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INTRODUCTION

This exercise workbook and the accompanying text are intended
to supplement your other readings. They do not replace them.
They have been developed in order to additional practical elements
of budget skills to the PA 750 course.

| am constantly updating and improving this tool and so, hope
you will feel free to give me your comments and feedback on the
clarity and degree of helpfulness supplied by the workbook. Thank
you.

Note: All workbook example files (Excel and PowerPoint) can be
found on the World Wide Web. Linkages to these files are at
http://bss.sfsu.edu/~mpa/courses/pa750.htm .

Genie N.L. Stowers, Ph.D.
San Francisco State University
Spring, 2003
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SECTION 1: BUDGETARY ANALYSIS

Historical Analysis

One type of analysis involves simply examining patterns found
in past organizational budgets. (This assumes that your organiza-
tion has had budgets in the past.) To be meaningful, this analy-
sis is performed on actual revenues and expenditures, not on bud-
geted revenues and expenditures. The budgeted expenditures simply
represent the plan for spending; actual expenditures and revenues
will often diverge from the original plan, or budget. A budget
analyst is interested in analyzing what actually happened, not just
the plan (the exception is variance analysis, where the analyst
compares the actual figures with the planned, or budgeted, revenues
and expenditures.)

This analysis utilizes several techniques- comparing the move-
ment and shifts of dollars from one area, line item, or program to
another across time or across categories. This can be determined
by simple percentage analysis of a budget.

Two types of percentage analyses are utilized. First, what is
the percentage difference between what is allocated to one line
item in one budgetary period and what is allocated in the next?

Example 1-1: Trend Analysis of the Civil Defense Program,
Fiscal Years 19x1-19x3

%Diff. Cum%Diff Cum.Diff
Year 1 Year 2 2-1 Year3  Yrs3-2 Yrs.3-1
Salaries $25,076 $28,436 13.4% $38,234 34.5% 52.5%
Supplies 236 468 98.3 254 -45.7 7.6
Telephone 372 692 86.0 0-100.0* -100.0*
Travel 452 1,100 1434 824 -25.1 823

Capital Imp. 98 0 -100.0* 3,954 +3954* 3934.7

Total $27,192 $32,978 21.3% $44,486 34.9% 63.6%

* Technically speaking, dividing by zero yields infinity. For
our purposes, when a line item is “zeroed out”, it is decreased by
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its full total (by 100%). When a line item is increased from O to
any amount, it is increased by the amount of the increase. For
example, an increase from 0 to $100 would be a 100 percent in-
crease.

(Source: Derived from Rabin, Hildreth, and Miller, 1983)

The percentage difference between one year and the next is
determined by the following formula:

(Year 2-Year 1)
Year 1

As an example, the percentage difference (increase, in this
case) between the funds spent on Salaries in Year 2 and Year 1 is
calculated as follows:

$28,436-$25,076 = $3,360 = .1339, or 13.4% increase.
$25,076 $25,076

(Review a basic mathematics text for rules of rounding.)

After determining the actual trends, the findings should be
adequately explained to ensure a good understanding of the budget
and its past.

What does this analysis tell us about this particular depart-
ment and its budget history? And, why is this information impor-
tant to us?

From Year 1 to Year 2, all the line items presented here ex-
cept for Salaries experienced a great deal of changes. Why might
this have been so? It might have been the first year of a new term
of office for the political decision-makers, a time when some non-
incremental decisions might reasonably be expected. Another possi-
bility is that new funds were suddenly available and could be spent
for non-salary items (salaries are often somewhat constrained by
union contracts, etc.). Examination of other documents and dis-
cussions and interviews with analysts could help explain these pat-
terns.

By the next year, however (see the Difference Between Year 3

and Year 2), other fluctuations had occurred. Three line items
showed large decreases and the other two (Salaries and Capital Im-
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provements) exhibited large increases.

An examination of the Cumulative Differences between Year 3
and Year 1 reduces some of these extreme variations in funding lev-
els and provides a summary measure for the entire time period.

Yet, it still shows extreme increases and decreases. Salaries in-
creased by fifty percent, Capital Improvements drastically in-
creased, and Telephone expenditures were zeroed out.

These patterns still argue that drastic changes had occurred
within the organization-a new manager, new political decision-mak-
ers, funding increases, or a re-organization of the budget itself.

For instance, a new organization-wide telephone system based upon
new technology instituted to enhance productivity could explain the
zero-level funding given to Telephone charges within this sub-unit.

As explained previously, the actual explanations can be ob-
tained through additional research. The point is the patterns
which emerged; any budget analyst should be aware of past patterns
in the budget they are examining. Past patterns help to determine
current budgeting and spending patterns and both past and current
budgeted and actual spending patterns provide information necessary
in making decisions about future budgets.

Another example of trend analysis, Example 1-2, is seen below.

Example 1-2: Trend Analysis
BUILDING INSPECTION DEPARTMENT
BUDGETARY TRENDS- YEARS ONE THROUGH THREE
Year 1 Year 2 Yr. 2-1 Year 3 Yr. 3-2
Expenditures Budgeted Budgeted $Diff. Budgeted $Diff.
Salaries $93,368 $97,826 4.8 $111,106 13.6
Office Supplies 5546 1600 -71.2 1800 12.5
Telephone 850 750 -11.8 800 6.7
Tools/Supplies 950 1340 41.1 1300 -3.0
Car Allowance 4800 4800 0.0 6000 25.0
Travel 0 0 n/a 0 n/a
Dues/Subscriptions 220 340 54.5 400 17.6
Communications 0 0 n/a 0 n/a
Printing 0 0 n/a 0 n/a
Repairs Equipment 0 0 n/a 0 n/a
Capital Improve 4600 6500 41.3 5688 -12.5
Training 2100 2300 9.5 1600 -30.4
Utilities 0 1800 n/a 1800 0.0
Profess Services 0 0 n/a 0 n/a
Truck/Car Expenses 1920 1180 -38.5 110 -90.7
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Share Analysis

The second type of percentage analysis focuses upon the share
of the budget represented by each expenditure item. Because a
budget is the best statement of an organization’s spending and po-
litical priorities, the percentage of the budget represented by
each area is a good representation of the importance of that expen-
diture or program. Thus, examining these percentages and their
shifts over time can be an invaluable type of analysis.

This analysis can be conducted with budgeted as well as actual
revenue and expenditure data. The analysis conducted with bud-
geted data could be part of a budget request and presentation while
an analysis conducted with actual revenue and expenditure figures
would be an important part of the budget monitoring and execution
process.

An important reason for examining a budget item’s share of the
overall budget is to attempt to note policy and budgeting prefer-
ences and how they might have shifted over time. How have the
relative shares changes? Or, were funds simply shifted due to

changes in budgeting format? Were substantive changes in emphasis
made?

