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Budget Preparation Worksheets
References:
1.  Expense Reimbursement Procedure (Policy 320)
2.  Leadership Reimbursement Schedule (Policy 321)
Material required:
1. HPA Income/Expense Actual vs. Budget Jan 1 to July 1 Report (Provided by Treasurer) 
2. HPA Mission, Strategic Plan, Goals and Objectives (Available on Website)
4.  Chart of Account (Available from Website form 330)
5. Class List (Available from Website form 330)
6. Travel Budget Worksheet (Available from Website form 330)
7. Project Budget Worksheet (Available from Website form 330)
8. Budget Summary Worksheet (Available from Website form 330)
Website Form Access:
1. Log into the HPA website www.aptahpa.org
2. Click on “About Us”
3. Click on “Board Page”
4. Scroll to Forms, 300 Finance (Treasurer)
5. Scroll to FRM_330-OfficerCommitteeBudgetWorksheet.doc
6. Download this form
Timelines:
A. Officers, Committee and SIG Chairs will be provided an HPA Income/Expense Actual vs. Budget Jan 1 to July 1 Report.  Forms will be available for download from the HPA Website to prepare the next year’s budget by July 15th.
B. All worksheets are to be submitted via email attachment to the Treasurer by August 15th (dennisspillane@att.net).  Retain a copy for your records.
C. The Finance Committee will have a Budget phone conference to prepare the budget about August 31, 2009.
D. The 2010 Budget will be presented to the Board of Directors at the Fall Retreat. 
Procedure:
A. Review HPA Income/Expense Actual vs. Budget Jan 1 to July 1 Report.  Identify projects that will be carried over to next year and projects that have been completed or are no longer applicable.
B. Review the HPA Income/Expense Actual vs. Budget Jan 1 to July 1 Report.  Are the current budget income/expenses accurate? 
C. What new projects are required by the Strategic Plan?  What new projects have been approved by the Board of Directors?  What new projects should be considered by the Board of Directors?
D. HPA Travel Budget Worksheet:
1. Review the Expense Reimbursement Procedure and the Leadership

Reimbursement Schedule.
2. Complete the heading on the HPA Travel Budget Worksheet.  
3. Enter an event (i.e. CSM, Annual conference, Gov’t Affairs) in column A.
4. Enter the traveler(s) for each event in column B.  One traveler per line. 
5. In column C enter the travel rate.  Air or rail fare reimbursement is based on 
economy/coach or less round trip fare.  Estimate cost of travel with a travel     website  such as Expedia, Travelocity, etc.
6. In column D enter the number of days of per diem for each Traveler.    
7. In column E enter the appropriate per diem/day rate.
8. Multiply column D by column E.  Enter the total per diem in column F.
9. After entering all Events/Projects and Travelers total columns C and F.
E.  HPA Project Budget Worksheet.
1. Complete the heading in the HPA Project Budget Worksheet.  
2. In column B enter the name of a Project i.e. Publish “Resource”, Educators Survey, Offer Research Grant.
3. In column C enter each account (see chart of accounts, i.e. “Resource” Advertising, Postage, Printing, Grants) that represents the income and expense for the project.  This may be multiple lines.
4. In column D enter the amount of income or expense for each account.
5. For each Project transcribe the Travel and Per Diem to the HPA Travel Budget Worksheet.
6. Repeat steps 2 – 4 for each project, use additional forms as necessary.
7. Enter Account totals on Budget Summary Worksheet.  
F.  HPA Budget Summary Worksheet.
1. Compete the heading in the HPA Budget Summary Worksheet.
2. In column B enter each account that has been used in the HPA Project Budget Worksheet.
3. From the HPA Travel Budget Worksheet transcribe the total per diem from column C and total travel from column D into lines 1 and 2, column C of the Budget Summary Worksheet.
4. For each account enter the total amount for that account from the HPA Project Worksheets into the appropriate line of column C in the HPA Budget Summary Worksheet.
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Chart of Accounts
Account 




