United Way of the Lower Eastern Shore

Agency Budget Packet Guide


1.
Budget Form 1 - Agency Budget Overview
A.
List each program you are requesting funding for separately.  It is necessary to be consistent with matching the Program Letter and Program Title with subsequent forms.  Do not list programs for which you are not requesting United Way funding on this page.

B.
Note the signatures of the Chief Professional Officer and Chief Volunteer Officer are required.


2.
Budget Form 2 - Total Agency Budget
A.
Column heading on Budget Form 2 is as follows:

Last Year
This Year
Next Year
Increase or (Decrease)




   (1)
(2)
(3)
    (4)





FYE   /  /   
FYE    /  /   
FYE    /  /   
Col. 3 vs 2




Actual
Budgeted
Proposed
$               /           %

The "Last Year" column is your last completed fiscal year.  "This year" budgeted is the fiscal year you are currently operating in.  The "next year" proposed column reflects your proposed budget for next year.  United Way of the Lower Eastern Shore funding is on a January - December fiscal year.  FYE stands for Fiscal Year Ending - note the day/month/year in which the fiscal year is completed.

B.
The Increase/Decrease column is always Column 3 minus Column 2, and then divided by column 2 to reflect the percentage.  If this is a negative percentage, it should appear in brackets.

C.
Account 4700 - United Way of the Lower Eastern Shore funding in Column 3 should be what your total request is as also noted next to Total 2010 Funding Request on Budget Form 1.

D.
Account 5000 - This line item is to be detailed on Budget Form 6.

E.
Line A - Total Non-United Way of the Lower Eastern Shore Support (UWLES) 

Add all support and revenue line items except Line 4700 which is the support and revenue from UWLES.

F.
Line C - Total Support and Revenue 

Add Lines A and B

G.
   UW as % of Total Support & Revenue

               Divide Line B by Line C

3.
Budget Form 2A - Explanation of Major Changes & Miscellaneous

A.
Form 2A is to be used to provide an explanation of major changes in the proposed budget.  A major change would be a significant dollar amount, plus or minus.  (If the 2009 amount budgeted is $150 and the 2010 proposed is $300, that is a high percent change but is not a significant dollar amount.)

B.
Fill out the blanks as follows:

* Account number as noted on Budget Form 2 and account title

* Amount budgeted and proposed

* Percent Increase or (Decrease)

C. An explanation of major changes should include both increases and decreases.  Try to be as inclusive and succinct as possible in describing the factors contributing to the increase or decrease.

D. If there is a large Surplus or Deficit on Line E, please explain.

E. Provide a summary of Miscellaneous Revenue & Expenses from Lines 6900 and 9400 if either are over $1,000.00. 


4.
Budget Forms 3A, B, & C - Agency Budget by Program/Supporting Services

A.
Prepare Forms 3A & 3B, and if needed, Form 3C for your 2010 Proposed Budget.  Note Form 3C is only an extension of Form 3B and will only be needed if you are requesting funding from United Way for more than 4 different programs.

B.
Column 6 should reflect the total of all programs not receiving United Way funding.
C.
Beginning with Column 7 list Program Letters (A, B, C) listed on Budget Form 1 consistent with program name(s). Please insert name of program under each program letter.

D.
Column 5 reflects totals of Program services (total of Columns 6-15)

E.
Column 3; Management & General, and Column 4; Fundraising, are totaled in Column 2 and are not to be spread to program services by account number.  However, each support/revenue and expense attributed specifically to a given program should be reflected under that program, not in columns 3&4.

F.
Account 4700 -- from UWLES (United Way of the Lower Eastern Shore)

This should reflect your request for UWLES funding by program in column 7 through 15.

G.
The percentage line of each program total expense on Form 3B and 3C is computed as a percentage of Line B, Column 5.  The total of supporting services, Line B, Column 2, is then distributed to each program service based on the above percentage and is entered on line "Supporting Services for Programs ($)."

H.
Total program cost is program service expenses (B), plus prorated percent of "supporting services" as reflected in each column.


5.
Budget Form 4 - Agency Staff Information
Detail listing of employee salary levels by position.  Full disclosure of each position and salary level is requested.  Do not list names.


6.
Budget Form 5 - Supplemental Fundraising Plan
A detail of proposed agency fundraising activities.  Note the “Net” total should equal line 4200, Column 3 on Budget Form 2.


7.
Budget Form 6 - Detail of Government Fees & Grants
A detailing of sources of government funds listed on Form 2, Line 5000.


8.
Budget Form 7 - Program Information
An overview of the community needs addressed by each program, program activities which address the need, and measurable outcomes realized and expected.  Form 7 will need to be completed for each separate program for which you are requesting United Way funding. 


9.
Budget Form 8 - Program Service Data Report
Recipient service statistics/demographics for your last completed fiscal year. All programs (even if you are not requesting United Way funding for some) data must be shown.


