Local Unit Budget
Instructions

Budgeting process changes have occurred in the Member and Leader Services
(MLS) record-keeping software. The following document will provide some specific
instructions for the budgeting process within MLS.

Key topics of instruction included in this document are as follows:

e Budget Allocation % (How to distribute budget from the stake to each ward)
Add/Update Categories (Adding more detailed subcategories to your budget)
View/Edit Budget (Estimating future budget and assigning to subcategories)
Budget Report updates and changes

Removal of budget subcategories from the Income and Expense Report

We hope that this document will assist you in your stewardship.

15 February 2011



Local Unit Budget Instructions

Changes have been made in the Member and Leader Services (MLS) record-keeping software to improve the
Church Unit Budgeting Process. The following information further clarifies changes to MLS budget screens and
reports beginning with MLS version 3.3.1.

Background

Most stakes and wards receive budget funds every three months. Stakes determine the distribution of the
entire budget amount for the stake and all its wards unless directed otherwise by area authorities. Funds are then
sent from Church headquarters and received by stakes and wards in their MLS Budget Allocations subcategory.

Stakes and wards should not transfer these budget funds out of the Budget Allocations subcategory.
Updated MLS budget screens and reports have been designed to not require transfers out of the Budget
Allocations subcategory.

When MLS version 3.3.1 is installed, those unit subcategories under the Budget Allocations subcategory
that have no current year expense or deposit will be adjusted to a zero balance and marked “inactive.” Unit
subcategories with current year expense or deposit activity should be adjusted from the Budget Allocations
subcategory to the appropriate standard subcategory. To adjust the current year expense or deposit use either the
View/Update Expenses or View/Update Donations option in MLS. Once adjusted, go to the Add/Update
Categories screen, find the unit subcategory under Budget Allocations, and remove the “Active” check mark.

Note: An exception to not move a unit subcategory from under Budget Allocations subcategory is if a
stake is using unit subcategories to track budget fund payments made to their units.

The instructions that follow further explain the use of the MLS budget screens and reports.



Budget Allocation % (How to distribute budget from the stake to each ward)

Budget Allocation % is found on the stake MLS. While management of budget funds is an annual process
funds are generally sent every three months because of the dependence on the Quarterly Report provided by
each ward. The Budget Allocation % screen helps manage distribution of funds between the stake and its wards.

Stakes manage the distribution of budget to each ward by assigning budget distribution percentages to each
budget allocation source (such as Sac Mtg %, YM %, YW %, and so on). For the purpose of these instructions,
we will call these sources “Budget allocation sources.”

To enter the percentages of a ward for each Budget allocation source, do the following in MLS:

1. On the Finance menu, click More.
2. On the Budget menu, click Budget Allocation %
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File Edit Finance Hembership Organizations ReporsiForms Other Resources  Help

g | Budoget Allocation %

Budoget Cuarter 2nd - 2011 Arwhere Califarnia
Base Budget Amounts®
Sac hitg | 1200 Wi | 1250 | 12A0 Primany I B.25 YBA | B.2A

Note: * The amounts calculated are estimates based on the Quarterly Report & membership records in your computer. The actual
hudoget is calculated from recaords at Church headguarters.

% Ward/iBranch keeps
Linit Sac Mty % N % % Primary % WEA % Total
Majesty Park ward | 30 | a0 | a0 | 100 | 70 0
$2,121 60 $180.00 $112.50 $100.00 §140.00  $2,654.10
Happy Mesa | 80 | 90 | 90 | 100 | 70 |
$1,382.40 $101.25 §78.75 $75.00 $61.25  §1,698.65
Coalridge Ward [ 80 | an | an | 100 | 70 =
Sac Mtg: YM: Y Primany S Total
Stake Total $2,916.00 $103.75 $71.25 $0.00 $331.96 $3,422.88
Grand Total $14,580.00 $1,037.50 $712.50 $512.50 $1,106.25 $17,948.75

Suhrnit |

Print

Disconnected SendiReceive Changes

Proposed percentages can now be reviewed and either accepted or changed if needed. If acceptable, click
Submit to send the percentages to the Church Administration Office (CAO) to be used for future budget
allocations. The most recent submitted percentages remain on record for future budget distributions until
updated through MLS or by CAO staff. It is recommended that all percentage change updates be submitted by
the end of the month prior to a quarterly budget allocation. For example, it is recommended to submit
percentage change updates in March prior to the second quarter budget allocation that occurs in April. One
month before each scheduled quarterly budget allocation, stakes will receive a preliminary budget notice to
review. Percentages shown on the preliminary notice will be used unless updated as explained in the notice.
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Add/Update Categories (Adding more detailed subcategories to your budget)