Example 1-3: Share Analysis of the Civil Defense Program,

Fiscal Years 19x1-19x3

Year 1 % Total Year 2 %Total Year 3 %Total
Salaries $25,076 02.2% $28,436 86.2% $38,234 85.9%
Supplies 236 0.9 468 1.4 254 5.7

Telephone 372 1.4 692 2.1 0 00
Travel 452 1.7 1,100 3.3 824 1.9
Capital Imp. 98 0.4 0 0.0 3,954 8.9
Total $27,192 100.0% $32,978 100.0% $44,486 100.0%

The formula used for this analysis is:

Amount of Funds Provided Per Expenditure Item
Total Funds For that Year.

For example, the share of total funds spent on Salaries in
Year 3 was determined in this fashion:
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$38,234 = .859 = 85.9%
$44,486

This particular analysis shows that Salaries, as usual, con-
stitutes most of this organization’s budget. In fact, the propor-
tion taken up by Salaries is even larger than usual. This could
be the result of an organization which has experienced so many
rounds of budget cuts that, literally, practically all that is left
are the personnel.

However, Salaries’ share of the budget has shifted and de-
creased over the three year period by approximately seven percent.

At the same time, an examination of the actual dollar amounts for
Salaries shows that the number of dollars has increased ($25,076 in
Year 1 to $28,436 in Year 2 to $38,234 in Year 3). These two

facts indicate that other items in the budget have grown at a

larger rate than Salaries. They are now taking up a much larger
share than they had previously, pushing Salaries’ share down to
some extent. Further examination of the figures would indicate
which items increased at the expense of Salaries. Further re-
search on these items could then be conducted.

Two other examples are also provided. In the case of the
American Samoa Government Proposed 1995 budget (example 1-4), be-
low, the share analysis clearly makes the point of the extreme de-
pendence of American Samoa upon the U.S. Federal Government for
their revenues-- fully 50.5 percent were proposed to come from the
U.S.

Example 1-4: SHARE ANALYSIS
American Samoa Government
Proposed Budget

FY 1995
This budget informa-
Fiscal Year % Of tion is from the

REVENUES 1995 Total American Samoa Gov-
Local Revenues $39,834,000 28.9 ernment; itis a
DOI Grant In Aid shgre analysis of

Operations 22274000  16.2 their state govern-

High Court 816,000 0.6 ment revenues.

CIP 5,503,000 4.0

Federal Grants 34,478,000 25.0
Enterprise Funds 35,014,000 25.4

TOTAL $137,919,000 100.0

Budget Exercise Manual / Spring 2003



The example below (Example 1-5) also provides more evi-
dence of the importance of share analysis. In this case, it in-
dicates the stability of their budget even while their funding
has increased.

Example 1-5:
BUILDING INSPECTION DEPARTMENT
Expenditures
Years One Through Three
Year 1 $Total Year 2 $Total Year 3 %Total
Expenditures Budgeted Expends. Budgeted Expends. Budgeted Expends.
Salaries $93,368 81.4 $97,826 82.4 $111,106 85.1
Office Supplies 5546 4.8 1600 1.3 1800 1.4
Telephone 850 0.7 750 0.6 800 0.6
Tools/Supplies 950 0.8 1340 1.1 1300 1
Car Allowance 4800 4.2 4800 4 6000 4.6
Travel 0 0 0 0 0 0
Dues/Subscriptions 220 0.2 340 0.3 400 0.3
Communications 0 0 0 0 0 0
Printing 0 0 0 0 0 0
Repairs-Equipment0 0 0 0 0 0
Capitallmprovements 4600 4 6500 5.5 5688 4.4
Training 2100 1.8 2300 1.9 1600 1.2
Utilities 0 0 1800 15 1800 1.4
Profess Services 0 0 0 0 0 0
Truck/Car Expenses 1920 1.7 1180 1 110 0.1
Tires, Tubes,Batt. 292 0.3 272 0.2 0 0
Other Labor 0 0 0 0 0 0
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Variance Analysis

Variance analysis is a type of appraisal typically used in the
budget execution process to determine how closely the budget is
being followed. Variance analysis compares the amounts budgeted
for each line item and program for a certain budget period with the
amount actually spent.

However, variance analysis can also be used as an analytical
tool for a budget analyst. The analysis can indicate in which
areas a program is able to spend what was actually budgeted and on
which items there were deviations.

Any item on which large deviations appear should be viewed as
a red flag- a case which should be investigated in order to deter-
mine the causes of the deviation. These causes could be unantici-
pated events, poor planning, or poor control over the budget.

When negative deviations appear (those where expenditures are
consistently greater than the funds budgeted), the possibility of
adding further funds should be considered. When positive devia-
tions occur, a shift in funds is a possibility.

Example 1-6 presents the Budgeted Expenditures and Actual
Exenditures for a hypothetical Building Inspection Department
(Rabin, et al, 1983). Following this presentation is the Variance
Analysis for Year 4 between what was budgeted and what was actually
spent. Two different columns are actually presented- one for the
difference in real dollars and one, for the difference in percent-
age terms. Both of these analyses are presented because large
categories, like Salaries, might appear to have very large vari-
ances simply due to their absolute size. However, in relative
terms (relative to the actual size of the category, that is), the
difference might actually be very small.

The formula for the dollar amount difference between Budgeted
and Actual Expended is:
Dollars Budgeted - Actual Dollars Spent

The formula for the percentage difference between Budgeted and
Actual Expended is:

Dollars Budgeted - Actual Dollars Spent
Dollars Budgeted

For example, the figures for Salaries were calculated in the
following manner:
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Example 1-6: Variance Analysis
Building Inspection Dep artment
Favorable
Year 1 Year 1 (UnFavorable)
Expenditures Budgeted  Actual $Difference  %Difference
Salaries $ 93368 $ 90,340 $ 3,028 3.2
Office Supplies 5,546 4286 1,260 227
Telephone 850 546 304 3538
Tools/Supplies 950 1,092 (142) (14.9)
Car Allowance 4,800 3,400 1,400 29.2
Travel 200 208 (8) (4
Dues/Subscriptions 220 146 74 336
Communications 1,500 - 1,500 100
Printing 1,500 - 1,500 100
Repairs to Equipment 1,500 - 1,500 100
Capital Improvements 4 600 944 3,656 795
Training 2,100 1,170 930 44.3
Utilities 10,000 224 9,776 97.8
Professional Services 5,000 - 5,000 100
Truck/Car Expenses 1,920 1,736 184 96
Tires, Tubes, Batteries 292 236 56 19.2
Other Labor 5,000 270 4730 946
Advertising 5,000 - 5,000 100
TOTAL $ 144346 $ 104,598 $ 39,748 275

For example, the figures for Salaries were calculated in the
following manner:

$93,368 - $90,340 = $3,028 (Actual Dollars Spent).

This indicates a favorable outcome-- dollars are still available to
be spent.

