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1. Checklist for Preparing the BSP


RESOURCES FOR BSP PREPARATION:
1. Your most recent BSP for the CURRENT year.
2. This checklist.

3. The spreadsheet, Calculating Percentages for Operations Model Codes.

4. The FS Operations Manual, specifically Chapter 5 – The Accounting Coding System to use as a resource for questions. Chapter 5 includes a list of Model Codes by Category:

a. 5100 Payroll (5102-5114) in-house only 
b. 5100 Operations (5115-5199) in-house only
c. 5300 Program Materials (5301-5307)

d. 5350 Program Services (5351-5399)

e. 5400 Program Equipment (5401-5403)

f. 5500 Program Renovations (5500)

g. 5600 Capital Improvements (5600) 
REMEMBER:

5. Percentages in the BSP are in increments of 5.

6. Cells containing formulas should not be typed over throughout the BSP.

7. If you make changes to the BSP, check the total amounts for Fund 55 to make sure these amounts still equal your current year’s allocation amounts.
QUICK TIP: Add your Fund 55 amount, verified Fund 56 amount, and other Funds as needed below the totals on the Summary Page. That way you can verify whether your budgets are equal to what you need to spend, or can spend, by fund source.

BUDGET SPENDING PLAN SUMMARY PAGE:

8. Budget Summary Page:

a. Fund 55 column must total the County Partnership’s current year allocation.

b. Program codes must have the appropriate numerical suffix (in-house (2), public (1), or private (0) and match program page tabs.

c. Program page totals should match totals on summary pages. Make sure each cell on the summary page contains a formula (no empty cells).

d. No numbers should be typed in any cells of the Summary page.
e. If you add a new program or funding source (inserting a line and/or column), you must add that row or column to the summary page as well and create reference formulas from your program page totals to the summary page of the BSP.

f. Check administrative and match percentages. Make sure the words “Match %” and “Administration %” appear to the left of the number.

g. Check the fiscal year.

h. There should be fields for two dates at the top right corner of the Summary Page: a Submission Date and a Revision Date. Enter your Submission Date as the date you submit your Renewal Plan. When you revise your BSP during the year, enter the Revision Date so that you can track changes to your BSP over time.

BUDGET SPENDING PLAN PROGRAM PAGE(S):

9. 1012, 1502 and Program Strategy Pages:

a. At least 25% of Model code 5102 (Executive Director Salary) must be budgeted in 1012.

b. Model code 5103 (Administrative Assistant Salary) is only used in program codes 1012 and 1502. At least 25% must be in 1012.

c. Change in the use of model code 5197 (Advertising)
1. In the past, Model Code 5197, could only be used in 1012.  However, as of 2013, CPs are allowed to budget for advertising (model code 5197) in programs of the BSP other than program code 1012.  The use of this model code in program codes other than 1012 is to be taken on a case by case basis.  In some instances items that a CP considers advertising, should be budgeted for using a more appropriate model code.  For example, the printing of a pamphlet to be used for advertising should be charged to Office Supplies, (model code 5175).  Also promotional items should not be charged to advertising in a program, but should be budgeted to Programmatic Miscellaneous, Model Code 5399.  Please be very specific in the narrative of the program page, and when submitting a reallocation form where advertising, (model code 5197) is involved, please make sure that you are very specific and detailed in the justification section of the reallocation form.  Please contact the State Office of First Steps Fiscal Manager if you have any further questions concerning this.
d. Addition of model code 5193 (Late Fees and/or Penalties)

1. In an effort to distinguish late fees and/or penalties from other miscellaneous expenditures, this model code was created.  This is an administrative model code for expenditures for “Late fees and/or penalties (from credit cards, utilities, rentals, phone, etc.”)  CPs may allocate budget to this model code in program pages where appropriate in the Operations Category.  Please contact the State Office of First Steps Fiscal Manager if you have any further questions concerning this.
e. NOTE:  There are a few other new model codes that are now in use but have not been officially added to the Operations Manual.  CPs should have received this information by email or handouts from the State Office of First Steps.  If you have misplaced yours, please contact your State Office of First Steps TA or Fiscal Manager. These new model codes include:
1. Operations Category:
5193 Late Fees/Penalties (used in 1012 only)
5194 Payroll Preparation (used in 1012 only)
2. Program Materials Category:
5308 Gift Cards (materials)
3. Program Services Category:
5380 Program Affiliation/Certification
5381 Gift Cards (services)
f. Compare base salaries for ED or other CP employees to all program pages of the BSP to see what percentage of the salaries are budgeted to each program code that the CP employee is working in.  These percentages must total 100% (Note if the CP employee works in several programs, the salary should be budgeted in percentages in each of those programs.) 