In the past the Budget subcategories were whatever the stake or ward wanted to make them. Now global
standard subcategories under the Budget category have been established for the use of all units in doing their
budgets. To see the standard Budget subcategories, do the following:

1. On the Finance menu, click More.
2. On the Budget menu, click Add/Update Categories.
3. Click the plus sign (+) next to the Budget category.
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File Edit Finance Membership Organizations FReporsiForms Other Resources Help

El-X Categories ;F Information
B Book of Mormaon :
5% Budget ™| Active
-----  Activities

H-x Administration

- Budget Allocations

----- X Curriculum

----- ® Distribution Center Charge
----- ¥ Elders Quarum

----- ® High Priests

----- * Library

----- ¥ Miscellaneous

----- X Prirmary

----- ¥ Relief Society

----- * Single Adults

----- * Sunday School

----- X oung Wen

F-2 Young Women

% CAQHeadguarters Adjustmer
t-¥ Fast Offerings

th¥ General Missionary Fund

t- ¥ Hurmanitarian Aid

H-2¢ Cither s
tH-2 Perpetual Education

o O e O O e O e IO OO O

-2 Reimhbursed Expenses -
Kl S Tomenia Sonctuiation | _.|_I Note: Linit subcategaties with a green dot can be renamed. Unit
suhcategories cannot be deleted orinactivated ifthey hawe

e [ [e(ete | references to an expense, transfer, donation, or assigned budget.

Disconnected SendiReceive Changes

In MLS, stakes and wards can add unit-defined subcategories to the Budget subcategories. For example, a
ward may want to separate the “YM?” subcategory into Deacons, Teachers, and Priests. To do this:

1. Highlight Young Men.

2. At the bottom left of the screen, click Add.

3. A new subcategory will appear below the Young Men category.

4. Type in the name of the desired subcategory, such as Priests.



MLS

File Edit Finance Membership Organizations ReporsiForms Other Resources  Help

=10] x|

- Categories
B+ Book of Morman
= Budget
----- X Activities
-2 Adrministration
- Budaget Allocations
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----- ¥ Miscellaneous
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El-% Young Men

[F-2 Young Warmen

FH-x CAOMHeadguarters Adjustmer
[+ Fast Offerings

#-* General Missionary Fund —
-2 Hummanitarian Aid
[
[

+-¥ Other

+1-2 Perpetual Education -
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Al Delete |

Disconnected

Finances m

Information

¥ Active

Mote: Uinit subcategories with a green dot can be renamed. Lnit
suhcategories cannot be deleted ar inactivated if they hawve
references to an expense, transfer, donation, ar assigned budget.

Send/Receive Changes

Note: Unit-defined subcategories will appear in MLS reports as defined. However, on the monthly financial
reports from the CAO, the amounts will appear in the standard subcategories (Young Men, Primary, Relief

Society, etc).



View/Edit Budget (Estimating future budget and assigning to subcategories)
The View/Edit Budget screen is used to estimate future budget allocations, show actual budget allocations
received, and assign funds to Budget subcategories. To view and edit budget amounts in MLS, do the following:
1. On the Finance menu, click More.
2. On the Budget menu, click View/Edit Budget.

~T M=K
File Edit Finance temhbership Organizations ReporsiForms  Other BResources  Help
MLS |Finances
ear: |2IZI11 hd l
Allowance Estimated/ctual Actual |
Cluarterly Allowance =
----- Balance Farmward 2405828 2.4058128
----- 1st Cuarer 3547 73 3,547.73
----- 2nd Quarter 4.000.00
----- 3rd Quarter 3500.00
----- 4th Cuarter 3,500.00
----- Mizcellaneous 250.00
----- Manual Adjustments by Linit -2,a00.00 -2,500.00
----- Total 14,703.01 3,453.01;]
Suhcategory Budget Assigned by Unit % of Budget |
Budget 14,703.01 1
El-Activities 1,200.00 0%
“Fathers and Snns 400.00 3%
Liard Activities 800.00 5%
E--Administration 3,500.00 3,250.00 22%
“Migsionary 250.00 2%
----- Curriculum 450.00 3%
----- Distribution Center Charges 200.00 1%
----- Elders Quorum 100.00 1% x|
Total Estimated/Actual Allowance: $14,703.01
Budget Assigned by Unit: $14 703.01
Difference: F0.00
A — p_ S — _
Brint ie ( ta
Disconnected SendiReceive Changes