The figures for percentage difference for the same line item,
Salaries, was obtained in this way:

$93,368 - $90,340 = $3,028 = .0324= 3.2%
$93,368 $93,368

The example shows, for instance, that the difference between
the planned budget for Salaries in Year 1 and what was actually
spent was $3,028, a difference of 3.2 percent.
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Variance analysis is crucial as a way of analyzing the budget
and of maintaining budget control. These reports should be com-
pleted on a monthly basis to assist in keeping track of expendi-
tures, expenditures patterns, and the amount of money still to be
raised or to be spent.

A crucial point: These examples show positive numbers for
expenditures when there is money left in the line item. When deal-
ing with revenues, the negative numbers indicate there is money
left to be raised or received. In some texts, no negative or posi-
tive is indicated when there is a variance-- only the absolute
value of the difference with an indication of the difference being
negative or positive.

For revenues, the formula for dollar amount difference between
Budgeted and Actual Received Expended is:

Actual Dollars Received - Budgeted Dollars Received

The formula for the percentage difference between Budgeted and
Actual Expended is:

Actual Dollars Received - Budgeted Dollars Received
Dollars Budgeted

For instance, if $25,000 in grant revenue had been budgeted
and only $23,000 had been actually received, we would calculate in
this way:

23,000 - 25,000 = - 2,000

The negative number indicates an unfavorable development--
that we are under budget and funds need to be raised or received.

The next question for an analyst would be, to what can these
increases be attributed? An examination of the budgeted and ex-
pended amounts for all years indicates that a shift in budget for-
mat might be the explanation for such large changes. For instance,
five line items appear for only the first three years then stop.

Four line items begin only in the fourth year. Car Allowance,
Truck/Car Expenses, and Tires, Tubes, Batteries could have been
shifted into Travel in the fourth year.
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Substantive Analysis

Another type of analysis follows from this technical analysis
and is a substantive one. As an analyst for a central budgeting
organizations, your responsibility would be to know the executive’s
program priorities and examine each department or agencies’ budgets
to determine if the budgets follow those priorities. Thus, a per-
centage analysis showing the proportion of funds going to each area
is crucial to making these determinations.

Another traditional type of logical analysis is to examine
each spending item and determine whether the request is “too much”,
“too little”, or “just right”. If specific items are listed for
possible purchase by the agency, does the agency “need” this par-
ticular item at this particular time? Have they recently pur-
chased another of this item in the too-recent past? Note that
these are subjective determinations.

It is important to realize, also, that funding decisions made
today are made differently because they are made in a decremental
funding environment rather than a steadily increasing one. Deci-
sions have to be different when the decision is one of what items
get cut (who gets to keep part of a steadily decreasing pie) than
if the decision is one of how to spread around increased funds (how
to give away more pieces of an increasing pie).

This kind of analysis can be assisted by both types of per-
centage analysis- since the percentaging can help determine if an
agency has increased a particular line item at levels greater than
other areas (a red herring).  But, inevitably, this analysis
cannot be accomplished without a substantive knowledge of an
agency'’s or department’s programs, priorities, and operations.
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EXERCISE 2: HISTORICAL ANALYSIS/EXPLANATION OF TRENDS

For the City’s budget, conduct a trend analysis for Years 3
and 4 with actual expenditure data. Conduct a share analysis on the
Proposed Year 4 budget data. Finally, conduct a variance analysis
with the budgeted and actual expenditure data for Year 4. In doing
so, discuss your findings from each of these analyses.

NOTE: THESE ANALYSES MUST NOT BE CONDUCTED WITH THE HELP OF A
SPREADSHEET. UTILIZE ONLY A CALCULATOR IN CONDUCTING THIS ANALY-
SIS. Carry each percentage conclusion to one decimal place.

Exercise 2
Sanitation/ Garbage Collection Dep artment
Budgeted and Actual Expenditures, Years3& 4
Year 3 Year 3 Year 4 Year 4

Expenditures Budgeted Actual Budgeted Actual
Salaries $565,000 $614,964 $650,000 $ 642,810
Telephone 1,100 1,032

Gas and Oil 40,000 45,200

Equipment Repairs 130,000 167,034

Tires/Tubes/Batteries 32,000 24,760

Claims 4,000 2,462 2,000 1,898
Travel Expenses 500 384 500 498
Freight and Express 200 525 200 254
Janitorial Supplies 7,000 5,899

Tools and Supplies 8,000 8,525

Paint 1,000 1,254

Diesel Fuel and Oil 5,000 5,982

Real Property Repairs 200 452 200 352
Clothing 800 587 500 452
Medical 100 100 100 100
Education and Training 400 400 400 400
Recreation Supplies 300 500 250 250
Dues/Subscriptions 200 225 200 200
Capital Improvement 50,000 47,862 5,000 5,812
Professional Services 50,000 49,872
Communications 10,000 9,825
Utilities 5,000 5,824
Supplies 25,000 28,635
Fuel and Lubricants 75,000 79,828
Total $845,800 $928,147 $824,350 $ 827,010
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SECTION 2: SPREADSHEETS AND WHAT-IF ANALYSIS IN BUDGETING

What-If Analysis With Spreadsheets

One of the important benefits of using spreadsheets is in-
creased speed and accuracy of analysis. Another is the ability to
quickly see the impact of alternative futures by plugging in dif-
ferent assumptions and numbers to determine the effects on the bot-
tom line of the budget. This is called what-if analysis.

Example 2-1 and 2-2 present two such analyses. Example 2-1
shows the original budget for the Johnson Youth Center. The Rev-
enues are subtotalled to equal $355,000 and the Expenditures are
also subtotalled to equal $343,645, yielding a surplus of $11,355.

There is also a separate worksheet for Salaries. This in-
cludes a listing of all job categories, the number of Full Time
Equivalent employees (F.T.E.s) employed in each category and the
salary for each category (simplified for this example, since in
reality, each person would be likely to have a different salary).

Then, a column for what is called “Calculation Factor” is in-
cluded. For cutback management purposes, this allows for easy cal-
culation of across-the-board (or even selective) reduction of sala-
ries. For instance, if salaries were to be cut 5 percent across
the board, the factors would all be listed as .95.

Since the formula calculating each Salary category Subtotal
F.T.E.*Salary*Calculation Factor= Salary Category Subtotal

this would effectively reduce total Salaries by five percent. The
Salary subtotal is then automatically transferred from the satel-
lite worksheet to the Salaries line item of the main budget
worksheet.

Setting up a satellite worksheet on a separate tab in the
speadsheet and linking back to the main spreadsheet rather than
including the raw values in the spreadsheet allows much more flex-
ibility and ability to conduct what-if analysis. If just the values
themselves were placed in the budget spreadsheet, every time a
change had to be made (cutting or adding positions, reducing sala-
ries, etc.), all calculations would have to be made individually
and by hand. A little foresight allows the spreadsheet to do the
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calculation work rather than the analyst, reducing the time re-
quired to do the analysis enormously while decreasing the chance of
errors.

Example 2-1 shows the changes in the totals in the spreadsheet

when the City grant is cut by $50,000 (Number 1 and What-If 1a on
Example 2-1).

