Budget workbook instructions

This workbook has a number of worksheets.

Budget

This is the monthly budget for the project, set up at the start of the project.  It gives your best estimate of income and expenditure, and puts the sums in the correct months.

Actuals

This is where you put in the actual amounts received/spent.

Forecast (auto)

When you set up the budget, the forecast(auto) worksheet takes the budget as the forecast.  You can adjust this later using the forecast (manual) worksheet.

For example, you set up a budget running from Jan to Dec.  Forecast (auto) collects together the budget figures for Feb to Dec and puts them in the Jan column.  This is saying that when January is completed, your forecast for the rest of the project is the budget from Feb to Dec.

Forecast (manual)

Forecasts are fickle, and rarely run smoothly.  Suppose you were expecting a payment in Jan but it didn’t come in, but you’re expecting it in Feb.  This is the worksheet you use to record that.  Go to the Jan column, and manually put in the amount you’re expecting.  Then, when the reporting sheets do their stuff, they’ll notice that the expected payment didn’t come in, but that you are still expecting it to, and the numbers will work out.

Report for Jan

This is where all the figures come together.

There are three columns.

The first shows the figures for the current month.  Here you’ll see the budget for Jan, the actual income and expenditure, and the variance between the two.  Variance is calculated on the basis that ‘brackets are bad’ so anywhere you see a bracketed figure, this is a bad thing.  For income, a bracket means your income is less than you’d budgeted.  For expenditure, it means it’s more than you had reckoned.

The second column tells you the same information but for the year to date.  For January, this doesn’t tell you anything new, but for March, it takes the budget and actual figures for Jan, Feb and March, and puts them all together.

The third column shows how the project will pan out.  The budget number is the total budget for the year.  The forecast column takes the actual figures to date, adds in the forecast (auto) {which is the budget from here to the end of the year} and also adds in any additional numbers you’ve put in the forecast (manual).  This column tells you how you are forecasting the numbers will come out.  And finally, the variance, where you can see the difference between your original budget and your current forecast.

Look at the example sheets.  The numbers are entirely made up, of course, but if you look at ‘Jan’ you will see that the expected payment of 3000 didn’t come in.  Is this a real problem, or is the payment just delayed?  Looking at the forecast column at the end shows that you are still forecasting to get the full £12,000 by the end of the project, so it looks as though this is a delay to the first payment.  You can breath a little more easily.