Note the following:
1. Enter amounts you expect to receive in the coming year into the Estimated/Actual column
in the top section of the screen.
Note: You can click the Copy data button at the bottom left of the screen to populate the
screen for next year with current year amounts.
2. The prior year ending balance on your Unit Financial Statement is in the Balance
Forward row.
The next four rows show quarterly allocations.
The Miscellaneous row shows additional estimated allocations.
The Manual Adjustments by Unit row shows the net amount of disbursements or deposits
made by the unit to the Budget Allocations subcategory. A Budget Allowance Detail Report
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can be run for the Budget Allocations subcategory to review Manual Adjustments by Unit
detail. Most units should not see this row, but an example of when the row will show is if a
Stake disburses a check from Budget Allocations subcategory to the ward and the ward
then deposits the check to its Budget Allocations category. Both the stake and ward will
now see an amount for Manual Adjustments by Unit.

6. The Estimated/Actual column total agrees with the Total Estimated/Actual Allocation line
at the bottom right of the screen.

A. When the budget allocation is received, it will appear in the Actual column in the upper right of the
screen. These amounts also appear in the Estimated/Actual column and cannot be edited. When a
miscellaneous allocation is received, an additional miscellaneous row appears to accommodate further
estimates.

B. Use the bottom half of the screen to assign Total Estimated/Actual budget amounts to specific
subcategories managed by your stake or ward.

1.

w

When a budget amount is assigned to a subcategory under the Budget Assigned by Unit column, the
total will update on the Budget row. These amounts will automatically update your budget for each
line entered. Year-end subcategory balances will not be carried forward to the next year and an
annual budget will need to be assigned each year. The total stake or ward year-end budget balance
on your Unit Financial Statement will stay with the unit and be shown as the next year Balance
Forward.
Under the % of Budget column an estimated percentage is displayed for each subcategory for the
percent of budget assigned to that subcategory when compared to the total budget assigned by unit.
The total Budget Assigned by Unit is also shown at the bottom right of the screen.
The amount shown on the Difference line at the bottom right of the screen represents one of the
following:

a. (If positive) The Estimated/Actual budget amount yet to be assigned

b. (If negative) The amount of budget that has been over-assigned
Estimated amounts of budget assigned to subcategories on this screen will automatically be updated
in the Budget Report.



Budget Reports

There are three budget reports available in MLS.
e Budget Allowance Summary Report (Type: Summary)

e Budget Allowance Auxiliary Report (Type: Auxiliary Summary)

e Budget Allowance Detail Report (Type: Detail)

W MLS = (0] x|
File Edit Finance Membership Organizations Reporns/Forms Other Resources  Help
= | Budget Report
Start Date: 1 Jan 2011 - End Date: 27 Jan 2011 Type: |Summary LI Date Range: ICurrent‘r’ear 'l
Detail |
I Subcategory Budget *Prewigus Activity | Incorme |M Balance | % Spent |

W Activities $0.00 $0.00 $0.00  |Aukiliary Summary $0.00 =

¥l Fathers and So.. $400.00 §0.00 §0.00 $0.00 $0.00 f$400.00 0%

IV ward Activities fa00.00 §0.00 §0.00 -$18.66 $0.00 $781.34 2%

¥ Administration $3,250.00 $0.00 §0.00 f0.00 $0.00 $3,250.00 0%

¥ Mizssionary $250.00 §0.00 §0.00 f0.00 $0.00 $250.00 0%

¥ EBudget Allocations

¥ Curriculum F4450.00 §0.00 §0.00 f0.00 f0.00 F4460.00 0%

¥ Distribution Cent... $200.00 §0.00 §0.00 -$18.00 $0.00 F182.00 9% |

¥ Elders Guorum $100.00 §0.00 §0.00 $0.00 $0.00 $100.00 0%

¥ High Priests $50.00 §0.00 §0.00 f0.00 f0.00 $50.00 0%

V¥ Library $300.00 §0.00 §0.00 f0.00 $0.00 $200.00 0%

¥ Miscellaneous §0.00 §0.00 §0.00 §0.00 §0.00 §0.00

¥ Bishopric 60000 §0.00 §0.00 f0.00 f0.00 F600.00 0%

V¥ Carry over $1,052.01 §0.00 §0.00 f0.00 $0.00 $1,092.01 0%

¥ Chaoir $280.00 §0.00 §0.00 -516.48 $0.00 $263.52 6%

¥ M Combin,. $a00.00 §0.00 §0.00 -F286.22 f0.00 f243.78 51%;'
* This is Year-to-Date activity prior to the hedinning report date.
Disconnected Send/Receive Changes