Change Number 1

Example 2-1

REVENUES Original hat-1f 123 What-If 1b What-If 1¢
City Government $150,000 —— $100,000 $100,000
United Way 150,000 150,000 150,000 150,000
Donations 40,000 40,000 40,000 40000
Special Events 15,000 15,000 15,000 —
TOTAL: $355,000 $305,000 $305,000 $321,000  Change
Number 3
EXPENDITURES
Salaries/Viges $229600 $ 229,600 — \w
Employee Benefits &

PayrolTaxes 45,920 45,920 42,120 42120 ~ Change
Professional Fees 5,000 5,000 5,000 5,000 Number2
Supplies, Communications,

& Copying 7,000 7,000 7,000 7,000
Occupancy 12,000 12,000 12,000 12,000
Insurance 10,000 10,000 10,000 10,000
Utilities 10,000 10,000 10,000 10,000
Travel -

Local 4,925 4,925 4,925 4,925

Conferences 1,200 1,200 1,200 1,200
Equipment 3,000 3,000 3,000 3,000

Assistance to Clients -

Vendor Chages 5,000 5,000 5,000 5,000
FinancialAid 5,000 5,000 5,000 5,000
Other 5,000 5,000 5,000 5,000
TOTAL: $343,645 $343,645 $320,845 $320,845

NET REVENUES OVER
EXPENDITURES $11,355 ($38,645) ($15,845)
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In the Salaries Worksheet, one Secretaries position is cut to save
$19,000 (Number 2 and What-If 1b). Because of the formulas that
connect them, this has the effect of reducing the Salaries Subtotal
for the Secretaries category, which in turn reduces the Total for
overall Salaries. This subtotal is then automatically transferred

to the budget spreadsheet itself through the use of a formula which
is actually the cell address of the Total Salaries cell. Since
Employee Benefits and Payroll Taxes is also a function of Salaries
in the budget spreadsheet itself (twenty percent) [the formula is
Salaries*.20, or C14*.2], this line item is automatically reduced

to $42,120 (a total of $3,800) when Salaries were reduced. All
other line items are left unchanged.

Next, one special event that must raise  $16,000 is added to
the Revenues section of the spreadsheet (Number 3 and What-If 1c)
to result in $31,000 expected from Fund-raisers and Special Events
in the next year.

These three actions result in a slight surplus (4) as the Rev-
enues, Expenditures, and Net Revenues Over Expenditures are auto-
matically and instantly calculated by the spreadsheet.

These types of analyses can be repeatedly calculated, printed
to preserve the analysis, and then another one attempted until bud-
get can be balanced or until enough alternatives have been ex-
plored.

Example 2-2 shows salary spreadsheets as well as the main
spreadsheet. In the first scenario 2-2a, the salary spreadsheet
is shown with higher levels of benefits (38.9 percent) and more
travel. In Scenario 2-2b, the number of intake workers is increased
from .8 to 3.3, an action which automaticallly increases Salaries
and then, Benefits. This creates a deficit of $83,863. In Scenario
2-2c, the number of Liaison Workers is decreased from 3.3 to 1 and
the number of Counselors from 2.0 to 1.0. This has the effect of
achieving the primary goal-- balancing the budget. In a real-life
situation, of course, these considerations would have to be bal-
anced with programmatic and staff goals.
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Example 2-2a: What If Analysis Example

Revenues

City Government

United Way

Donations

Special Events
TOTAL

Original
$ 150,000
150,000
40,000
15,000
$ 355,000

more Benefits- 2

Expenditures
Salaries and Wages\ 229,600
Benefits 89,314

Professional Fees

Supplies, Comm,and Copying

Occupancy
Insurance
Utilities
Travel
Equipment
Assistance to Clients
Other

TOTAL

Net Revenues Over
Expenditures

Salaries W orksheet

Position FTE Salary

Program Coord 1.00 35,000
Screening Sup. 1.00 29,000
Intake Worker 0.80 22,000
Liaison Workers 3.30 20,000
Counselors 2.00 22,000
Secretaries 2.00 19,000

10.1

more Travel

$

$

Calculation
Factor
1.00

1.00

1.00

1.00

1.00

1.00

Subtot al

5,000
7,000
12,000
10,000
10,000
6,000
3,000
10,000
5,000
386,914

(31,914)
4

$ 35,000
29,000
17,600
66,000
44,000
38,000

$ 229,600

This Salaries Worksheet would actually appear on another tab, or

worksheet, from the Main Worksheet--- not below it on one page as

it appears here (due to the two dimensional nature of written

pages).

Total goes from here to
Salaries (1), above,
which then increases
Benefits (2) then Total
Expenditures (3) then
Net Revenues Over
Expenditures (4)
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Example 2-2b: What If Analysis

Revenues Original
City Government $ 150,000
United Way 150,000
Donations 40,000
Special Events 15,000
TOTAL $ 355,000
Expenditures 4 Salaries Increase
Salaries and Wages $ 267,000 “4)
Benefits 5 103,863
Professional Fees 5,000
Supplies, Comm,and Copying 7,000
Occupancy 12,000
Insurance 10,000
Utilities 10,000
Travel 6,000  Then Benefits
Equipment . 3,000 hcrease Propor-
Assistance to Clients 10,000 tionately (5)
Other 5,000
TOTAL $ 438,863
Net Revenues Over
Expenditures $ (83,863)
More Liaison
Workers Are Salaries W orksheet
Added, Chang- Calculation
ing Total Salaries Position FTE Salary Factor Subtot al
(1,2) Program Coord 1.00 35,000 1.00 $ 35,000
Screening Sup. 1.00 29,000 1.00 29,000
Intake Worker 2.50 22,000 1.00 55,000
Liaison Workers 3.30 20,000 1.00 66,000
1 Counselors 2.00 22,000 1.00 44,000 2
Secretaries 2.00 19,000 1.00 38,000
$ 267,000

This Salaries Worksheet would actually appear on
another tab, or worksheet, from the Main
Worksheet--- not below it on one page as it appears
here (due to the two dimensional nature of written

pages).

B
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Example 2-2c: What If Analysis

Revenues Original
City Government $ 150,000
United Way 150,000
Donations 40,000
Special Events 15,000
TOTAL $ 355,000 Salaries Reduction
Transferred Here (5)
Expenditures 5
Salaries and Wages $ 199,000
Benefits 6 77,411~ Benefits are Subse-
Professional Fees 5,000 quently Reduced
Supplies, Comm,and Copying 7,000 (6)
Occupancy 12,000
Insurance 10,000
Utilities 10,000
Travel 6,000
Equipment 3,000
Assistance to Clients 10,000
Other 5,000
Expenditures also
7 Subsequently
TOTAL $ 344,411 Reduced (7)
Net Revenues Over Then Also Reduc-
Expenditures $ 10,589 — ing Net Revenues
Fewer 8 Over Expenditures
Positions so . (8)
FTE is N Calculation
reduced (1 Position FTE Salary Factor Subtot al
> Program Coord 1.00 35,000 1.00 $ 35,000
2) Screening Sup. 1.00 29,000 1.00 29,000
Intake Worker 2.50 22,000 1.00 55,000
Liaison Workers 1.00 20,000 1.00 20,000 3
Counselors 1.00 22,000 1.00 22,000
Secretaries 2.00 19,000 1.00 38,000

8.5 $ 199,000
4

So Salaries Are Reduced (3, 4)

Budget Exercise Manual / Spring 2003



EXERCISE 3: WHAT-IF ANALYSIS

Exercise 3 presents the budget of an AIDS Outreach program.
Currently, the budget is balanced with $358,000 in revenues ex-
pected for the next fiscal year.

