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SCOPE 

The policies and procedures in this document govern the budgeting process, monitoring of budget, 
performance monitoring and the review and revision of budgets. 

OBJECTIVE 

1) To ensure that the annual budgeting process is performed timely and supports the IPC’s financial and 
operational planning objectives (clarity on financial goals, alignment of programme objectives to vision 
and mission, and performance measurement) and processes. 

2) To ensure that actual versus budget variance is monitored and that significant variances are explained 
and reported. 

3) To ensure that expenditure made are in line with programme objectives.  

4) To ensure that budgets are reviewed periodically for relevance and revised. 

DEFINITION 

-  

DOCUMENT REFERENCE 

1) Recommended Accounting Practice (“RAP”) RAP 6, Accounting and Reporting by Charities 

2) Code of Governance - For Charities & Institutions of a Public Character (IPCs) 
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POLICIES 

1.0 Annual Budgeting 

(Reference: Guideline 6.1.1, Code of Governance (For Charities & Institutions of a Public Character 
(IPC))) 

1) Executive Director should be responsible for preparing annual budget.  

2) Budget should be prepared based on planned events and programmes run by the IPC. 

3) The budgeted expenses for events and programmes should form the minimum fund raising target for 
the Commercial Third Party Fund Raiser. 

4) Annual budget for the next financial year should be prepared by 30 November each year.  

5) Annual budget should be submitted to the Treasurer for review and Executive Committee for approval. 

6) Items to be included in the budget should include (but not limited) to the following: 

a) Basic Operating Expenses such as Petty cash, Rental expenses, Insurance premiums, etc. 

b) Budget for Projects 

c) Details of donations to other charities 

d) Bank Fixed Deposit Rates 

2.0 Budget Monitoring 

(Reference: Guideline 6.1.1, Code of Governance (For Charities & Institutions of a Public Character 
(IPC))) 

1) A financial statement, showing the budgeted expenses versus actual expenses should be prepared at 
least once a year.  

2) The variance analysis should be prepared using the financial statement in point 1.  

3) Material variances (i.e. variance above 15%) should be highlighted to the Executive Committee.  

4) The Executive Committee should understand the reason for material variances and decide if there is a 
need to revise budget.   

3.0 Budget Revision 

1) The Executive Director should propose the revised budget after discussion with the Honorary Treasurer. 

2) The revised budget should be submitted to the Executive Committee for review and approval.  

3) The revised budget is used only after approval is given by the Executive Committee.  
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PROCEDURES  

Description of Procedures Responsible Person 

1.0 Annual Budgeting 

1.1 Prepare budget based on budget template 

1) Consolidate the normal operating expenses in the current financial year and 
project the operating expenses for the next financial year. 

2) Prepare a list of events to be conducted in the next financial year and the 
budgeted cost required. 

3) Based on current donations, project the donations for the next financial 
year. 

4) Enter all the figures into budget template (BP-D01). 

Executive Director 

1.2 Discuss draft annual budget with Honorary Treasurer 

1) Send draft budget to Honorary Treasurer for review. 

2) Discuss (either verbal or email discussion) with Honorary Treasurer to 
derive budget to be submitted to the Executive Committee for approval. 

Executive Director/ 
Honorary Treasurer 

1.3 Review and approve annual budget 

1) Review the annual budget submitted by Honorary Treasurer and Executive 
Director. 

2) Ensure that the annual budget for operating expenses is complete and the 
expenses for various planned projects are reasonable and are approved 
projects.  

3) Approve and document approval in the Executive Committee Meeting 
Minutes. 

Executive Committee 

2.0 Budget Monitoring 

2.1 Prepare and submit financial statement for review 

1) Receive financial statement from outsourced Accountant. 

2) Review the financial statement for accuracy. (Refer to FIN-RR-01 Section 
6.0 for procedures to review accounting records maintained by outsourced 
accountant) 

3) Submit the actual versus budget financial statements to the Honorary 
Treasurer for review. 

 

Executive Director 
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Description of Procedures Responsible Person 

2.2 Review the financial statements 

4) Review the financial statement and highlight material variances. 

5) Find out the reasons for material variances via discussion with Executive 
Director and reviewing the documents supporting the numbers reported.  

6) Determine if there is a need to make adjustment to the budget. 

Honorary Treasurer 

2.3 Informing Executive Committee on current financial position 

7) Explain reasons for material variances to the Executive Committee. 

8) If budget revision is required, propose necessary adjustments for review 
and approval. (Refer to Section 3.0 for procedures to revise budget) 

Honorary Treasurer/ 
Executive Director 

3.0 Budget Revision 

3.1 Prepare revised budget 

1) Highlight programmes where cost is high and may be required to be 
postponed. 

2) Document the following information: 

 Reasons to remove the programme temporary from the budget 

 Amount of sponsorship/donation received by the Society such that the 
Society can run the programme without affecting other programmes as 
well as general operations 

 Revised date of the programme. 

3) Present the final revised budget to the Executive Committee for review and 
approval. 

Honorary Treasurer/ 
Executive Director 

3.2 Review and approve revised budget 

4) Review the items to be temporary suspended due to shortage of funds 
together with the conditions in which the programme can run as scheduled. 

5) Approve the revised budget.  

Executive Committee 

3.3  File the evidence of review in budget file 

6) File a copy of the meeting minutes and supporting document which states 
the reasons for temporarily suspending programmes in file.  

Executive Director 
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DOCUMENT LIST 

No. Document Name 
Document 

Ref No. 

1.0 Annual Budgeting 

1. Annual Budget Template BP-D01 

2.0 Budget Monitoring 

Not Applicable 

3.0 Budget Revision 

Not Applicable 
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