Annual Budget Planning Checklist for Nonprofits

Creating an annual budget planning checklist for nonprofits ensures efficient allocation of resources and financial transparency. This checklist
helps organizations prioritize fnding, forecast expenses, and align spending with their mission. Proper budget planning supports sustainable growth
and accountability to stakeholders.

ChecKklist

1. Review Previous Year's Budget
o Analyze actual income and expenses versus projections.
o Identify variances and lessons learned.
2. Set Financial Goals and Priorities
o Align budget priorities with organizational mission and strategic plan.
o Define clear objectives for the coming year.
3. Estimate Income
o Forecast grant income, donations, findraising, and earned revenue.
o Identify sources of restricted and unrestricted funds.
4. Project Expenses
o List fixed, variable, and one-time costs.
o Include program, administrative, and findraising expenses.
5. Engage Stakeholders
o Involve board members, staff, and key volunteers i the budgeting process.
o Gather input and feedback on proposed budgets.
6. Draft and Review the Budget
o Prepare a draft budget and circulate for feedback.
o Revise based on feedback and ensure alignment with goals and compliance.
7. Obtain Approval
o Present the final budget to the board for approval.
o Record and document the approval process.
8. Monitor and Adjust
o Set regular review dates to track actuals against the budget.
o Adjust budget as needed and communicate changes to stakeholders.

Tips for Effective Budget Planning

o Start the process early to allow adequate time for input and revisions.
¢ Be realistic and conservative with income estimates.
¢ Regularly monitor cash flow and update forecasts throughout the year.
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