A Salaries Worksheet is set up with one column for the Number
of Positions in each category, the Salary paid the person in each
position and the Payroll Taxes and Benefits paid for each person.

For this particular agency, Payroll Taxes are ten percent of each
salary and Benefits are calculated at thirty percent. (Another
benefit of the worksheet approach is that these calculations can be
easily made by the spreadsheet, while if an analyst had to make
changes in one category such as Salaries, it would be easy to for-
get to change the other two as well as time-consuming.) Each sub-
total should then be automatically carried to the budget itself.

The first task for this exercise is to set up the spreadsheet
as it conceptually appears in the Exercise here. (The exception
is that the Salaries Worksheet should actually be created on a
separate tab or Worksheet and connected to the Main Worksheet by

formulas, not below it and that analytical improvements may be made

in your spreadsheet.) Then, assess and balance the budget after
each of the following scenarios, printing out the results of each.
Discuss your strategies and findings after each scenario.

Note: assume that the budget goes back to its original state
after you have completed each scenario.

Scenarios

Scenario 1: AIDS Outreach is told it will lose its contract
for HIV Counseling in the next fiscal year, due to political maneu-
vering within the State Health Department.

Scenario 2: No financial audit was completed in the last two
fiscal years so the United Way funds are zeroed out and the three
governmental grants are all reduced by ten percent.

Scenario 3: Estimates for Donations and Sustainer Donations
are reduced by twenty percent and the employees are complaining
that they have been promised a five percent pay increase. Pay
them, as the community is behind them in their demands and dona-
tions could be even further reduced.
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Scenario 4: Afunone! You have done such a wonderful job
with the agency that United Way is increasing its funding by twenty
percent, and the City is increasing its grant to $100,000. The
State and County together decide to give you $80,000. And, Dona-
tions and Sustainer Donations are up ten percent! Spend the
money!!!!

NOTE: THIS EXERCISE MUSTBE COMPLETED WITH A SPREADSHEET PACK-
AGE.

All four spreadsheets must be turned in and each budget result
must be balanced or have a surplus balance.

Salary Satellite Worksheet (On Separate Worksheet Tab)--
for AIDS Outreach Budget on next page

Salaries/Benefit s Worksheet

Position Number  Salary Payroll Taxes Benefits

Executive Director 1 50,000 5,000 15,000
Development Dir. 1 40,000 4,000 12,000
Programs Director 1 40,000 4,000 12,000
Office Manager 1 35,000 3,500 10,500

$ 165,000 $ 16,500 $ 49,500
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Exercise 3
AIDS Outreach

Budget, Year 199x

Proposed
Revenues Budget
Donations $ 125,000
Sustainer Donations 25,000
Special Events 125,000
Grant from City 80,000
Grant from County 50,000
Grant from State Education 25,000
Contract for HIV Counseling 25,000
United Way 25,000
Product Sales 5,000
Other Revenue 1,500

$ 486,500
Expenditures
Salaries $ 165,000
Payroll Taxes 16,500
Benefits 49,500
Rent 35,000
Utilities 10,000
Telephone 7,500
Building Maintenance 2,500
Insurance 7,000
Agency Taxes 15,000
Office / Education Supplies 14,600
Printing 5,000
Postage 5,000
Equipment / Maintenance 25,800
Conferences 4,000
Mileage / Travel 3,600
Professional Fees 11,800
Financial Assistance 85,000
Production Expense 10,000
Volunteer Development 5,000
Products 2,500
Miscellaneous 5,000
Subtot al $ 485,300
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Worksheet Design

Spreadsheets are used in budgeting because they enhance pro-
ductivity and reduce errors. The key to increasing productivity
with a spreadsheet is to let it do anything it is capable of doing
and, after the initial design, leave only the typing to the ana-
lyst.

For instance, instead of typing in the values for a line item
such as benefits (which is typically a function of each
individual's salary level), use a formula, instead. Then, if and
when the level of salaries is changed, benefits will automatically
change. First, this increases flexibility, allowing the effects
of various policy or organizational changes on subtotals and the
budget itself to be tested. The spreadsheet allows the changes to
be made automatically, reducing errors and addition time. Fi-
nally, it just makes the analytical task simpler, reducing the num-
ber of analytical choices that have to be made whenever the budget
worksheet is used.

Subtotals for benefits, salaries, taxes, utilities, or profes-
sional are some expenditure items which have to be added together
before they can be added to the budget. These can be put into
satellite worksheets whose subtotals feed directly and automati-
cally into the larger worksheet. Satellite worksheets can be de-
veloped for each of the items above, or for any item with calcula-
tions to be completed before the budget itself can be concluded.

In today’s spreadsheets, these satellites can be placed on separate
worksheets within the same file and seen on tabs at the bottom of
the spreadsheet page.

The most efficient way to construct a worksheet is to think it
out all before it is typed into the spreadsheet program. Go
through the entire budget, tracing which items have to be calcu-
lated before being entered. Also, outline the interrelationships
between any of items, as you will want to include those relation-
ships in the worksheet.

Draw a picture, literally, of what the worksheet will look
like and how it will fit together. An assumption worksheet should
contain documentation on the assumptions used in developing the
budget (inflation levels, etc.) and any other information that any
one not familiar with the budget would need to know in order to
utilize the worksheet.
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Figure 2-1 presents a conceptual picture of what such a
worksheet with its main element and satellites would look like.
The satellites tie together in the same way as the Salaries
Worksheet in Examples 2-1 and 2-2 (of What-If Analysis) do.

A Donations satellite Worksheet adds up the different types of
donations (individual, sustainer, special) to the organization, in
this case, an environmental advocacy group. The subtotal of Dona-
tions is then automatically transferred to the Donations line item
in the Main Budget Worksheet. If the total of Individual Dona-
tions expected in the next fiscal year increases, the Donations
subtotal automatically increases, is transferred to the Main
Worksheet, where the total for Revenues also automatically in-
creases. Then, the figure for Net Revenues Over Expenditures auto-
matically changes, which allows more sophisticated and advanced
what-if analysis.

The same work-saving process occurs with the other satellite
worksheets- Salaries, Benefits, Utilities, Donations, Special
Events, and Grants (adding up City, County, State, and Federal
grants), or any other line item comprised of multiple, varying de-
tails that entail numerous calculations.