g. When determining if a portion of an ED’s salary should be cost allocated to a program, ask if the ED is going to provide some type of direct service to the program. If yes, then cost allocate a percentage of their salary and fringe to the program. If the ED’s role is supervisory only, then cost allocate that supervisory time to 1502.

h. Enter the amount of an employee’s salary ONLY ONCE in the BSP, on the first program page to which the employee’s salary is being allocated. The salary amount on all other pages should contain a reference formula in the Base column.

i. The Base column for Payroll taxes has a formula in it linking it to the salary line(s) above; therefore you should not enter anything into that cell, but instead check that the formula is correct. 

j. The Payroll tax percentage should equal 7.65%. Any discrepancies should be explained in the budget narrative. At the present time, payroll taxes are applicable to all contracted staff as well unless they are First Steps County Partnership contracted staff.  For example if the CP Executive Director is contracted, payroll taxes do not need to be budgeted.  Another example is if the Program Assistant for the entire CP is contracted, payroll taxes do not need to be budgeted.  If you have questions concerning this, please contact your state office TA or state office Fiscal Manager for further clarification.
k. Fringe: the percentage should be 100% on all pages.

l. Administrative line items such as Office Rent, Telephone, Utilities, Office Supplies, Office Equipment Leased, Office Equipment Purchased, Travel, etc, must be cost allocated across all In-house programs except Imagination Library (2122), or NFP advisory board activities (2142).  Since in recent years a number of In-House programs have county partnership staff working in them, you will need to check with your state office TA or state office Fiscal Manager to find out which in-house programs do not require cost allocation of these administrative line items.  

Refer to the Excel spreadsheet, Calculating Percentages for Operations Model Codes for a description of how to cost-allocate across programs, particularly the “25/75” rule for 1012/1502. 


m. No partnership salaries (5100: Payroll) or partnership operations costs (5100: Operations) should be budgeted in any vendor program (Program Codes that end with a “1” or a “0”) or in smaller in-house programs such as Imagination Library (2122), or NFP advisory board activities (2142). Should the partnership wish to cost allocate to a vendor-operated program in which the partnership also invests significant time and resources, a SEPARATE, in-house program budget page must be created to support that vendor program. For example, if a partnership operates a child care scholarship strategy through DSS (7031 program), the partnership may choose to add a 7032 program to capture partnership salaries and operations costs used in that program. 
n. Insurance, Board Expenses, Late Fees, Payroll Preparation, Memberships, and Administrative Miscellaneous must only be budgeted in program 1012.

o. Food should not be paid for with state funds, except for use with the Parents as Teachers curriculum model, in which case documentation must be provided to the RFM for payment.

p. Check that Model codes used are the correct number and name. 

q. Check that Model codes/line items are in the correct Category/Roll-up, i.e., don’t have 5301 Curriculum Materials under 5350: Program Services.

r. Check that there is a description of every Model code/line item in the Budget Narrative. 

s. Check that information at the top of the program page is correct. (Program Code, Program Title, etc.)

t. When placing budget amounts into the cells for the different funding source columns, use numbers not formulas.

u. Totals of the Annual Total columns on each side of the program page must equal one another.

v. There should be a “Revision Date” field at the top right corner of each Program Page. When you revise your BSP program pages during the year, enter the Revision Date so that you can track changes to your BSP over time.

BUDGET SPENDING PLAN SUBMISSION AND REALLOCATIONS:

Local partnerships first submit their Budget Spending Plan (BSP) for the coming fiscal year (July 1 – June 30) at the same time they submit their Renewal Plan, typically in May. This initial BSP is approved by the partnership board and signed by the board chair, and on the Summary Page a “submission date” is entered.

This initial BSP should include 100% of the partnership’s proposed allocation, as well as the amount of federal and private funds on hand/committed that will be expended and the amount of anticipated in-kind contributions for the coming year. 

