Budgeting Process
	September
	First week of September
· [bookmark: _GoBack]During the first week of September, budget vs. actual reports as of August 31st are handed out to the department heads or employees responsible for budget accounts.  Department heads and employees are asked to review the activity, contact Finance with any questions and/or changes, provide projected expenses through the remainder of the year, and provide budgets for the next year.  Below is a list of the employees and the budget accounts they are responsible for.
· Mike Grebe – general consulting, directors fees, meeting and travel, Bradley Prize Event and Symposium, organization dues, other meetings and conferences
· External Relations – Jessica Dean – meeting and travel for external relations department, Development special events, and Bradley Impact Fund grants
· Program – Dan Schmidt – meeting and travel for program department, grant related consulting
· Finance – Cynthia Friauf – meeting and travel for finance department, insurance, organization dues for finance department, legal, audit, tax
· Investments – Mike Lempke – meeting and travel, expected rate of return for budget year
· Administration – Terri Famer – benefits, building and maintenance, technology, general supplies, telephone, postage, HR related consulting, annual reports, Board and Committee meetings, meeting and travel for administration department, rental property, organization dues for administration department, staff outings and activities
· Mike Hartmann – library/publications, website
· Jan Riordan – Kirkpatrick Event
	Third week of September
· Department heads and employees begin to return projection and budgets to Finance.

	October
	First week of October
· Finance staff prepares salary (1.5% salary increase, 3% bonus) budget information for the Personnel Committee.
· Finance staff follows up on projections and budgets not returned.
· Finance staff compiles the department budgets and prepares the administrative and operating expense section of the draft budget.
	Second week of October
· The administrative and operating expense section of the draft budget is given to Mike Grebe for review.  Any changes are incorporated.
	Third week of October – after September custodian statements are received
· Finance staff prepares budget information for revenues, realized and unrealized gain/(loss), investment expenses, grant budget, and excise and income taxes based on expected rate of return.
· Finance staff calculates the grant budget utilizing the spending policy.  The calculation includes the September 30th asset value.
· Finance staff compiles the administrative and operating expenses previously reviewed by Mike Grebe, investment budget, and grant budget into one budget document.  Finance reviews the draft budget for reasonableness and compares the draft budget against the Board approved spending policy target for administrative expenses of .75% of the twelve quarter moving average assets.
· The draft budget is given to Mike Grebe.  Any changes are incorporated.
2-3 weeks in advance of the Board Meeting (last week in October)
· The draft budget is then given to the Chairman of the Board and the Chair of the Finance Committee for review two to three weeks prior to the Board meeting.  Any changes are incorporated.

November – current year meeting is on November 10th
· Salary and benefit recommendations presented to the Personnel Committee.
· The draft budget is presented to the full Board at the budget meeting.