Please note: With today’s spreadsheets, satellite and main
worksheets can be placed on separate tabs or worksheets within one
spreadsheet file and connected by formulas. They do not all have
to be placed on the same page.
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Salaries Figure 2-1

Worksheet
\
Benefits
Worksheet
Utilities
/ Worksheet
Summary Budget
Worksheet \ Donations
Worksheet
Each of these is
actually found on the
Worksheet Tabs seen
below. Special Events
Worksheet
Grants These Worksheets are
Worksheet connected by formulas.

|4y [Mh Summany § Salaries { Benefits { Urlities § Conations f{ SpecialEvents ), Grants [4]
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SECTION 3: REVENUE PROJECTIONS

Forecasting with Spreadsheets

Revenue forecasting is another skill area which can be aided
by the usage of spreadsheets. It is important to remember that,
while assessing future revenues is critical to developing a budget,
this is always an area which is more of an art than a science.
Forecasting is predicting future trends based upon past patterns.

The readings assigned on revenue forecasting (Liner, 1983)
review the techniques seen here. The smoothing techniques include
moving averages, weighted moving averages, “smoothing”, and regres-
sion analysis (linear regression models); and the simultaneous mod-
els involved in econometric analysis. In the analysis presented
here, these smoothing techniques remove many of the peaks and val-
leys seen in the revenue data. Regression analysis can then be
used on the original data or on any of the smoothed data to actu-
ally make the forecast.

It is very important to realize that the farther into the fu-
ture that forecasts are made, the more inaccurate they become. For
this reason, the worksheet has been adjusted to only forecast one
period into the future.

In order to conduct these forecasts, we will take advantage of
the statistical tools available in Excel 97.

Making A Forecast
The following steps are necessary to make a revenue forecast
with this worksheet:

1. To make a forecast, the original data is entered into col-
umn B, under Revenue.

2. Enter the period numbers in column A if more than fifteen
periods are needed. Since fifteen are already entered in column A,
if you will be using fewer than fifteen, you have no need to enter
more.

The worksheet can be adjusted to allow for additional points-
the more historical data, the better. Additional time periods may
also be added for forecasted time periods (such as years).

Statistical theory tells us that analysis is most accurate with
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at least thirty data points. In fact, regression analysis with

less than thirty data points is problematic at best and more so-
phisticated regression analysis than is possible with a spreadsheet

is recommended for most forecasting efforts. (Any statistical
package, i.e., Stata, SPSS, Systat, or econometrics package—RATS,
Soritec, TSP can do more accurate forecasting.)

3. To generate a TREND line of your existing data, use the
following steps:

a. To obtain the trend of the existing historical data (your
known data), click to select the range under the C column that cor-
responds to your known data. For instance, if you have 12 points
of historical data, click to select the range c6:¢c17. Thisis
where the trend line data will appear.

b. Enter the following formula
=TREND(B6:B17,A6:A17)

This corresponds to the following formula:
=TREND(range of known y’s, range of known x’s)

c. Press CTRL-SHIFT-ENTER to enter this formula as an array
formula. You will observe the trend data appearing in the selected
range (for instance, in the C6:c17 range).

4. To generate a TREND line of your forecasted data (i.e.,
revenues in the future), use the following steps.

a. To extrapolate from your existing data (i.e., to obtain
the trend of the forecasted data in the future), click to
select the range under the C column that corresponds to
the number of periods of you want to forecast. For in-
stance, if you want to forecast three periods out from
your historical data, make sure there are period numbers
in the A column for these periods then take the following
steps then click to select the range in the A column that
corresponds to this number of periods.

b.  Next, enter the following formula
=TREND(B6:b17,A6:A17,A18:A20)
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This corresponds to the following formula
=TREND(range of known y’s, range of known x’s, new x’s)

C. Press CTRL-SHIFT-ENTER to enter this formula as an array
formula. You will observe the new trend data appearing in
the selected range (for instance, in the C18:C20 range).

5. In some cases, the original data may have many peaks and val-
leys. Many times, forecasters “smooth” out their data to remove

the peaks and valleys or fluctuations in the data with mathematical
techniques such as moving averages. A moving average is simply an
arithmetic mean (average) of three or more data points that appear
next to one another. By taking the average of these contiguous
points, the extreme points are removed.

Example 3-1: Revenue Forecasting
Trend of
Moving Moving
Period Revenue Trend Average Average
1 5000 2629.487 #N/A
2 4000 3512.005 #N/A
3 4200 4394.522 4400 3060
4 5000 5277.04 4400 3975.556
5 5100 6159.557 4766.667 4891.111
6 5500 7042.075 5200 5806.667
7 6200 7924.592 5600 6722.222
8 7800 8807.11 6500 7637.778
9 10000 9689.627 8000 8553.333
10 11000 10572.14 9600 9468.889
11 12000 11454.66 11000 10384.44
12 14000 12337.18 12333.33 11300
13 13219.7 12215.56
14 14102.21 13131.11
15 14984.73 14046.67

To calculate a MOVING AVERAGE, follow the steps listed below:

a. From the Tools menu, select the Data Analysis option. (If
it is not there, select the Tools menu then the Add-Ins submenu.
If there is not an x on the Analysis Toolpak and Analysis Toolpak-
VBA, add an x to both.)

b. Click on the downward arrow until you see the Moving Aver-
age option. Click on the Moving Average option then click on OK to
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select (or double-click on Moving Average).

c. In the area labeled Input Range, enter the range with your
original data (for instance, the Y Revenue data in range B6:B17).

d. Click on the area labeled Interval. In that area, enter
the number of periods over which you would like the data to be av-
eraged. This is typically a function of how much data you have.
An interval of three would be a typical range while a range of six
would provide more smoothing.

e. Click on the area labeled Output Range. In this case, en-
ter the range D6:D17, under the Moving Average column on the
spreadsheet.

f. Press return; note the values filling up the space except
the first two, where a #N/A symbol appears. When a moving average
is calculated, data points are “lost”; hence, the #N/A symbol.
When an interval of three is selected, two data points are lost;
when an interval of six is selected, five points are lost. This is
one reason to be conservative when it comes to the selection of a
moving average interval.

6. Next, a trend line of the moving average will be calcu-
lated. This is conducted in exactly the same fashion as the trend
line above but with different ranges.

a. To obtain the trend of the new moving average data, click
to select the range under the E column that corresponds to your
known data. For instance, with twelve points of trend line data,
click to select the range E6:E17. Remember to only include the
cells for which there is trend line data. Do not include those
cells with the #N/A symbol.

b. Enter the following formula
=TREND(D8:D17,A8:A17)

This again corresponds to the following formula
=TREND(range of known y’s, range of known x’s)

c. Press CTRL-SHIFT-ENTER to enter this formula as an array
formula. Make sure you enter CTRL, SHIFT, and ENTER consecutively
and in order. You will observe the trend data appearing in the
selected range (for instance, in the E6:E17 range).
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7. To generate a TREND line of your forecasted data (i.e.,
revenues in the future, use the following steps.

a. To extrapolate from your existing data (i.e., to obtain the
trend of the forecasted data in the future), click to select the
range under the A column that corresponds to the number of periods
you want to forecast. For instance, if you want to forecast three
periods out from your historical data, make sure there are period
numbers in the A column for these periods then take the following
steps then click to select the range in the A column that corre-
sponds to this number of periods.

b. Next, enter the following formula
=TREND(E8:E17,A8:A17,A18:A20)

This again corresponds to the following formula
=TREND(range of known y’s,range known Xx’s,new x’'s)

c. Press CTRL-SHIFT-ENTER to enter this formula as an array
formula. You will observe the new trend data appearing in
the selected range (for instance, in the E18:E20 range).

