)





YOU play an important role in the Local 
School Budget.

Be Proactive – Ask Questions

Be Helpful – Avoid Communications Shutdown 

Be A Team Player – Offer Guidance

Be Available – Discuss the budget with each team member



Your school budget is important to the 

school system’s budget!!



Gena Groce 
Madison County Schools

ggroce@mcssk12.org

mailto:ggroce@mcssk12.org
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