International Psychoanalytical Association

Finance Procedures: Budgetary Process

The Annual Budget
1. The process to construct the Annual Budget begins with the submission of budget proposals in response to any specific guidelines which may be issued by the Executive Committee. These proposals are examined by the Budget and Finance Committee (B&FC), the Executive Committee, and the Board, which approves the final budget. The procedures are detailed in the following paragraphs.
Submission of Budget Proposals
2. Budget proposals should be submitted to the Treasurer by August 31 of the year preceding the prospective year of expenditure. They are to be addressed to the Treasurer at Central Office where the Finance Director (FD) collates the proposals, reviews the submitted information, contacts the budget holders regarding any problems such as missing or questionable information, all in consultation with the Treasurer.

3. Proposals must be submitted on forms sent out by the FD to all Budget Holders (e.g., Committee and Working Group chairs, Executive Committee members, Director General, etc.). Co-Chairs, including Regional Co-Chairs should submit their budgets through the Chair of the main Committee concerned and not directly to Central Office. Budget applications should contain sufficient information to explain both the purposes and the activities for which the funds are requested and how the activities’ success will be evaluated. Committees which have received funding in the previous years should include details of accomplishments achieved with that money in order to assist the decision making process. Consultations with the FD or the Treasurer may be of assistance when putting together budget proposals. The FD prepares the preliminary budget for the next step.
Conferences

4. If the committee is proposing to run a conference then the full budgetary information on the conference should be supplied including all forms and sources of income and total gross expenditures. The Procedural Code on Conferences has a detailed explanation of the different types of conference funding available.
Preparation of the First Stage Budget
5.  During September, the Executive Committee reviews the preliminary budget. The Treasurer will have made certain that B&FC criteria for budget construction have been followed, and that the specific amounts requested are reasonable within context. The Executive Committee assigns priorities to all the items within each of the budget proposals, consonant with the objectives of the President and the Board. Central Office then notifies Budget Holders regarding items that may be unfunded. The result is the First Stage Budget. Late budget submissions are considered at the next stage.

Preparation of the Second Stage Budget
6. The B&FC usually meets in person in October to consider the First Stage Budget together with any late submissions. The primary task is to match the priorities with the available funds. The B&FC does not decide the priorities nor does it establish policy but rather is guided by them. The President and/or Secretary General may on occasion attend at least part of this meeting.
7. The B&FC also prepares a list of Recommendations first to the Executive Committee and then to the Board. The FD is responsible for presenting the recommendations for the relevant agendas.
8. Central Office then informs those Budget Holders whose budget proposals have changed by this stage. Relevant responses and/or additional information are considered during the next stage of the budgetary procedure.
Preparation of the Budget for presentation to the Board
9. The Executive Committee reviews the Second Stage Budget. It then makes any adjustments deemed necessary for presentation to the Board. Central Office then informs Budget Holders of the Executive Committee’s decisions concerning their budget proposals, if there are any significant changes since the previous stage.
Preparation of Final Budget
10. . The Board receives the budget for study prior to their December/January meetings. The Board makes any modifications that it considers necessary. It approves the revised Final Budget as the official document governing financial operations for the ensuing year. Central Office informs Budget Holder and the B&FC of the Final Budget.
Budgetary Submissions Received Late or after the Final Budget is Approved
11. All such submissions will be submitted to the Treasurer and must contain the same degree of detail required as at the beginning of the budgetary process. Submissions should be addressed to the Treasurer at Central Office where the FD consults the Treasurer as to how they are to be handled. The FD will ensure the Treasurer has all the information needed to make decisions on the submissions. The Treasurer will determine the process for consulting the B&FC and the Executive Committee.
12. All submissions above $3000 will be referred to the Executive Committee. All submissions above $10000 will be referred to the B&FC, prior to consideration by the Executive Committee.
13. The Treasurer and the Executive Committee are authorized to approve additions to the budget by redeployment from contingency items or between items in the Final Budget agreed by the Board. They are not authorized to exceed the overall level of the Final Budget set by the Board, without the Board’s approval.
Monitoring and Reporting
14.  Monitoring and reporting of Budget Holder spending is performed through various reporting tasks. 
15. Budget holders are required to report to the B&FC in May each year using the Committee Information Form, stating how they spent the money in the prior year, what was achieved in spending this money and how it has affected this year’s objectives.  The Finance Director will remind all Chairs of this requirement and provide the Committee Information Form at least one month prior to the deadline for receipt of the completed forms. 
16. Reports to Budget Holders and to the Executive Committee, indicating the amount of draw-down of that centre’s yearly allocation will be sent on a periodic basis. 

17. Reports of cash flow will be given at each Executive Committee meeting. 

18. The Treasurer will report to each Board meeting with oversight of financial trends not evident by review of monthly reports alone.
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