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	603.  BUDGET PREPARATION


	1.
Purpose

	The Board considers the preparation of an annual budget to be one of its most important responsibilities because the budget is the financial reflection of the educational plan for the district. The budget shall be designed to carry out that plan in a thorough and efficient manner and to maintain the facilities and honor the obligations of the district.


	2.
Authority

SC 687
	The Board recognizes it obligation to the taxpayers of this community to approve only those expenses reasonably required to provide an educational program suitable to the needs and desires of this district.


	3.
Delegation of

Responsibility


SC 601, 687


53 P.S.


Sec. 6926.311


Pol. 604
	In order to ensure adequate time for the preparation and review of the proposed budget, the Board requests that the Director of Business Affairs and the Superintendent present to the Board Finance Committee all available information associated with the budget sixty (60) days prior to the end of the fiscal year. The budget should evolve primarily from the needs of the individual schools and programs as expressed by the building principals and administration and be compatible with district goals and long range plans. In preparing the budget, the responsible administrator shall set general priorities for expenditures for:


	
	1. Staff for the maintenance of current programs.


	
	2. Equipment and supplies for the maintenance of current programs.


	
	3. Maintenance of existing facilities and equipment.


	
	4. New staff for the improvement or expansion of current programs.


	
	5. New equipment and supplies for the improvement or expansion of current programs.


	
	

	
	

	
	

	
	

	
	

	
	When presented to the Board for review, the budget shall contain the proposed revenue and expenditure in each financial category for the ensuing school year:


	
	1. The revenue and expenditure in each financial category for the current school year.


	
	2. An estimate of the pupil population for the coming year.


	
	3. The amount of surplus anticipated at the end of the current year.


	
	Budget Planning Schedule


	
	The Plum Borough School District will develop its annual operating budget through a process that begins in late November for the following fiscal year budget. The goal of Central Administration is to present a balance operating budget where the estimated expenditures do not exceed estimated revenues. Each building or department shall maintain its respective back-up details for ongoing monitoring of expenditures.


	
	1. November: Central Administration starts the budget process. Prepare building level budget spreadsheets. Incorporate budget improvements into the current financial tool (i.e. ProSoft).


	
	2. December: The budget preparation sheets shall be distributed to the buildings no later than early December. The budget sheets are compiled at the building level.  After review and approval by the building principal, a spreadsheet is completed for each building’s budget and submitted to Central Administration for review.


	
	The five (5) year revenue and expenditure forecast plan shall be updated and provided to the Finance Committee meeting for review. If no Finance Committee meeting is scheduled for the month, the plan is still to be updated and sent with the review delayed until the January Committee meeting.


	
	3. January: Building spreadsheets are reviewed by the Superintendent, Assistant Superintendent, Director of Business Affairs and Services Manager. Any modifications made by Central Administration shall be shared with the building principals and department supervisors.


	
	An initial Preliminary Annual Budget is prepared by the Director of Business Affairs and forwarded to the Superintendent and other Central Administration staff members for review and discussion. The budget shall not be developed by increasing or decreasing the budget amounts by a flat dollar or percentage over the prior year’s expenditures.


	
	

	
	4. February: Bid specifications and quantities are distributed to various vendors for updated costs and pricing.


	
	5. March: Bids are received from vendors and tabulated. Workshop type meetings(s) shall be held with the Finance Committee in a Committee of the Whole format. The Finance Committee chairperson shall determine the number of workshop type meetings required. The review shall include a review of building spreadsheets, preliminary annual budget and five (5) year plan. Citizens will be encouraged to attend and present comments, suggestions and recommendations.


	
	Ongoing budget discussion meetings shall be held between building principals, supervisors and tax collectors with the Superintendent, Assistant Superintendent, Service Manager and Director of Business Affairs.


	
	6. April: Proposed budget is compiled by the Business Office. A proposed budget draft and updated five (5) year plan is presented to the Finance Committee Meeting and subsequently at the General Discussion meeting for discussion.


	
	7. May: Various public budget meetings are held with the Board, on an as-needed basis, during the month up to the adoption of a Preliminary Budget at a public meeting in May. The approved Preliminary Budget is made available for public inspection in accordance with PDE guidelines at various district locations. Public will be encouraged to review the Preliminary Budget and make comments or suggestions.


	
	8. June: Various public budget meetings are held with the Board, on an as-needed basis, during the month of June. The final General Fund budget must be adopted by the Board prior to June 30.


	
	

	
	

	
	

	
	References:
School Code – 24 P.S. Sec. 601, 687
Taxpayer Relief Act – 53 P.S. Sec. 6926.301 et seq.
Board Policy – 604
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