Carry-forward funds: Partnerships may carry forward unspent state funding to use in the next fiscal year. However, because partnerships create their initial BSP for the new year PRIOR to the end of the current fiscal year, the exact amount of carry-forward funding is not yet known. 

Rules for whether partnerships may budget a portion of anticipated state carry-forward funding at renewal time change year to year; therefore, refer to instructions in the Renewal Plan as to whether a portion of the partnership’s anticipated carry-forward can be included in the initial BSP.  
The initial BSP is reviewed by the partnership’s TA and given a detailed review by the State Office of First Steps Fiscal Manager.  The State Office of First Steps Fiscal Manager makes any needed corrections to the BSP, coordinating with the partnership ED as appropriate, before finalizing the BSP and sending it to the RFM for loading into UMS. This process can take several weeks into the new fiscal year. The RFMs are provided advance funding by SC First Steps to use until budgets are loaded in the new fiscal year.

The partnership, RFM, your SC First Steps TA and your State Office of First Steps Fiscal Manager must maintain a current copy of the partnership’s BSP.
Reallocations

Budget reallocations may occur at any time after the initial BSP is finalized. Reallocations are necessary to:

· Add or subtract funding from the BSP

· Allocate carry-forward funding, once the partnership’s carry-forward amount is verified by SC First Steps (typically by Sept. 30)

· Move funds from one program code to another 

· Move funds from one model code category (i.e., Payroll) to another within the same program code

Reallocations are not necessary to move funds within the same program code, fund, and model code category; however, those changes should be tracked on the partnership’s copy of the BSP and forwarded to the RFM, SC First Steps TA and State Office of First Steps Fiscal Manager as information.

Two types of reallocations REQUIRE state board action before a reallocation can be processed:

1. Creation of a new strategy not part of your partnership’s renewal plan (requires full board approval)

2. Reduction in funds of 15% or more within a strategy (requires P&G Committee approval)

In both cases, contact your SC First Steps TA or State Office of First Steps Fiscal Manager for more information.
Here are the steps necessary to process a reallocation:

1. Use the attached Reallocation Form to list – by fund, program code, and model code category (i.e., Payroll, Operations, etc.) – where funding is being decreased, and consequently where funding is being increased. Include on EACH line the total program budget from the BSP BEFORE the reallocation; this is necessary to calculate the percentage increase/decrease. Describe the reason for each decrease/increase in the “Justification” section.

2. Using the most recent copy of the partnership’s BSP, highlight each cell in YELLOW where changes are being made. Then, use a CALCULATION formula within the cell to either increase, or decrease, the amount as needed. For example, if the amount for Other Materials (5302) in program code 2012, fund 55 is currently $100 and the new amount needs to be $250, in the cell type:

=100+150

The resulting number should be 250 in the fund 55 column. Also use a calculation formula to update the BASE column to the correct total amount and highlight in yellow.

Make any needed changes to the Budget Narrative sections.

Enter a “Revised Date” on each affected page within your revised BSP.

3. Save your revised BSP under a different file, including the current date in the file name.

4. Sign the reallocation form. Also have a board member sign if your partnership board requires board approval for reallocations above a certain amount.  Use original signatures.  The use of Stamped Signatures is not acceptable.

5. Email the signed reallocation form and revised BSP to the RFM. The RFM will review for accuracy and once approved will send to your SC First Steps TA for approval. After the SC First Steps TA approves the reallocation, the RFM will update UMS and send a final revised BSP to the partnership and SC First Steps.

2. Excel Basic Skills: Formatting

Lookin’ good!
“Format Cells” – under the Home tab or right-click within a cell or range of cells
What you can do:

Wrap text: the cell gets “taller” so all the text within the cell “wraps” around in multiple rows, the end result being you can now see all the text contained within a cell
Merge cells: combine cells together (useful for titles and subheadings)

Horizontal and Vertical alignment within the cell

Format appearance of numbers 

Cell borders

Colors/shading

Cool Tip: You can apply formatting style from one cell to another via “Paste formatting”, one of several Paste options.
2. Excel Basic Skills: Formulas

I didn’t know there would be MATH on this exam!!
Formulas are key to Excel’s functionality. 
Formulas make it possible to enter something ONLY ONCE (that is the goal!)

