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	1
	PURPOSE 
	To describe the methods, responsibilities, adopted for  preparation of  Annual budget of ACMA to:

· have an overview of  financial affairs of ACMA

· decide the target in terms of total annual Income and Expenditure   

· decide the means/ resources for achieving the set target   

· Set the  financial limits/ control 

	2
	SCOPE
	Applicable for preparing ACMA Annual  budget

	3
	RESPONSIBILITY
	ii) The  HoD – Finance


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Inputs from Process Owners about proposed workplan for next financial year (Nov)
Approval of Annual Budget by the Steering Committee (March)


	5
	PROCESS INPUTS / OUTPUTS & INTERFACES : 
	As shown in Flow chart


a) Process Inputs:


Information

· Information on each (planned or being planned ) activity including all Projects,  events, meetings,  printing , addition in staff cost and any 
capital purchase planned or being  planned for the particular year.
· Information on various cost elements of each activity.

· Information on quantitative requirements.

· Information on prevailing Exchange Rate.

· Information on various administrative cost 

· Information on various statutory payments.


Documents

· Quotations 

· List of quantitative requirements

· Previous years budget v/s actual statement 

· Members list

· Emolument details

· Records of Sales Turnover received from members

· Membership subscription rates

· Company law, Income tax law, 


b)  Process Flow Chart   
[image: image1.jpg]
[image: image2.jpg]


[image: image3.png]


















c) Process Output:

· Calculated target

· Approved Annual  budget

d)  Interface with other Processes:
· 
Process for Management Review: PM/08

· 
Budgeting (Income Generating events): PM/10

· 
Building Competencies: PM/11

· 
Conferences / Seminars / Workshops: PM/22

· 
E C Meeting: PM/23

· 
International Trade Fairs (Group participation): PM/25

·    Process for Functioning of Library: PM/26

· 
Missions  -- International Outward: PM/27

· 
Missions -- Inward: PM/28

· 
Mission Domestic: PM/29

· 
Dispatch: PM/34

	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	1.
	Circulation of  format to HoD’s/ RS
	HoD-Finance
	Format / Work Instructions)
	At least by last working day of first week of December 

	2.
	Receiving of formats from HoD’s/ RS
	HoD-Finance.
	Format /Work Instructions)
	Latest by last working day of December 

	3.
	Preparation of  estimated income & expenditure  
	HoD-Finance 
	Budget
	Latest by last working day of 2nd week of  February

	4.
	Discuss with DG the draft budget
	HoD-Finance
	Budget
	Within 15 working days from the date of preparation of draft budget

	5.
	Finalise the budget based on discussion with DG 
	HoD-Finance
	Budget
	-

	6.
	Send budget for approval from finance committee chairman
	HoD-Finance
	Budget
	Within 5 working days from the date of finalising the budget in consultation  with DG

	7.
	Approval/ratification by Steering Committee 
	HoD-Finance 
	Budget
	By next EC Meeting

	8.
	Send Regional office Budget to Regions
	HoD- Finance
	Regional Office Budget
	Within 10 working days from the date of approval


	7
	PROCESS MEASURES : 

	
	· Variation from Budgeted Head (in percent)


	8.1
	SERVICE MONITORING AND MEASUREMENT 

	S. No
	Output
	Parameter
	Acceptance Criteria
	Responsibility for Control

	a. 
	Actual expenses under various heads every quarter
	Work plan

	Budgets
	Finance Head


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S. No
	Parameter
	Process Risk
	Control
	Responsibility for Control

	1
	Timely availability of Budget inputs 
	Budget inputs may not be ready by 31 December
	Weekly monitoring starting 1st week of December
	Finance Head

	2
	Budget integrity
	Variation in Plan/ Actuals
	Half yearly Review and revise budget estimate  
	Finance Head / Director General

	a.
	Committee wise  actual expenses w.r.t. Budget 
	Budget may over-run / remain unutilized
	Quarterly information provided to each committee coordinators
	Finance Head


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	The Director General & HoD Finance shall take corrective action after the process has been implemented, by determining the causes of non conformities.


10.
References:  
a) Work instructions
b) Formats:  
· ACMA HO Budget: PM09/F1
· Regional Budget: PM09/F2
Work Instructions for PREPARING ANNUAL BUDGET

1. How to identify administrative/fixed heads


The heads like staff cost and establishment costs are the fixed cost and will remain and not be impacted by level of activities. The heads like postage, travel, printing etc. will have impact by level of activity.


To identify activity based heads like Trade fair/ Trade delegations/ Missions/ Workshops/ seminars/ Postage/ Telephone/ Fax / Email and Publications and CD’s, which are directly based on level of activities.

2. For circulating format 


Circulate the format to all HoD’s/RS to provide information required for activity based budget.                                                                          

3. To check the administrative/fixed heads

· to check the emolument details with existing grades and staff (to consider annual increments and revision in emolument once in every 3 years and change in employment terms of staff, if any.

· to check addition in staff if any

· to check expected increase in all fixed administrative costs (Rent, Travel, Electricity, Postage, Stationery, Photocopy, Telephone, Fax, E-Mail, Repair & AMC, Meeting Expenses, Books & Periodicals, Office Up Keep, Audit Fee, Annual Award, Vehicle Expenses, Building Maintenance, Security Expenses, Gifts, Insurance, Subscription To Other Organisation, Website Maintenance, Publication & Any Other Expense etc. )

· to check for new fixed costs if any

· to check all statutory payments with existing law (provident fund, gratuity fund, superannuation, property tax, ground rent, ROC fee etc.)

4. To calculate expected income on account of Membership Subscription 



(calculate budget on the basis of Pr. Yr. Income)

5. To calculate expected Interest on fixed deposits 



(Calculate expected interest income on the basis of exiting deposit and average 

prevailing rate of interest)

6. Calculate “other income” like share of overhead expenses etc. 


on the basis of previous year income.

Start





Receive/collect completed format from all HoDs/RS





Prepare statement of estimated income/expenditure on the basis of calculations 





Start calculations on the basis of information received on formats  








Receipt of Regret





       Finalise heads of accounts (standard)








Identify administrative/fixed heads [ Refer WI ]





Identify activity based heads





Project new budgeted figures based on past figures and expected increase/decrease next year





Circulate format to all HoD’s/RS [ Refer WI-B]





Discuss the budget with DG and Check for  addition/ re-working if any





Send the budget statement to the Finance Committee Chairperson for approval and obtain approval








Table the approved budget for ratification by Steering Committee 





Send the Regional Office Budget Back to regions after the Budget is approved for Implementation





End
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