Budget Allowance Summary Report
This report is the new summary report for stake presidencies and bishoprics. The report can only be

accessed for the current and previous year and will always include all active subcategories for a unit. Do this to

access the report:

Pwn e

On the Finance menu, click More.
On the Budget menu, click Budget Report.
In the Type field, select Summary.
To view the report, click Preview.

Note the following for each displayed column on the report:
e Column titled Subcategory displays all active subcategories.

e Column titled Annual Budget Assigned by Unit displays budget amounts assigned to each subcategory

on the View/Edit Budget screen.
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Columns titled Income, Expenses, and Transfers display actual balances for each subcategory.

e Column titled Assigned Budget Balance displays the available budget balance for each subcategory and
year-end balances will not carry forward by subcategory.

e Column titled % Spent displays the percent of subcategory annual budget that has been spent.

o Detail is not shown for the Budget Allocations subcategory because it would duplicate actual budget
amounts to be assigned by unit.

Budget Allowance Summary Report (1 Jan 2011 - 27 Jan 2011)

Anywhere 1st (108) Page 1 of |
Annual Budget Assigned Budget
Subcategory Assigned by Linit Income Expenses Transfers Halance e Spent
Activitics (.00 (LRI 0D .00 (.00 -
Fathers and Sons 404D RLY] 0.0 (.00 400,00 Pa
Wand Activitics e LTRL (LRLI] -1 E.66 L T81.34 i
Adlmimi stration 3. 25000 (0.0 LLLEY (.00 3.250.00 Fa
Missionary 250,00 RN 0.0 .00 250,00 Pa
Budget Allocations
Cumriculum 450,00 (RN 0L (000 450,00 Pa
Dhstribution Center Charges H0H00HD ALY - 1800 .0 182,00 ¥
Elders Quorum 10000 0,040 000 (.00 100,00 Ps
High Pricsts 50,0 (LRLY] 0.0 000 50000 Pa
Library M)W [ 1M) .00 (100 300000 "o
Miscellancous L] (LRLY] 0.0 000 (0.0M) -
Bishopric (LR (LR 000 000 GO0, (M0 Pa
Cuarry over 193,01 {0040 LLLEY .00k 193,01 s
Choir ZEO.00 (LRLY] -l6.48 000 263,52 0%
Y MY W Combined S0 L) 25622 (.00 24378 1%
Primary 1,400, (W0 (0, (W) -122.76 0,00 1.277.24 P
Cub Seouts 100000 (.00 6725 (.00 932,75 ™a
Relicf Socicty [RLUELY] (LRLY] 0.0 0,00 [RLULELT] Pa
Single Adulis (R [.[M) LY AL [hIM) -

Sumday School 00,00 000,040 2%

cachers 000 i) Q50,04 B4
Young Women 2, 2000 (001 0.0 000 2,200,040 {1
Bechive 000 .00 000 000 (.00 -
Laurgls 0.0H) [0, [M) 0,00 i 0,00 -
Miamaids 0.0d) (0,01 0,00 0000 0,000 -
Total S17.305.01 SIb.00 £52519 S0.00 S16,677.82 394

2011 Budpget Balances:

2010 Carry Forward Balance S2405.28  Actual
First Cuearter Allowance 3134773 Actual
Second Quarter Allowance 4.000.00  Estimated
Third Cruarter Allowance 3500000 Estimated
Fourth Quaner Allowance 3500.00  Estmaned
Miscellancows Adjustiments 250,00  Estimated
Estimated’ Actual Anmel Budpset S17.203.01

Anmual Budget Assigned by Unit 17,.203.01

Unassigned Annual Budget S0,00

The Budget Balances section shown on the bottom of the report displays the total Estimated/Actual Annual
Budget, the Annual Budget Assigned by Unit, and the calculation of the Unassigned Annual Budget.



