
DEVELOP ANNUAL BUDGET (BUD-P001)
SAINT LOUIS PUBLIC SCHOOLS

1.0  (
The online version of this procedure is official.  Therefore, all printed versions of this document are unofficial copies.
)SCOPE:  
1.1 This procedure discusses the process used to develop the annual budget for Saint Louis Public Schools.
2.0 RESPONSIBILITY:  
2.1 Budget Analyst
3.0  (
______________________________________     _____________________
Signature                                                          Date
)APPROVAL AUTHORITY:
3.1 Executive Budget Director
4.0 DEFINITIONS:
4.1 SLPS – Saint Louis Public Schools
4.2 SAP – Information system used by SLPS
5.0 PROCEDURE:
5.1 Establish a calendar for timelines to develop the annual budget. 
5.2 Receive all of SLPS’ major initiatives; Board approved and recurring.
5.3 Schedule budget meetings to gather information from areas to include in the budget. 
5.4 Distribute worksheets with prior year expenditures and budget.
5.5 Receive site worksheet via email. 
5.6 Communicate with areas to verify numbers for accuracy and completeness.
5.7 Consolidate and compile all numbers.
5.8 After all internal reviews, the proposed budget is presented to the Superintendent and Cabinet.
5.9 [bookmark: _GoBack]If the Superintendent approves the proposed budget, it is presented to the Board of Education.  If disapproved, go back to 5.6 above.
5.10 If the Board of Education approves the proposed budget, it is presented to the public on three (3) different occasions.  If disapproved, go back to 5.6 above.
5.11 Once the proposed budget has been approved and presented to the public, it is adopted and moved in SAP to version zero (0).
6.0 ASSOCIATED DOCUMENTS:
6.1 Budget calendar
6.2 Board approved major initiatives
6.3 Site worksheets
6.4 Proposed Budget
7.0 RECORD RETENTION TABLE:
	Identification
	Storage
	Retention
	Disposition
	Protection

	Major Initiatives
	File Cabinet
	
	Discard as desired
	Secured Building

	Adopted Budget
	Budget Drive
	
	Discard as desired
	Secure Internal Network



8.0 REVISION HISTORY:
	Date:
	Rev.
	Description of Revision:

	05/07/09
06/13/12
	A
B
	Initial Release
1st Revision


	
	
	





***End of procedure***   
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