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POLICY:
The adoption of the annual operating budget is the responsibility of the Governing Council.



PROCEDURES:



I.  Responsibility
A. 
The school Principal, in conjunction with the Business Manager and the Governing Council’s Finance Committee, will be responsible for planning, organizing, directing, coordinating, preparing, and presenting to the Governing Council for adoption, the annual school budget. 

B.  
The Principal will work closely with the staff, community, and Finance Committee to assess the needs of the school. 

C.  
The Principal, Business Manager, and Finance Committee shall pay close attention to any legislative activities that could have budget implications.

D. 
The school Business Manager shall keep the Governing Council informed of the adequacy and availability of revenue for budgeting purposes.
II. Preparation of the Annual Budget

A.  Pursuant to 22-8-6.2 NMSA, EMHS will submit for approval to the State of New Mexico Public Education Department (PED) and the authorizing agency a balanced school-based budget.   

1. For budgeting purposes, the fiscal year begins on the first (1st) day of July and ends on the thirtieth (30th) day of the following June.
2.  In connection with preparation of the annual budget, the school shall 
a. Follow all procedural requirements pursuant to 6.20.2.8 NMAC.
b. Adhere to the budget preparation standards set forth in 6.20.2.9 NMAC.
c. Adhere to the budget maintenance standards outlined in 6.20.2.10 NMAC.
3. EMHS will meet the budget timeline and format of the authorizing entity and/or PED since EMHS’s school budget is appended to the authorizer’s budget and subsequent submission to the Public Education Department.  

4. If required, the school shall integrate performance measurement and productivity indicators within the budget.

B.  Planning Expenditures
1.   
The number of students to be educated and the grade level placement of students should be carefully considered.  Prior year statistical data as well as projections of future enrollment are vital.

2.   
Estimates for future enrollments should be used to extrapolate staffing needs and associated costs such as instructional supplies, equipment, and facility needs.
3.   
The budgetary impact on changes in student/teacher ratios should be evaluated as far in advance as possible so that its impact may be evaluated in terms of requirements for new personnel and associated supplies, equipment, and facilities.
4.   
Contributions to New Mexico Educational Retirement and ERA Retiree plans can be projected through the use of historical costs.
5.   
The school's contributions for NMPSIA health insurance premiums can be estimated through historical data and future projections of staffing patterns.
6.   
The school may, out of operational cash balances carried forward from the previous fiscal year, budget an amount not to exceed five (5) percent of its proposed operational expenditures as an emergency reserve.  Money in the emergency reserve shall be used only for unforeseen expenditures incurred after the initial budget has been approved and shall not be expended without the written approval from the Cabinet Secretary of Education.

7. 
The school will cover current expenditure with current revenues. The school will avoid budgetary procedures that cover current expenditures at the expense of meeting future years' expenditures, such as postponing expenditures or accruing future years' revenues.

 C.   Anticipating Revenue
1.  
The principal item of revenue in the school budget is derived from the State Equalization Guarantee.  The school shall use the ADS average of the prior fiscal year in computing the number of students to be included in the Kindergarten/Basic Program section and the Special Education section of the SDE 910B-5.  All projections, including Ancillary FTE, shall be based on historical data only, and the school shall not use any estimated MEM in the computation except in the case of a grade level to be added.  The school shall utilize its own T&E Index and At-Risk Units as supplied by the PED in computing the State Equalization Guarantee for the budget year.

2.  
Additional revenue generated through Gifts and Donations (non-categorical) should be projected based on bona fide funding sources. Care should be exercised in this projection to ensure that there is no overstatement of revenue projected for this category.
3.  
The Operational Fund cash balance from the prior fiscal year may be budgeted for any operational expenditures, exclusive of payroll, upon specific approval from the Cabinet Secretary of Education.

D.  
Parental and Public Involvement

1.  
In April of each year, the Finance Committee will recommend a budget to the full Council for approval.

2. 
Public Hearing:  Pursuant to 22-8-11.C NMSA 1978, the Governing Council shall schedule and publish in accordance with the New Mexico Open Meetings Act a public hearing to 

a. receive questions, comments, and suggestions from parents and 

b. adopt the proposed budget.

III. Budget Adjustments

A. Upon adoption of the annual budget by the full Governing Council, the school Business Manager will present any proposed budget revisions to the Finance Committee for consideration, and then to the full Council for action.
B. The school Business Manager shall present proposed Budget Adjustment Requests (BARs) to the Governing Council as necessary to maintain a positive balance by function code for all funds.
C. The Business Manager will provide a BAR to the State of New Mexico Public Education Department Budget Office with supporting documentation for budget increases, budget decreases, and transfers between functional categories.
D. Expenditures will not be made until budget authority has been established and approval received from the PED.
E. Budget adjustments shall not be incorporated into the school’s accounting system until approval is received from PED.
F. The Business Manager will maintain a log of all Budget Adjustment Requests by fund, function, and object code that results in changes to the approved budget, which log will be retained by the school business office for audit purposes.
IV. 
Reports on Status of the Budget

The school Business Manager will furnish a Budget Status Report to the Finance Committee monthly showing revenue and expenditures to date, and the unencumbered balance for review to demonstrate that encumbrances and expenditures are progressing in accordance with the approved budget.
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