MR 60

Agencies must prepare an annual operating budget, as part of their annual operating plan, which will outline the agency’s expected expenses over the year.

Application

All funded agencies

Rationale

As the agency’s funder, the MOHLTC establishes the terms and conditions for the use of that funding and defines reporting requirements

Discussion

Budgets for MOHLTC-funded programs are divided into four categories:

· Salaries

· Employee Benefits

· Sessional Fees

· Total Supplies, Rent and Utilities

The Ministry permits the transfer of funds within each budget category (from the “office supplies” line to the “utilities” line within the “supplies and other expenses” category, for instance) but does not allow transfers between categories. There are, however, five qualifiers to this general rule:

· The changes cannot result in any change to the program’s total operating budget 

· The changes cannot commit the Ministry to a budget increase in future years

· Funds cannot be transferred into Administration fees in the “Supplies, Rent and Utilities” category

· Funds cannot be transferred into Administration fees from any budget line

· Funds cannot be transferred from the Sessional fees category into any other category

The Operating Manual specifies the approval processes for temporary and permanent transfers from one budget category to another:

· For temporary approval the agency should discuss the transfer with its ministry contact and obtain written approval

· To transfer funds permanently agencies should use the annual budget approval process – submitting a budget that reflects the transfer and noting the change in the accompanying memo. Budget approval will include the proposed change.

If, at any time during the fiscal year, the agency anticipates a deficit, the agency must inform the Ministry contact in writing, including the following details:

· A detailed reason for the projected deficit

· Options to address the deficit

· The impact of each of the options on service delivery

Resources

The following resources are included: 

· MOHLTC Budget Forms

Related Mandatory Requirements

See:

· MR 62: Sessional Fees

MOHLTC Operating Manual 
Appendix 10: Sample Budget Forms

FINANCIAL SUMMARY

	Location:
	Program Type
	Program Number
	Page

1

	
	Program Name



	Item
	Line
	Reference
	2001-2002

Estimated

Actual

$
	2001-2002 Annualized Budget

$
	2002-2003 Proposed Budget

$

	Salaries Direct
	1
	P2, L8(C1-C3)


	
	
	

	Salaries Other
	2
	P2, L16(C1-C3)


	
	
	

	Employee Benefits
	3
	P3, L14


	
	
	

	        Total Salaries and Benefits
	4
	Lines 1 + 2 + 3


	
	
	

	Sessional Fees
	5
	P3, L15


	
	
	

	Total Supplies, Rent & Utilities
	6
	P4, L14


	
	
	

	Net Operating Expenses
	7
	Lines 4 + 5 + 6


	
	
	

	Add: One-Time Item
	8
	
	
	
	

	Personal Needs Allowance Substance Abuse Only)
	9
	
	
	
	

	Total Operating + One-Time Expenses
	10
	Lines 7 + 8 + 9


	
	
	

	
	
	
	
	
	

	Total # of FTEs
	11
	P2, L17(C4-C6)


	
	
	

	
	
	
	
	
	

	Program Generated Income
	12
	
	
	
	


December 2003 

SALARY EXPENSES & STAFFING PLANS

	Location:
	Program Type
	Program Number
	Page

2

	
	Program Name



	I. SALARIES

	
	
	Expenditures
	FTE

	Salary/Staff Classification
	
	2001-2002 Estimated Actual
	2001-2002 Annualized Budget
	2002 -2003 Proposed Budget
	2001-2002 Estimated Actual
	2001-2002 Annualized Budget
	2002 -2003 Proposed Budget

	DIRECT STAFF
	
	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	Program Manager/Director
	1
	
	
	
	
	
	

	Assistant Manager/Director
	2
	
	
	
	
	
	

	Program Supervisors/ Team Leaders
	3
	
	
	
	
	
	

	Program. Workers (Counsellors,Therapists)
	4
	
	
	
	
	
	

	Nursing Staff (Mental Health only)
	5
	
	
	
	
	
	

	Other (must attach detailed listing)
	6
	
	
	
	
	
	

	Relief Staff
	7
	
	
	
	
	
	

	Total Salaries – Direct Staff 
(to P1,L1)
	8
	
	
	
	
	
	

	OTHER STAFF
	
	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	Admin. Asst./Office Manager
	9
	
	
	
	
	
	

	Clerical
	10
	
	
	
	
	
	

	Accountant/Bookkeeper
	11
	
	
	
	
	
	

	Maintenance/Janitor
	12
	
	
	
	
	
	

	Other (must attach detailed listing)
	13
	
	
	
	
	
	

	
	14
	
	
	
	
	
	

	Relief Staff (must attach detailed listing)
	15
	
	
	
	
	
	

	Total Salaries-Other Staff
	16
	
	
	
	
	
	

	Total Salaries-Direct + Other
	17
	
	
	
	
	
	


December 2003 
EMPLOYEE BENEFITS AND SESSIONAL FEES

	Location:
	Program Type
	Program Number
	Page

3

	
	Program Name



	II. EMPLOYEE BENEFITS

	Item
	Line
	2001-2002 Estimated Actual


	2001-2002 Annualized Budget


	2002 -2003 Proposed Budget



	Pension Plan
	1
	
	
	

	Canada Pension Plan
	2
	
	
	

	Worker’s Compensation
	3
	
	
	

	Group Insurance
	4
	
	
	

	Employee Health Tax
	5
	
	
	

	Dental Plan
	6
	
	
	

	Employment Insurance
	7
	
	
	

	Disability Plan
	8
	
	
	

	Extended Health Coverage
	9
	
	
	

	Vision Care
	10
	
	
	

	Other (must attach detailed listing)
	11
	
	
	

	
	12
	
	
	

	
	13
	
	
	

	Total Benefits
	14
	
	
	

	III SESSIONAL FEES
	
	
	
	

	Total Sessional Fees
	15
	
	
	

	Number of Sessions
	16
	
	
	


December 2003 
SUPPLIES, OTHER EXPENSES, RENT & UTILITIES

	Location:
	Program Type
	Program Number
	Page

4

	
	Program Name



	IV SUPPLIES, RENT & UTILITIES

	Item
	Line
	2001-2002 Estimated Actual


	2001-2002 Annualized Budget


	2002 -2003 Proposed Budget



	Travel Expenses – Staff (incl. education & conferences
	1
	
	
	

	Food
	2
	
	
	

	Accounting & Bookkeeping
	3
	
	
	

	Audit Fees
	4
	
	
	

	Professional Fees
	5
	
	
	

	Staff Education Expenses
	6
	
	
	

	Computer Maintenance & Supplies
	7
	
	
	

	Telephone (incl. long distance)
	8
	
	
	

	Postage, Stationery, Office Supplies 
	9
	
	
	

	Other Expenses (must attach detailed list)
	10
	
	
	

	Rent
	11
	
	
	

	Property Taxes
	12
	
	
	

	Utilities
	13
	
	
	

	Total Supplies, Rent & Utilities 
	14
	
	
	


Approved By: ________________________________ 
Date: _________________________

(Chair/Vice-Chair/Treasurer)

Title:  ________________________________

(of Signatory)

December 2003
Accountability Supports 
November 2005
       1/5

