
Club Budget 

Name of School:                         ANZAR HIGH SCHOOL  

Name of Club: _______________________________________________________ 

 Budget Development 

 Fiscal Year: _____________ 

Budget Adoption or Revised Budget 

(Circle one) 

As of:    

Date 

Part I: Revenues 

Account Number 

 

Account 

Description 

(Name of Club) 

Prior Year 

Budgeted 

Revenue 

Current Year 

Estimated 

Revenue 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 Total 

 

  



Part II: Expenses 

Account Number 

 

Account 

Description 

 

Prior Year 

Budgeted 

Expense 

Current Year 

Estimated 

Expense 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 Total 

 

  

 

 
 

Part III: Ending Balance and Carryover  

Difference between total revenues and expenses:  ____________________ 

Plus carryover (ending balance) from prior year:  ____________________ 

Projected ending balance:  ____________________ 



Part IV: Budget Approval 

Submitted and Approved by:  

Student Club Representative:         

  Signature, Title and Date  

Club Advisor:           

 Signature, Title and Date 

Approved by: 

Principal/School Administrator:          

   Signature, Title and Date 

ASB Student Council President:          

   Signature, Title and Date 

Recorded in ASB Student Council Minutes on:     

   Date 

Approved by business office:           

 Signature, Title and Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Instructions 

 

The student council, with assistance from the ASB advisor, plans for and prepares the 

annual budget. The ASB bookkeeper should not prepare the budget. 

 

Part I – Estimated Revenues 
 

• The advisor for each club and the club officers should review plans for the school 
year and complete an estimate of actual revenue for each event.  

• This is then provided to the Associated Student Body for recording in the budget 
development.  

Prior year data can be obtained from the ASB bookkeeper or the school secretary. 

1. The advisor and students should use the account numbers and account descriptions 
that the school establishes in its unique chart of accounts. Chapter 7, Accounting and 
Financial Management, includes information on how to establish a complete chart of 
accounts for the school. Clubs should use the titles to match the actual fundraiser 
events they are planning. They should not combine the projections if multiple 
occurrences of one type of event are planned (such as spring and fall car washes). 
Each fundraiser should be entered separately. 

2. The first two columns in Part I are used for the appropriate account number and 
description.  

3. The third column is a place to enter the revenues from the previous year. This 
information is helpful when the fundraising operations of the organization remain fairly 
constant from year to year. Comparing the actual revenues received in one year to the 
amounts budgeted for the new school year is a good way to evaluate whether the 
budgeted revenues are reasonable.  

 
4. The last column in Part I is for the estimated revenues for the new school year. Before 

the students can estimate the revenues, they must determine where the revenue will 
come from. For example, does the club or student council usually receive donations 
each year, or will all of the revenue come from fundraising events?  

5. For the revenue that will come from fundraising events, the students need to prepare 
an estimate of the revenue for each event. The Fundraising Event Profit form found in 
Chapter 13 can be used for this. The students should prepare one form for each 
fundraising event. In addition, the form indicating that the fundraiser has been 
approved should be attached. In some districts, these two forms are combined into 
one, which is an acceptable practice. 

6. The students should prepare a Fundraising Event Profit form for all approved 
fundraisers, even those added later in the year and not included in the original budget.  

7. After the students have completed the estimates of revenue for each fundraising event 
and determined the other sources of revenue, they can enter the information line by 
line in the revenue section. 

8. Once all the information in Part I is complete, the students should total the revenues 
from all sources and enter the amount on the Total Revenues line.  



9. When estimating revenue, it is always best to use the most conservative number. For 
example, if the student council has received donations of between $500 and $2,000 
in the past few years, use $500 in the initial budget. The budget can always be adjusted 
to a higher amount later if the initial estimate was low. 

 
 
Part II – Estimated Expenses  

• The advisor and students should use the account numbers and account 
descriptions that the district has established in its chart of accounts.  

• The first two columns in Part II are for the appropriate account number and 
description.  

1. The students should review the club’s past years’ expenses to determine the types of 
expenses the organization usually incurs each year (e.g., supplies and postage). 

2. When estimating expenses, the students should include any items that the 
organization may reasonably have to pay during the school year, together with the 
cost of planned projects. 

3. The students should include the expenses for each fundraising event that they 
estimated when preparing the Fundraising Event Profit form.  

4. Once all of the information in Part II is complete, the students should total the expenses 
and enter the total on the Total Expenses line.  

 
When estimating expenses, it is best to budget the maximum amount an item is likely to 
cost and adjust the budget once the actual cost is determined. 
 
 
Part III – Ending Balance and Carryover  
 

1. The first line in Part III is to compute the difference between the estimated 
revenues and the estimated expenses. When the estimated revenues equal or 
exceed the estimated expenses, the budget is balanced or there is an excess, 
which is the desired result.  
 

2. The advisor should ensure that the students prepare a balanced budget. If the club 
had a significant amount of carryover from the prior year, it is acceptable for the 
expenses to exceed the revenues by the amount of the prior year’s carryover. 
Funds should be carried over only when there is a definite plan and purpose for 
the use of the funds. Examples include long-term projects or events that span 
years or occur early in the next school year. 

 
3. If the students find that the expenses exceed the revenues they have budgeted 

and there is no carryover from the previous year to cover the shortfall, they need 
to review and reduce expenditures to balance the budget or plan to hold additional 
fundraisers to make up the difference. 
 

4. The second line in Part III is to enter the amount of the ending balance, if any. This 
amount is the carryover from the previous year. 
 



5. On the third line in Part III, the difference between the estimated revenues and 
expenses on line 1 and the carryover from the prior year on line 2 are added 
together to determine the amount of the projected ending balance. This is the 
amount that the students estimate will be available at the end of the school year 
based on the estimates in the budget. This amount becomes the estimated 
carryover for the next school year, unless it is spent in the current year. 

 
 

Part IV – Budget Approval  
 
Club Budget Submittals: 

• The advisor should help the students prepare the budget. Once the budget is 
complete, the advisor and a student representative of the club should sign and 
date the budget.  

• This signature indicates that the advisor has reviewed the budget and determined 
that it is reasonable and realistic.  

• The club should vote on the budget and include that vote in their meeting minutes 
before submitting the budget to the associated student body class.  

Associated Student Body Club Budget Approvals: 
• A budget should not be approved if it does not show a positive ending balance 

(unless the club is graduating or becoming inactive; then the budget can end 
without a fund balance).  

• A budget should never be approved with a negative ending fund balance.  

• The ASB class should approve all submitted budgets for each club. 

• Once the budget is approved by ASB, it should be sent to the district’s business 
office for approval.  


