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How to  
Budget 

 
 

 

 Determine Your Fund Allocation Amount 

The District Office will notify each site of their fund allocation amount. The fund 
allocation amount is needed to determine your funds for the fiscal year.  

 Determine Your Fixed Expenses 

The fixed expenses are items that will not change from month to month or for 
the school year. The fixed expense items may include rentals, allocations to 
teachers or departments, or monthly copy machine fees, etc. The fixed expense 
items should be determined for the month and then multiply by 12 months, to 
determine your fixed expenses for the school year. Ideally you should put at 
least 10% of your allocated funds into a reserve account.  

 Determine Your Variable Expenses 
 
A variable expense is any extras that you may want for the site or department, 
but may nor may not be able to afford. Variable expenses are typically items that 
you will wait to see how the rest of your budget is holding up to your projections. 
These expenses are considered variable because you can cut back on how 
much you spend on these categories. After the fixed expense amounts have 
been determined and listed, you will want to calculate the amount left to spend 
on variable expenses.   
 

 Compare Your Expenses to Your Income 
 
A budget must be created where the outgoing expenses match the allocated 
funds. If the total expenses exceed the allocated fund amount then the budget 
must be scaled back on the variable expenses. If the variable expenses have 
been cut back significantly and the fixed expense amounts still exceed the 
allocated funds then the fixed expenses must be changed.  

 
 Track Your Expense 

After the budget has been set-up, the expenses must be tracked in each 
category. Tracking may be done with budgeting software, an excel spreadsheet 
or a ledger sheet. At all times the budget amounts should be current and up to 
date, in all categories. No purchase or expense (supplies, travel or 
reimbursement) should be made unless it is entered and through your budget 
worksheet. Remember, there should not be any reimbursements being made that 
have not had prior approval, which will help prevent overspending. The person 
responsible for maintaining the budget should work on this daily. Spending just a 
few minutes each day reviewing the budget status will make the process much 
easier rather than waiting till the end of the month.  

 
 



 

 

 Adjust as Needed 
 

Adjustments can be made easily throughout the month. An emergency may 
occur that must be covered, as you move funds around make sure that you do so 
in your budget document.  

 
 Evaluate Your Budget 

 
After the budget has been reviewed and followed for a period of time, cut backs 
may be made in areas and funds added to other areas. Your budget should be 
adjusted until it works for your site.  