There are two types of formulas used in the BSP:

1. Formulas that calculate (=A15*A16)

2. Formulas that reference (='1012'!G40)

How to create a calculation formula:

Remember your elementary math skills, in particular the Order of Operations (i.e., what you do first, second, third when you calculate the answer). 
Start with the equals (=) sign. That tells Excel that you are typing a formula.

Try not to type ANY NUMBERS in a formula; rather, reference cell locations (A15, J23, etc.). Use your arrow keys to move to the cell you want to reference.
Keyboard symbols used in basic formulas: +, -, *, /, ( )

AutoSum button (under the Home tab under Editing): Adds up all numbers within a range.

Hit the “Enter” key when you are done

Copy/paste to apply the formula to other cells. The cell locations will automatically adjust.

What if you DON’T want the cell location in a formula to change when you copy/paste? Type a “$” before the column letter and before the row number (ex. $A$15). Clicking the “F4” button after the cell reference does the same thing.
How to create a reference formula:
Click on the cell where the formula is to be created.

Start with the equals (=) sign. That tells Excel that you are typing a formula.
Go to the cell you want to reference. The cell can be on another page within the spreadsheet. Click on that cell.
Click “enter”. You should be back in the original cell where you wanted the formula to go.
2. Excel Basic Skills: Adding or Deleting Rows, Columns, and Pages in your Budget Spending Plan

Change is good!
How to add a row:
Highlight row above where you want the new row, right-click and select “Copy”

Move cursor down one row, highlight row, right-click and select “Insert Copied Cells”

Revise row contents (model code, description, amount(s))

Make any needed changes to your Budget Narrative

Check that sub-total formulas work correctly

Check that program page totals align with totals on summary page

How to delete a row:

Highlight row, right-click and select “Delete”

Make any needed changes to your Budget Narrative

Check that sub-total formulas work correctly

Check that program page totals align with totals on summary page

How to add a column:
Highlight column to the left of where you want the new column, right-click and select “Copy”

Move cursor one column to the right, highlight column, right-click and select “Insert Copied Cells”

Add funding to the appropriate model code(s). For each model code you change, note the new total on the far right and change the Base column to reflect the new total. 

Make any needed changes to your Budget Narrative

Check that sub-total formulas work correctly on the program page, particularly the Annual Total column on the far right.

Follow the same procedure as above to add a new column to the Summary Page

Change the formulas within the new column on the Summary Page:
Place cursor on the cell on the Summary Page
Click the “=” sign
Find the correct column total cell on the program page, click “Enter”
Check that sub-total formulas work correctly on the summary page, particularly the Annual Total column on the far right.

How to delete a column:

Highlight column, right-click and select “Delete”

Make any needed changes to your Budget Narrative

Check that sub-total formulas work correctly

Address “#REF” errors on Summary Page by deleting the formula, or deleting the column if no longer needed by any strategy. 
How to add a program strategy page

Pick an existing program page that’s most similar to the one you want to create

Right click on the program page tab, select “Move or Copy”

Select which program page you want the new page to appear next to, and click the checkbox titled “Create a Copy”

Right click on the new program page tab, select “Rename” to change the name

Adjust the program page as needed (description, vendor name, budget narrative, model codes, amounts, etc.)
Check to make sure all the sub-total formulas work correctly

Add a new row on the Summary Page for your new strategy, following the instructions above for inserting a row.

Change the formulas within the new row on the Summary Page:

Place cursor on the cell on the Summary Page
Click the “=” sign
Find the correct column total cell on the program page, click “Enter”

How to delete a program strategy page 

Right click on the program page tab, select “Delete”

Select the program strategy row on the Summary Page, right-click and select “Delete”
Cool Tip: Pages, or tabs, in a spreadsheet are called “worksheets” in Excel-speak. The entire spreadsheet file is called a “workbook”. When you print, you can select whether to print just the current worksheet (the page you are currently on) or the entire workbook.

Another Cool Tip: Do you get requests from board members, funders or others to present your financial data in a different format? Don’t reinvent the wheel. Add pages to your BSP and use reference formulas to combine your financial data in whatever way you need. 
Examples:
· Use reference formulas to create budgets by model code

· Create charts and graphs

- END -
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