8. Finally, a visual representation of these different fore-
casts may easily be obtained via Excel's Chart Wizard (see the 10
Minute Guide to Excel) (see Figure 3-1).

At this point, it is important to remember again that these
forecasts are only as good as the past data. Any sharp devia-
tions from the past will totally distort these estimates.

This makes your own expert analysis and judgement critical in
making adjustments to these statistical estimates. If, know-
ing the current situation or significant changes in past pat-
terns, you arrive at a forecast that does not seem to make
sense to you, it is up to you to make the adjustments. You
are, after all, trying to predict the future and you are an

expert on your own organization and its situation.
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Figure 3-1: Using Spreadsheets

to Graph Forecasts
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EXERCISE 4: REVENUE FORECASTING

You are the budget analyst for a small non-profit community
mental health agency. You are attempting to develop a forecast for
individual donations to include in the next year’s budget.

Individual donations for the past twelve years are as follows:

1 74354

2 77546

3 84354

4 80452

5 76541

6 72465

7 72471

8 71354

9 72645

10 72457

11 85465

12 86573

13 88654

14 91245

15 94354
Conduct the analysis and thoroughly  discuss the steps you took in
arriving at a result for Year 16. Also discuss the forecast

itself and your confidence in it.
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SECTION 4: BUDGET PRESENTATION

Policy Direction

The foremost thing to remember is that budgets should be de-
veloped according to the policy accords of the decision-makers of
your organization. This means that the budget should reflect
their own policy priorities, not yours.

Budgets should also be prepared according to the budget in-
structions of your own organization. Organizations have their own
ways of putting together and formatting budgets and budget analysts
should always follow them. This does not mean, however, that ana-
lysts cannot make recommendations for change, given a suitable po-
litical and organizational environment and a tactful presentation.

Organization and Presentation

Budgets should be also clear and well-organized. At all
times, you should remember that presenting a series of numbers in
such a fashion that people can read and easily understand the un-
derlying points and trends is a very difficult task. It is your
responsibility to ensure that the budget is as readable and under-
standable as possible.

Including adequate white space (as much as possible) on your
budget pages is important to not overwhelming the analytical capa-
bilities of most readers. Another important, but overlooked task,
is to incorporate clear headings and titles for all pages and
tables. Enough description information should be incorporated so
that a new reader can easily understand what the figures represent.

The same is true for the information in the body of the table.
The columns and line items in this example are also clearly titled.
The numbers in the table are clearly labelled as either dollars or
percentages. Available in many spreadsheets, two line items which
are special cases and the final totals are even shaded differently
from the others, to highlight those features.

Using Graphics to Present Budgets

General Presentation of Graphics

One way to enhance comprehension and increase retention is to
utilize graphics and tables as much as possible to highlight the
critical points and important trends. Graphics are easier for
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readers to comprehend than a mere list of numbers. They can also
be used to establish relationships between pieces of information
that would otherwise be hard to demonstrate (Larsen, 1989).

Text Graphics

Different types of graphics are used for different purposes.
A text chart emphasizes main ideas and can be used to illustrate
the main themes in your proposed budget. For any one presenta-
tion, it is important to be consistent with the text graphics. Use
the same fonts, same borders, a mixture of upper- and lower-case
letters, as few words as possible, as much white space as possible
and, if you want to emphasize, use italics, not capital letters.
(Larsen, 1989)

The next section of this manual illustrate both some good and
bad ways to utilize text graphics. The “Personnel Department: Main
Activities” text graphic illustrates the desired point. However,
the complete usage of capital letters makes the actual activities
list more difficult to read and so, to understand. (Aside from
the fact that they become so large they run off the page.) The
use of the box around the text does enhance the display of the in-
formation, however.

Personnel Department
bfaun Activities

FECEUOITKWIENT OF PERSONMEL
AEDIWIN. OF ERWMPLOVEE SAFETY PROGHREA
FERSOWNHWEL EECORD KEEFPING
JOB CLASSIFICATION STUDIES
ENFORCENWENT OF WMANDATED LEGISLATION
PEOVISION OF INFOEMATION TO ERMFLOVEE

P71 Sraes-or

The next text graphic, for AIDS Outreach, provides an example
of another option which enhances the readability of the information
presented. The boxed bullets for each initial item and checks
for sub-items emphasize the important information and groups re-
lated information together. Too many bullets in any one presenta-
tion can be distracting, however. Limit the number of bullets and
amount of text on any one slide so thatthe message can be high-
lighted and not lost among too much information.
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AIDS Outreach Services
Budget Themes

= Progrmam Priorities
<PW L SelftSufficiency Progrars
~BEduacation/Frevention Frograms
« 2taff Developrment
« Funding Dew el optrient
«Fizk IWlanagerment /5 Wiability

Pie Charts

A pie chart is used to show the relative size of the parts of
a whole. For budgetary purposes, pies are often used in graphics
to illustrate where revenues come from and where expenditures go.
They incorporate a intuitive reference (to a whole pie) and allow
readers to easily observe the relative sizes of the various pieces.
In many graphics packages, particular pieces of the pie to be em-
phasized can either be “exploded” (pulled out from the pie) or can
be further explained through the percentage bars seen in the
Brisbane example (or both).

To develop an effective pie chart, the most important slice of
the pie should begin at the 3:00 position with the most important
being the darkest color and the others, progressively lighter. If
the colors or patterns are too distracting, you have the option in
most packages of replacing them and mixing them around until they
show appropriate and pleasing patterns. Sometimes, the order of
the smaller slices have to be changed so that the labels do not
overlap onto each other.
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Public Works Department
Eudgeted Expenses, Eefuse Collection
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The Public Works Department 3-D pie chart, below, illustrates
the size of each component of that department’s budget with per-
centage figures on the outside, the actual dollar figures on the
pie itself, and a visual reference to the size of each portion,
through the size of the pie. The dollar figures written on the pie
itself are difficult to read but this can be remedied through mov-
ing the colors representing each piece around. The use of titles
and subtitles clarifies the department, what the figures represent,
and the year portrayed.

Public Works Department
Budgeted Expenses, Eefuse Callection
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Bar Graphs

Line charts and bar charts both illustrate changes or growth
over time. Line charts are typically used when more than four or
five units or periods are exhibited in the chart. There are many
variations on these types of charts- 3-D bar charts, stacked bars,
3D volume and zigzag line graphs.

