

INSTRUCTIONS AND PROCEDURES
EXPENDITURE SUMMARY
Overview:  This EXCEL file presents a sample format for an expenditure summary.  An expenditure summary of some sort is essential for the accurate preparation of the MHSA-CSS Cash Flow Summary.  Alternatively, counties may use their existing method of summarizing expenditures.
This budget line-item summary of expenditures for each month and cumulative year-to-date compares actually provides a more general tool, comparing budget with actual expenses on a monthly, year-to-date, and annualized basis.  Its intent is to provide management with an overview of expenditures, from which a determination can be made if detail transaction review is needed.  It should reconcile to the County Auditor’s monthly budget and expenditure report.

Data Sources:  County Auditor’s budget and expenditure report or general ledger.
Procedures:  


1. In Cell C-4, enter the number of months the report covers.  This cell determines the amounts in the Year-to-Date Budget column.

2. The Annual Budget column should match the budget column in the Auditor’s budget report and the County budget book, with line item changes taking place only through Board of Supervisors action.  

3. The monthly amounts should reflect the “current month” figures in the Auditor’s monthly budget and expenditure report.

4. Because of the amount of information on one printed page, when the months are displayed, a separate sheet titled “Summary” contains the totals and year-to-date amounts only, prints with larger font sizes.

Data should be input only in those areas with green shading.
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