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Agency Budget Monitoring
Objective
Agencies are required to monitor and review their budgets in order to identify financial issues early and ensure compliance with relevant laws and statutes.
General Procedures
Major Elements of the Budget Monitoring Process
	Step
	Action 
	Responsible Party
	Timeline

	1.
	Initial Monitoring Discussion- Annual Spending Plan Certification
Per Minnesota Statutes 16A.14 subdivision 3, agencies are required to complete annual spending plans according to instructions provided by MMB. Agencies must certify the amount required for each activity is accurate and is consistent with legislative intent; revenue estimates are reasonable; and the plan is structurally balanced, with all legal restrictions on spending having been met for the purpose for which money is to be spent. The spending plan process can be used by an agency to foster greater intra-agency budget discussions at the beginning of a fiscal year.

	
MMB Budget Operations creates reports and forms
Agency fiscal staff run reports and validate data
Agency Management certify the spending plan.

	
July-August of each year

	2.
	Monitoring Expenditures
A review of expense budgets comparing current expenditures to date against a suitable level of spending for that relevant time period in the fiscal year. Historical patterns may also be helpful when reviewing year-to-date expenditure totals. Large variances in expenditures may be likely, but should be reviewed.

	
Agency fiscal and program staff
	
Monthly

	3.
	Monitoring Revenues
A review of all agency revenue sources (including non-dedicated) comparing current revenues collected against a suitable level of collections for that relevant time period in the fiscal year. Historical patterns may also be helpful when reviewing year-to-date revenue collections.

	
Agency fiscal and program staff
	
Monthly



	Step
	Action 
	Responsible Party
	Timeline

	4.
	Adjusting Expense and Revenue Budgets 
Based on an agency’s review of expense and revenue budgets, adjustments may be necessary. The type of adjustment required will depend upon the issue. Adjustments to the expense and revenue budgets must have supporting documentation, be reviewed and approved by someone independent of the person making the adjustments.
	
Agency fiscal staff make adjustments;
Agency management reviews and approves adjustments

	
As needed to account for variances

	5.
	Monitoring Performance
Besides monitoring the budget to ensure accuracy and solvency, to support strong program management, agencies should monitor the relationship between program performance and outcomes to budget status

	Agency fiscal and program staff
	Semi-annually


Detailed Monitoring Schedules
	Step
	Action 
	Responsible Party
	Timeline

	1.
	Fee supported activities and other revenue budgets and compensation budgets should be monitored monthly for significant variances. Agencies should also monitor their non-dedicated revenue. Because expenditures for compensation can represent a significant part of an agency’s budget, it is essential to have accurate salary projections. It is important for agency fiscal staff to work with agency human resource staff to monitor their positions’ “Intend to Fill Date” and “Not to Exceed Date” in SEMA4. It is also very important that each position point to a valid funding string (even if the position will not be filled). Maintaining position dates will ensure accurate salary projection amounts at the allotment and expense budget levels in the accounting system. This also provides a basis for accurate statewide compensation reporting.

	Agency Fiscal Staff
	Monthly – All months of the year.

	2.
	All accounts with revenue or expenditure variances should be examined and appropriate corrections made to the budgets. Agencies must be prepared to maintain supporting documentation and make timely corrections if:
· Actual receipts fall short of estimates,
· Or expenditures and/or obligations increase significantly over budgeted amounts.
	Agency Fiscal Staff
	Quarterly – July through December

	3.
	All accounts with revenue, expenditure, transfer, and balance forward variances must be examined and appropriate corrections must be made to the budgets and activities immediately. No account will be permitted to close the fiscal year with a deficit, except for those authorized by MMB with statutory cash flow authorizations.

	Agency Fiscal Staff
	Monthly – January through June

	4.
	A year-end review of final revenue and expenditure numbers can be helpful to both highlight possible issues that need to be addressed before fiscal year close, as well as allow the agency to highlight any financial concerns for the next fiscal year.
	Agency Fiscal Staff. MMB will assist by providing fiscal reports

	Year end: July and August.


Related Policies and Procedures
MMB Statewide operating Policy 0307-01 Agency Budget Monitoring (http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-3/0307-01-agency-budget-monitoring-policy.docx)
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