DEFINITIONS FOR BUDGET FORM

LINE ITEM # 1 (UNITED WAY OF GREEN COUNTY): Self- explanatory.

LINE ITEM # 2 (CONTRIBUTIONS):


Contributions include only amounts for which the donor receives no direct private benefits.  All contributions received directly from individual donors and not resulting from a fund-raising special event are to be included.

LINE ITEM # 3 (SPECIAL EVENTS):


The “Special Events” classification is provided to reflect support and incidental revenue derived from your special fundraising events (excluding product sales) during the year.

LINE ITEM # 4 (PRODUCT SALES):


This classification is provided to report income from product sales (fundraisers). (ex. cookies, popcorn, candy bars, wrapping paper etc.)

LINE ITEM # 5 (UNRESTRICTED LEGACIES & BEQUESTS):


A legacy or bequest is a gift made through a will, e.g., gifts passing to the ownership of an agency by will after the death of a donor.

LINE ITEM # 6 (CONTRIBUTIONS BY GROUPS):


This sub-classification is to be used to report contributions from groups, auxiliaries, guilds, and circles.  Contributions from a sponsoring “parent” agency or from sponsoring religious bodies would also be reported here.

LINE ITEM # 7 (OTHER UNITED WAYS):  Self-explanatory.

LINE ITEM # 8 (GOVERNMENT AGENCY FEES & GRANTS):


All support and revenue that an agency receives from governmental sources are to be reported in this classification.  This could include agency contracts, grants, and/or special funding from state and/or federal sources.  Individual grants, contracts, etc. should be listed separately on an attached sheet with detailed explanation of the contractual funding.


Note:  Since governmental grants are sometimes restricted to specific programs, they would usually be reported in the Restricted Income (line item #12).

LINE ITEM # 9 (MEMBERSHIP DUES):


This caption is to be reserved for amounts received by an organization for personal memberships that procure directly for the member substantial, private benefits commensurate in value with the amount of the dues.  Substantial direct, private benefits include the use of agency recreational, consulting and other facilities and services, the right to receive directly useful publications; or the enjoyment of a professional standard or other honor.  Voting rights alone are not sufficient to qualify a payment as a membership payment.

LINE ITEM # 10 (PROGRAM SERVICE FEES):


This classification includes fee payments received for services furnished by the organization.  Whether an agency uses schedules of fees for different services or merely requests clients to pay what they feel they can afford, any payments solicited or suggested or accepted as a contribution in return for an agency’s professional services is considered a program service fee.

LINE ITEM # 11 (SALE OF MATERIALS/GOODS):


This category should include the gross cost of all materials included in the cost of goods sold. Goods related to agency programs-not fundraising inventory.

LINE ITEM # 12 (RESERVED OR RESTRICTED FUNDS):


Any monies that have been set up as reserved or restricted but are not used for your operating budgets should be included in this total.

LINE ITEM # 13 (MISCELLANEOUS REVENUE):


This caption needs no explanation, but a word of caution may be appropriate.  If the revenue of an agency has been properly classified, very little should usually remain to be shown as “miscellaneous”.  Items listed in this category should be itemized on a separate sheet and attached if they are of significance.

LINE ITEM # 14 (TOTAL SUPPORT REVENUE):  Self-explanatory.

LINE ITEM # 15 (SALARIES):


This expense account group is reserved for salaries and wages earned by an agency’s regular employees (full or part-time) and by temporary employees.

LINE ITEM # 16 (EMPLOYEE BENEFITS):


This caption includes the agency’s own or other (private) employee health and retirement benefits plans.

LINE ITEM # 17 (PAYROLL TAXES, ETC.):


This expense account is reserved for social security taxes and compensation insurance premiums payable by employers under federal, state, or local laws.  This account accumulates all Payroll Taxes expense including: F.I.C.A. payments (employer’s share), Unemployment Insurance, Worker’s Compensation Insurance, and Disability Insurance Premiums.

LINE ITEM # 18 (PROFESSIONAL FEES):


This expense account includes the agency’s professional fees such as accounting, auditing, legal, etc.

LINE ITEM # 19 (SUPPLIES):


This account is for the cost of materials, appliances and other supplies used by the agency.

LINE ITEM # 20 (TELEPHONE):  Self-explanatory.

LINE ITEM # 21 (POSTAGE AND SHIPPING):  Self-explanatory.

LINE ITEM # 22 (OCCUPANCY):


This caption includes all costs arising from an agency’s occupancy and use of owned or leased land, buildings, and offices, i.e. utilities, rent, taxes, property insurance, etc.

LINE ITEM # 23 (EQUIPMENT MAINTENANCE & RENTAL):  Self-explanatory.

LINE ITEM # 24 (PRINTING & PUBLICATIONS):


This expense account is reserved for the costs of printing charges of commercial artists and suppliers.  Also included in the classification are costs of purchased publications, technical journals, books, pamphlets, advertising, and monographs.

LINE ITEM # 25 (TRAVEL, CONFERENCES & CONVENTIONS, ETC.):


This category is for expenses of travel and transportation of staff, clients, and volunteers of the reporting agency.  It could include expense for company-owned vehicles for gas, oil, tires, insurance, etc. and auto allowances for employees or volunteers plus attending conferences, seminars, and national meetings.

LINE ITEM # 26 (COST OF GOODS SOLD):  From Line 11.

LINE ITEM # 27 (ASSISTANCE TO INDIVIDUALS):


This account should include monies given to assist individuals in paying their utilities, etc.

LINE ITEM # 28 (MEMBERSHIP DUES):


This account accumulates all membership dues expenses including individual and organizational dues plus professional affiliations.

LINE ITEM # 29 (BOARD/PROFESSIONAL LIABILITY INSURANCE):

In this category, include all board, staff, directors, and volunteers liability insurance.

LINE ITEM # 30 (MISCELLANEOUS):


This expense account group is reserved for the cost of expenses not reportable in another account classification.  Items included in this category should be itemized on a separate sheet and attached if they are of significance.

LINE ITEM # 31 (TOTAL EXPENSES):  Self-explanatory.

LINE ITEM # 32 (NET):  Line item 14 minus line item 31.

