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Policy Description
The Localtown Neighbourhood House (LNH) Committee is responsible for adopting and monitoring the budget of the organisation and for ensuring that the organisation operates within a responsible, sustainable financial framework. This work is done in collaboration with LNH staff, in particular the Manager and Finance Officer, and the LNH Treasurer on behalf of the Committee of Governance.
Policy Rationale
In 20XX LNH received its primary operating funds through the State Government Neighbourhood House Coordination Program as well as Localtown Council grants. The organisation operates under a budget that must be flexible in responding to unforeseen events, including possible challenges in cash flow. The annual operating budget must therefore be regularly monitored and reviewed. The Budget should reflect the legal and financial requirements of funding bodies and other accounting requirements.
Procedures
The Treasurer, Manager and Finance Officer, prepare the budget estimates for the financial year. The process includes:
core operational costs
grant / project commitments 
HR and setting payroll costs
estimating income
consideration of the current year financial situation.
The draft budget estimates are based on the current expenditure projections to end of year plus National Wage Review increments for salaries or relevant wage increases, revisions to the Agreement, awards, contracts, etc. Details of how cost increases will be absorbed or required increases in service charges (e.g. course or room hire fees) will be provided. The draft budget will be presented to the LNH Committee no later than May of the preceding financial year unless otherwise agreed by the Committee or its representatives. Once adopted by the Committee, this becomes the official operating budget for LNH for the stated financial year, and all Committee members and employees must endeavor to work within the financial limits stated or implied by this document.
Related Organisational Policies and Procedures:
Staff Salary Increment
The most recent approved budget is saved here: [insert path and filename]
An example monthly finance report is saved here: [insert path and filename]
Responsibilities
Committee of Governance:
The Treasurer is responsible for monitoring the organisation’s income and expenditure, reviewing the actual and budgeted income and expenditures, and reporting on the progress of such expenditure.
The Finance subcommittee of the Committee comprising the Treasurer, Manager and Finance Officer and any other representatives deemed appropriate by the Committee will meet monthly to review the monthly finance reports. These will be presented to the next scheduled Committee meeting.
The Treasurer will indicate the impact any variations will have on the budget projections and provide this information to the Committee. The Treasurer will also report to the Committee on any other significant financial matters.
If a major change occurs to funding, expenditure or any material assumption underlying the budget, the Finance subcommittee may determine that a revised budget is necessary for the remainder of the financial year. If so, they will prepare a revised budget and refer it to the Committee for consideration and adoption
Manager:
The Manager is responsible for managing the annual budget once it is approved by the LNH Committee.
All Staff and Volunteers:
The Finance Officer is responsible for preparing monthly finance reports for the finance subcommittee showing the year-to-date income and expenditure and its variation from the budget estimates, indicating any increases or decreases in funding. A commentary should be attached to Committee reports detailing reasons for variations and recommendations for corrective action if required. 
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