Detailed Departmental Budget Proposal Outline

l. Cover Page

Department Name

Fiscal Year

Date of Submission
Prepared by (Name & Title)

Il. Executive Summary

e Brief overview of the department’'s mission and objectives
e Key highlights of the budget proposal
e Total budget requested

lil. Department Overview

e Department mission and goals
¢ QOrganizational structure summary
e Key responsibilities/functions

IV. Current Year Review

e Summary of prior year's budget and actual expenditures
e Major achievements and challenges
e Lessons learned and implications for new budget

V. Budget Summary Table

Category Previous Year Current Request Variance
Salaries & Wages [amount] [amount] [difference]
Benefits [amount] [amount] [difference]
Operating Expenses [amount] [amount] [difference]
Equipment & Supplies [amount] [amount] [difference]
Travel & Training [amount] [amount] [difference]

Other [amount] [amount] [difference]

Total [total amount] [total amount] [total difference]

VI. Detailed Line-ltem Budget

Salaries & Wages: List each position, FTE, and amount

Benefits: Breakdown by type (health, retirement, etc.)

Operating Expenses: Detail by supplies, utilities, contracted services, etc.
Equipment & Supplies: List major purchases

Travel & Training: Conferences, professional development

Other: Miscellaneous/contingency

VII. Justification and Narrative

e Explanation of significant changes or new requests
¢ Rationale for new initiatives or increased funding
e Alignment with strategic goals or organizational priorities



e Possible impacts if budget is not approved

VIIl. Performance Measures

e Key performance indicators (KPIs) tied to budget items
e Success metrics and evaluation plans

IX. Appendices

Organizational chart

Additional financial tables as needed
Supporting documentation

Glossary of terms

Important Notes:

This document serves as both a financial plan and justification for resource allocation.
Accuracy and clear rationale are essential for approval and transparency.

Support all requests with data and strategic alignment.

Regularly update as new information or priorities emerge.

Adhere to organizational policies and timelines for submission.



	Detailed Departmental Budget Proposal Outline
	I. Cover Page
	II. Executive Summary
	III. Department Overview
	IV. Current Year Review
	V. Budget Summary Table
	VI. Detailed Line-Item Budget
	VII. Justification and Narrative
	VIII. Performance Measures
	IX. Appendices
	Important Notes:



