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Do you have a budget? 

How do you prepare your budget?

How do you monitor your budget?

Do you use an accounting package?

INTRODUCTIONS 



BUDGET AND GST
GST Status Budget Grants Contracts

Organisation is 
Registered for 

GST

Budget should 
exclude GST

Generally Grants 
are exclusive of 

GST 

GST is added to 
contract amounts 

Organisation is 
not registered for 

GST

Budget will 
include GST

Note: This may require 
a bit of investigation 

regarding suppliers so 
that you know which 
expenses have GST 

and which do not

Grants will 
generally include 

GST

Council and 
Central contracts 
are usually plus 

GST



BUDGET TIMELINE

YEAR ENDED 31 MARCH

January / February  March

Start preparing budget for the next financial year using:
● Actuals from current financial year - Profit & Loss report

Don’t forget to factor in:
● Any new expenses that you are aware of
● Anticipated CPI increase for standard operating expense
● Notes to explain how calculations have been made
● Consult with team members regarding proposed budget

1. Submit finalised budget to board / committee for 
approval & sign-off

2. Load approved budget into Accounting System

YEAR ENDED 30 JUNE

April / May  June

Start preparing budget for the next financial year using:
● Actuals from current financial year - Profit & Loss report

Don’t forget to factor in:
● Any new expenses that you are aware of
● Anticipated CPI increase for standard operating expense
● Notes to explain how calculations have been made
● Consult with team members regarding proposed budget

1. Submit finalised budget to board / committee for 
approval & sign-off

2. Load approved budget into Accounting System



BUDGET DO’S AND DON’T 

DO

DON’T



TOP TIPS

Print preview your budget before submitting to a funder to make sure it is easy to read and correct

Check that the narrative in your application matches your budget, including terminology

Match the Income & Expense lines in your budget with your account codes

Include everything in your Project Budget for the best opportunity of being fully funded

Double check cell calculations if using Excel



TOP TIPS

Prepare your Annual Funding Plan alongside your budget - you will need to know when funds are 
expected to be received to incorporate into your budget

Things change - any significant changes to income & expenses prepare an updated budget for 
board approval

You may deliberately choose to spend “Accumulated Surpluses” from previous financial years. These won’t 
be reported in your Xero Budget you will need to export your Budget from Xero and add an income line 
called “Accumulated Surpluses” so that you budget doesn’t show a deficit. Not recommended without 
board approval and for a very good reason. 



WHAT IS WRONG WITH THE BUDGET?

You can’t load a singular annual 
budget into an accounting system

It has a deficit - don’t plan to not have 
enough money !

No “General Expenses” account code 
for this miscellaneous expenses

Is everything included?
What about:
● Phone & Internet
● Volunteer Expenses
● ACC Levies 
● Mileage
● Anything else



WHAT IS WRONG WITH THE BUDGET?

Text in notes needs to be “wrapped” in 
Excel so that information is readable

Template provided - name & date not 
updated in header



WHAT SHOULD BE INCLUDED

INCOME EXPENSES
● Grants
● Sponsorship
● Donations
● Registrations
● Sales
● Contracts
● Fundraising
● In-kind donations
● Interest
● Other Income

● ACC Levies *
● Audit Expense
● Bank fees
● Contractors
● Employer Kiwisaver Contributions *
● General Expenses
● Insurance 
● Office Expenses
● Fundraising
● Mileage
● Professional Development 
● Rent
● Subscriptions
● Training (to others)
● Travel
● Volunteer Expenses
● Wages *

* for organisations who employ staff

Don’t be too specific 
when naming your 
account codes and 

allocate separate account 
codes for Projects - these 
can be monitored in Xero 
using “Tracking Codes”

Grants can be recorded as 
one income line or 

multiple ie Grants - TECT, 
Grants - BayTrust, Grants - 

COGS etc





Individual Project 
Budgets can feed 

into the main 
operating budget 

and can also 
operate as a 

standalone budget 
for a funding 
application 



XERO - BUDGET MANAGER

Xero Dashboard - Accounting / Reports / Budget Manager



XERO - BUDGET MANAGER
Xero Dashboard - 
Accounting / Reports / 
Budget Manager

Click “Import“ for 
Budget 

Template & 
Import Option

Manually add 
budget into 

Budget 
Manager - blue 

input boxes



XERO - BUDGET MANAGER

Download Template as 
CVS or Excel File



As this Budget is 
generated through Xero’s 

Budget Manager all 
current Xero account 

codes are automatically 
included in this budget 

template

Cell calculations are 
automatically formulated 



XERO - BUDGET REPORTING
Xero Dashboard - Accounting / 
Reports / Profit & Loss

Profit & Loss “Old Version”



If your accounts 
are updated at the 

end of each 
financial year by 
your Accountant 
Depreciation and 
other adjustments 
won’t be included 
in your budget vs 

actual.

The “Actual” 
figures are subject 
to change for year 

end.



XERO - BUDGET REPORTING
Xero Dashboard - Accounting / 
Reports / Profit & Loss

Profit & Loss “New Version”





BUDGET REPORTING
Budget reporting should be made to your board / committee at every board meeting.

Reporting should include:

● Budget versus Actual YTD
● Narrative around any significant variances and corrective action being taken

UPDATING THE BUDGET
Any significant changes to Income or Expenses should see a review of the budget

Use the following reports to produce an updated document for the board to review and 
approve:

● Profit & Loss Report by month for the full months already passed
● Budget by month for the remaining months in the financial year 

The revised budget should be submitted to the board for approval and once approved 
your Accounting System updated.



UPDATING BUDGET 

Highlight 
any 

changes 
and provide 
a narrative 

Add a row 
to indicate  

ACTUAL vs 
BUDGET 



NEXT WORKSHOPS

Cashflow Forecasting
23 June

Reading Financial Reports
28 July

GST & Payroll
25 August

Annual Financial Statements
22 September