Type
2100 · Dues 




Income
2200 · Registration



Income
2300 · Advertising 



Income

2310 · "Resource" Advertising 
Income
2400 · Sales




Income

2410 · Royalties 


Income

2420 . Subscription


Income

2500 · Sponsorship 



Income
2600 · Interest 



Income
3100 · Advertising/Promotion 

Expense
3200 · Audio Visual 



Expense
3300 · Service Charges 


Expense

3310 . Credit Card


Expense

3320 . Bank



Expense

3330 Website Transaction Fee
Expense
3400 · Contribution 



Expense
3500 · Display 



Expense
3600 · Donation 



Expense
3700 · Grants 



Expense
3800 · Postage 



Expense
3900 · Printing



Expense
4000 · Professional Services 

Expense

4010 · Accounting 


Expense

4020 · Association Management 
Expense

4030 · Legal Service 

Expense

4040 · Website 


Expense

4050 - Consultant


Expense
4100   Awards



Expense
4200   Registration Comp


Expense
5100 · Honorarium 



Expense
5200 · Supplies 



Expense
5300 · Telephone 



Expense
5400 . Promotional Material

Expense
6000 · Travel 



Expense

6010 · Travel 


Expense

6020 · Per Diem 


Expense

6030 · Travel Misc 


Expense
7000 · Meeting 



Expense

7010 · Catering 


Expense

7020 · Room Rental 

Expense

7030 · Miscellaneous

Expense
7100 . Miscellaneous


Expense
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Class List
1000 Executive

1010 President

1020 Vice-President 

1030 Secretary 

1040 Treasurer
1050 Past President 
1200 Bylaw
1300 Finance
1400 Government Affairs 
1500 Membership
1600 Nominating
1700 Program

1710 Preconference CSM

1720 CSM

1730 Annual Conference

1750 Audio Conference
1800 Research
1900 Publication
2000 Technology SIG
2100 Cross-Cultural SIG
2200 Operations
        2210 BOD Meeting
        2220 Membership Meeting



2230 Strategic Planning Conference
2300 Management
2400 LAMP Task Force

HPA Travel Budget Worksheet
Officer/Committee/SIG(see Class List)_______
Fiscal Year____________
Instructions:
1. Review the Expense Reimbursement Procedure and the Leadership Reimbursement Schedule.
2. Complete the heading on the HPA Travel Budget Worksheet.  
3. Enter an event (i.e. CSM, Board Meeting, Gov’t Affairs) in column A.
4. Enter the traveler(s) for each event in column B.  One traveler per line. 
5. In column C enter the travel rate.  Air or rail fare reimbursement is based on economy/coach or less round trip fare.  Estimate cost of travel with a travel website  such as Expedia, Travelocity, etc
6. In column D enter the number of days of per diem for each Traveler.    
7. In column E enter the appropriate per diem/day rate.
        CSM San Diego - Hotel $255/night + meals $65/day = $320 per diem/day
        Annual Boston - Hotel $255/night + meals $65/day = $320 per diem/day.
8. Multiply column D by column E.  Enter the total per diem in column F.
9. After entering all Events/Projects and Travelers total columns C and F.
	
	A
	B
	C
	D
	E
	F

	Line
	Event/Project
	Traveler
	Travel 
Rate
	# Days
	Per Diem/Day 
Hotel + $65 for Meals
	Total 
Per Diem
D x E
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	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	
	Total
Enter in Budget Summary Worksheet
	
	
	
	
	


HPA Project Budget Worksheet
Officer/Committee/SIG(see Class List)_________
Fiscal Year____________
References:
1. Chart of Account
2. Class List
Instructions:
1. Review previous years budget, and to date actual income/expense.
2. What projects have been completed or do not carry over to the next budget year?
3. What new projects should be considered for next year?
4. Complete the heading in the HPA Project Budget Worksheet.  
5. In column B enter the name of a Project i.e. CSM, Audio Conference, Publish “Resource”, Educators Survey, Offer Research Grant.
6. In column C enter each account (see chart of accounts, i.e. “Resource” Advertising, Postage, Printing, Grants) that represents the income and expense for the project.  This may be multiple lines.
7. In column D enter the amount of income or expense for each account.
8. For each Project transcribe the Travel and Per Diem to the HPA Travel Budget Worksheet.
9. Repeat steps 2 – 4 for each project, use additional forms as necessary.
10. Enter Account totals on Budget Summary Worksheet.  
	A
	B
	C
	D

	Line
	Project
	Account
	Amount

	1

	
	
	

	2

	
	
	

	3

	
	
	

	4

	
	
	

	5

	
	
	

	6

	
	
	

	7

	
	
	

	8

	
	
	


HPA Budget Summary Worksheet
Officer/Committee/SIG(see Class List)______
Fiscal Year____________
References:
1.  Chart of Account
2.  Class List
Instructions:
1. Compete the heading in the HPA Budget Summary Worksheet.
2. In column B enter each account that has been used in the HPA Project Budget Worksheet(s).
3. From the HPA Travel Budget Worksheet transcribe the total per diem from column C and total travel from column D into lines 1 and 2, column C of the Budget Summary Worksheet.
4. For each account enter the total amount for that account from the HPA Project Worksheets into the appropriate line of column C in the HPA Budget Summary Worksheet.
	A
	B
	C

	Line
	Account
	Total Amount from Travel and Project Worksheets

	1

	Total Travel
	

	2

	Total Per Diem
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