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  Budget Preparation  
 

   Revision Date: December 2020  

 

 

Background 
 

The budget preparation process for each RACI Business Centre is the initial step for the year’s event 

and financial planning.  
 

The RACI has had to become more commercially orientated to prevent financial losses and a robust 

and accurate budget process is a cornerstone of achieving this. The organisation has moved in the right 

direction by generating surpluses in recent years but needs to sustain this trend. 

All budgeted events should support the purpose of the RACI and address the identified items identified 

in the strategic plan. 
 

The Board requires that each RACI Business Centre budget should aim to have an overall surplus. To 

achieve this goal accurate financial planning and responsible budgeting are required from Business 

Centres and those larger Business Centres able to provide events that can make surpluses must plan to 

do so. 
 

The normal operational budgets of Branches, Divisions and Groups should be in surplus, and those 

Branch structures with coordinators should make sufficient surpluses to cover the cost of the co-

ordinators. The Board, however, has the discretion to approve negative budgets that include deserving 

special expenditures.  This will be considered for special expenditures such as seed funds, projects, 

membership promotion activities etc., items that will add value over the long term. The decision will 

be heavily influenced by the past performance and future financial projections of the business unit. 
 

 All Units are encouraged to “think outside the box” with respect to both income sources and in 

expenditures for the promotion of chemistry and betterment of Chemists in Australia.  

The events supported by the budget must provide tangible benefits for members and are critical for the 

retention and growth of membership. 
 

The budget process is an opportunity to plan, in both activity and financial terms, for your 

Division/Branch/Group activity. 
 

The budget period covers the following 3 financial years with particular emphasis on detail and 

accuracy for year 1.  
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The budget is very important to: - 

- Achieve the goals and purpose of the RACI  

- Prioritise funds allocation and usage. 

- Ensure sufficient available cash to operate throughout the year. 

- Know how funds are flowing in and out of the Unit. 

- Know how much funds are available to undertake major projects. 

- Maximise interest income where possible.  

- Understand the financial viability of the Unit and the RACI as a whole. 

- Permit the Board to assess the overall and detailed priorities and direction of the RACI. 

 

The Budget parameters are: - 

 

- If no budget is submitted from a Business Unit no expenditure by that Unit can be authorised.  

- Any conference must be budgeted to make a 15% surplus on delegate fees. 

- An as accurate as possible budget for the first year of the 3-year cycle and good estimates for 

income and expenditures in the following 2 years should be made. 

- Over a three-year time period Divisions, Branches and Groups must be in a cash surplus position 

from own internal activities. The Branch and their groups’ surplus must cover the cost of 

coordinators if they have one. 

- While Branches are responsible for the compilation and submission to NO of their sub Units’ 

(Groups) budgets, these budgets must be initiated and compiled by the Committee of the Group 

or Section, i.e. not the Branch Committee, and have to be based on real planned activities.   

Remember - no budget no expenditure. 

- Part of the submission should be a time table of events. This will both indicate the activity levels, 

allow NO to plan for cash flow and allow an event calendar to be maintained on the web site. 

- Sponsorships of non-RACI events, bodies or individuals are discouraged and Board approval is 

required. (This does not preclude RACI co-sponsored events with another Professional Society.) 

The RACI exists for our membership not outsiders. 

- Where events span two financial years care must be taken to correctly allocate income and 

expenditure to the correct periods. An example here is meetings occurring in June or July. 

 

Where there has been no activity or activity planned for a period of 3 years the viability and 

continuation of that Business Centre will be reviewed. 
 

 

The budget time table 

 

- Early March budget preparation packs sent out that include actual figures for the current year to 

date and for the previous 4 years. 

- March - preparation of budgets by each Unit. 
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- April week 2 - first drafts to NO.  

- April week 3 - review of individual budgets and collation of draft RACI budget by NO. 

- April week 4 - feedback to Units on first drafts requesting modifications [if required]. 

- May week 2   - second drafts to be returned to NO. 

- May Week 4   - presentation to Board of RACI budget for review. 

- June week 1 - feedback to units requiring modification. 

- June week 2 - final corrections returned to NO. 

- June week 3 - presentation of collated RACI budget to Board for acceptance. 

- June week 4 - release of approved RACI budget. 

 
 

Method 

 

The process for Divisions, Branches and Groups is basically the same. 
 

Spreadsheets for normal operations are provided that have the full figures for the previous 4 

completed financial years and year-to-date income and expenditure for the current year, together with 

the current year’s budget, included to assist.  

  

It is important if the business unit is going to be very active that a program of events that you intend 

holding for the following year should be made and used as a basis for planning your budget. This 

events program should be included in the budget return documentation, include dates so any potential 

harmful clashes can be determined. 

The last three columns of the operational spread sheet are to be completed for the budget.  

- The first requires an accurate budget for the next financial year July – June.  

- The second and third columns require reasonable estimates for the following 2 financial years. 

 

The number of line items provided is a balance between simplicity and likely contingencies for income 

and expenditure of Divisions, Branches and Groups. Utilise those line items that fit best.  Do not add 

any rows into the spreadsheet.   
 

Income from professional events, Symposia/workshops/conferences, have all been included in one 

line. Income for the more “social” functions like dinners, meetings etc. held by the Business Units 

should be recorded in the Branch/Group function line. 
 

Similarly, there are two separate lines for expenditure: meeting expenses, for hire charges, dinners and 

related expenses held by the Business Units and the conferences/symposia line for professional 

events. 
 

Where a PCO is used [and this should only be for large conferences], only input the estimated surplus 

from the event, not the estimated total income and total expenditure as these do not flow through the 
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RACI accounts and their inclusion skews the cash flow forecasts. – Make sure this is placed in the 

correct year. If event in May – June finalisation will occur in following year. 
 

Please ignore those line items that are not applicable to your Unit’s activities and leave as a blank cell, 

do not fill in N/A or similar. 
 

It is vital that the format of the sheets not be changed i.e. do not add rows or columns or adjust line 

item text. 
 

Branches have a more difficult task as they are responsible for the completion of all the Groups that 

fall into their geographic area and the spreadsheets given to Branches include tables for each Group 

that is active in the accounting system.  

 

When the spreadsheet is printed each individual Group will be printed on a separate page. It is 

suggested that these pages be given to the responsible Group committees to complete and return to 

the Branch treasurer for review and inclusion in the master sheet by the treasurer or, where 

applicable, the regional coordinator, before returning it to the national office. 

 

Once complete the workbooks should be returned to the NO for presentation to the Board. 

REMEMBER no budget – no money. A responsible and approved budget enables entities to initiate 

expenditure within the budget parameters without seeking further authorisation. 
 

The NO staff are available to give assistance at any time please contact Mary or Roger if you have a 

problem, Phone 03 9328 2033 or via the e-mails below. 
 

Mary Pappa  mary.pappa@raci.org.au   or Roger Stapleford  roger.stapleford@raci.org.au 
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