Bar charts are the best way to allow readers to understand
volume (size) and trends but too many bars will rapidly reduce this
advantage. Don’t include more than twelve to fifteen bars in any
one chart.

The first bar chart is a simple one expressing the increase in
salaries and other budget items over a five year period. The in-
crease is highly visual and easily understood. Note that the num-
ber of bars in this chart place it at the outer limits of a bar
graph which can be easily and visually understood.

Environmental Action Group
Expenditures Over Time

B=alarisc

BT ccup ancy Cxece
COTciliciec A Inc.
O ropranm Corx

oo BHEELIABE

AT

10

The second bar chart is a 3-D column chart which includes four
areas of expenditures. This graphic is more complicated, incorpo-
rating both changes over time and the differences between the lev-
els of various expenditure categories. However, it allows the
reader to more readily understand these differences than if they
were reading the numbers themselves. Forinstance, the reader im-
mediately notices one category that stands over the others (Sala-
ries), sees a steady increase, and notes that one other category
(Program Costs) vastly increased during the last two years. Thus,
two dimensions- categorical and longitudinal- are both captured at
once with this graphic. Itis more difficult to visualize, how-
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Environmental Acton Group
Expenditures Owver Time
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The clustered bar chart, below, can be an excellent choice when

having to express dimensions of complicated data and when presented

with a lack of space. As can be seen below, the data and its
meaning are much clearer than in the graph above. This graph also
shows substantive categories across time.

Environmental Action roup
Expenditures Over Time
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HC ccup aney Chcee
H2alarisc

10

Budget Exercise Manual / Spring 2003

39



Theline graphisyetanotherway to view trend, or longitudi-
nal data, although it is most suited for viewing more than ten data
points or more than 4 to 5 categories.
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One important thing to remember about these graphics is that
each type is useful for particular reasons and there can be ben-
efits as well as disadvantages to using any particular type. Itis
critical to develop an understanding of which are most appropriate
in which cases.

Organization Charts

In the course of budget presentations, it is also often help-
ful to explain the organizational structure so that readers can
readily understand the flow of funds through the organization.
Many graphics packages provide an option for constructing such
charts.

The following organizational chart is a simplified version of
the structure of a typical city manager type of local government.
With an organizational chart such as this, an analyst can help a
reader understand how bureaucracies fit into democracies.
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Structure of Typical City Manager
Stvle of Local Government

These basic types of graphics should be used to increase the
understanding of your budgets and to highlight important trends.
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PowerPoint is a presentation graphics program from Microsoft.
Presentation graphics packages not only produce text and tradi-
tional graphics (pie charts, plots, etc.) they also include
bulleted text, clip art (pictures), animation, slide transitions
and sound/video.

Some examples of slides produced with PowerPoint are provided
here.

They can be reproduced and copied onto overhead transparen-
cies, with the use of a computer, used to make an interactive
slide presentation, or used to make a World Wide Web site.

Several examples of simple PowerPoint slides are provided in
the next pages. The first is titled New Tools, Old Tasks. Itis
a basic slide with simple bullets, although they are set up in two
columns rather than one.

New Tools, Old Tasks

= Old Tasks = MewWays
— Telephone — Ernail
-F&X — Bulletin Board
— Mewsletters Symtern
— Ilail — Computer
~ Meetings Conferencing
— Conferences — File Exchanges
— Owermight Iail — White Boards
— Orther Group Wok — Databases
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The next, titled, SFSUNet, is a PowerPoint effort that illus-
trates the use of text shadowing (the top SFSUNet text) and
WordArt--the next line, also shadowed. WordArt is a feature that
allows elaborate font and artistic effects. Infact, itis impor-
tant not to overuse these possibilities, as some are so elaborate
that they could detract from the ultimate message. Finally, this
slide shows the possibilities of using simple ClipArt to illustrate
points.

SFSUNet
SFSU's Onling Commmications Geoup

The next slide, titled Urban Domestic Violence Services, uses
several more options— a template and different kinds of bullets.
Bullet and template styles are all available in PowerPoint. Vari-
ous templates-- a graphic design that is applied to all slides in
the presentation-- are available in PowerPoint. Some are appropri-
ate for professional presentations and some are not-- the user will
soon develop their own favorites.

TIrban IDormmestic
“iolence Services

Crisis Line Services
Emaergency Shelter
Transitional Housing
Safe Home Praojects
Emotional Counscaling
Jab/life Skills Counseling
Children’s Services
Legal/Paralegal Services
Advocacy

Case Managemsent
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The next three slides are part of a full slide presentation
illustrative of a budget presentation using another template
(Trial, California Proposed Budget). The first slide, the title
slide, also indicates the date and the organization. The next slide
is a bullet slide presenting General Fund Recommendations and pro-
vides highlights of changes in the general fund budget. The final
slide shown here is a graphic slide which illustrates the impor-
tance of graphs to make a point about an organization’s budget.

Trial, Califomia

Proposed Budget
FY 1905-1000
Jamary 1999

Son Fronedico Satre indeeradee, A00529

General Fund Recommendations

m Increase Fire

W Inciease Police
- b&dd 15 Hew Palice Officers

W Increase Feal Estate Transfer Taxes
W [ncrease UserFees

B [ncrease Productivity Through Team Work
and Computer Usage

Sdn Froncbee Satie Linderrlls, 100599
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Increases in Police Officers Per Capita

200
4500

FY 1556/95 -FY 2002/03

Meart Vear's
Feconmmendaton

| ——

[OCkimnc Tar OMicer

100 el 10epepe o0y 2000 0] 2000 -0rE A0 OGS

Gin Frincbie Sk Uindemralie, M60SFD

The slide below illustrates another type of title slide.
When a PowerPoint presentation is given as a computer presentation,

animated graphics

are available on slides such as the one below.

In addition, animated transitions from slide to slide and bullet

entry effects are also available. Audio and video clips can also

be added. Including these elements to make an interactive presen-

tation using PowerPoint and the computer rather than a static pre-

sentation can make a truly professional impression and enhance the

strength of an argument. These elements are n ot a substitute for
having a strong budget argument or strong content, however.

Trial, Ca!ifnrn ia
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Other slides illustrate types of graphing.

Many options are available to enhance any of these basic
graphic styles. The objective in utilizing these graphs, however,
is not to determine how ornate and elaborate a graph can be made,
but to ensure that the graph is simple and enhances a reader’s
ability to understand the material. Therefore, do not create
graphs so complicated that they are as difficult to comprehend as
the figures themselves.

The goal of budget presentation is to ensure an accurate, ef-
ficient, and easily understood display of difficult to understand
and often controversial material. Graphics and spreadsheet pack-
ages can aid in doing this but the design ideas must come from the
designer and analyst. Having a plan on what a budgetary table or
graph should look like is a good place to start and will ensure
that the initial goal is not lost in the process.
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