Budget Allowance Auxiliary Report

The Budget Allowance Auxiliary Report is similar to the old summary report. The report can be used to
summarize auxiliary budgets as compared to the assigned budget. It is not intended to be a summary of the
overall unit budget. That is the primary purpose of the Budget Allowance Summary Report.
Do this to access the report:
1. On the Finance menu, click More.

2. On the Budget menu, click Budget Report.
3. Inthe Type field, select Auxiliary Summary.
4. To view the report, click Preview.
Budget Allowance Auxiliary Report (1 .Jan 2011 - 27 Jan 2011)
United States Dollar
Anywhere 1st (108) Page 1 of |
*Previous
Subeategory Budget Activity Income | Expenses | Transfers Balance %% Spent
Activities S0.040 S0 S0.00 SA0.00 S0 SO0 -
Fathers and Sons 540000 S0.00 S0.00 SA0.00 S0.00 SA00.00 0%
Ward Activities SR00.00 S0 S0,.00 -S18.66 S0, 0 5781.34 2%
Administration 53 250,00 S0.00 S0.00 S0.00 S0.00 53.250.00 0%
Missionary 250,00 S0.00 S0.00 S0.00 S0.00 250,00 %%
Budget Allocations
Curriculum 545000 S0.00 50,040 S0.00 50,00 545000 0%
Distribution Center 520000 S0.00 S0.00 -S18.00 S0.00 S182.00 9%
Charges
Elders Quorum S 100,00 S0L00 S0.040 S0.00 50,00 S 100,00 0%
High Priests 50,00 S0.00 S0.00 S0.00 S0.00 £50.00 %%
Library 300,00 S0.00 S0.00 S0.00 S0.00 S300.00 %
Miscellaneous S0.00 S0.00 S0.00 S0.00 S0.00 S0.00 -
Bishopric SO00.00 S0 50.00 S0.00 S0 So00.00 L
Carry over 51.093.01 S0 S0.00 S0.00 50,00 51.093.01 0%
Choir 528000 S0 50,00 -516.48 50,00 5263.52 H%%
WW’\.N\_MQM L £0.00 $0.00 | -5256.22 S0.00 §243.78 P
R s ey T T e T T Py
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Budget Allowance Detail Report
The Budget Allowance Detail Report can continue to be used as before. Small changes have been made to
update titles. The report can continue to be distributed to leaders assigned to manage a specific budget.

Do this to access the report:

1. On the Finance menu, click More.

2. On the Budget menu, click Budget Report.

3. Inthe Type field, select Detail.
4. To view the report, click Preview.

Budget Allowance Detail Report (1 Jan 2011 - 27 Jan 2011)

Primary
Anyvwhere 1st (108) Page | of ]
Budget
Budget for 2011 | $1,400.00
Previous Activity
Net budget used before 1 Jan 2011 | S0.00
Income
Date Danor Amount
Total 50.00
Ex penses
Ref. No. Date Payee Purpose Amount
1927 9 Jan 2011 Hermions Silver Seriplure joumals 513376
Total -5122.76
Transfers
Ref. No. Date Transfer Source Comment Amount
Total 50.00
Remaining Budget
Remaining budget as of 27 Jan 2011 ] £1,277.24

B T A i e Vo i S
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Income and Expense Report

Changes have been made to the Income and Expense Report to remove subcategory detail for Budget. The
Income and Expense Report can still be used to review the Budget category summary but to review Budget
subcategory detail you must use the Budget Allowance Summary Report. A button has been added to the
Income and Expense Report screen to link to the Budget Allowance Summary Report. To review the added
functionality that has been added do the following:

1. On the Finance menu, click More.

2. On the Reports/Reconcile menu, click Income and Expense Report.

3. Inthe Report field, select Summary by Sub-Category.

4. On the Summary by Sub-Category screen, click Budget Report button on the bottom.

5. The Budget Allowance Summary Report will display.

& MLS i [=] B3

File Edit Finance Memhbership OCrganizations ReporsiForms  Cther Resources  Help
es | Income and Expense Report
Summary
Start Date: 1 January 2011 - End Date: 27 January 2011 Date Range: ICurrenWear bl l
| Category Balance Forward Incorme Expenses Transfars | Balance |
[T Authorized Member Financed ... £92.00 $0.00 f0.00 g0.00 F92.00=
[T Authorized Member Financed ... $0.00 $0.00 $0.00 $0.00 $0.00
[T suthorized Member Financed §0.00 $0.00 $0.00 §0.00 §0.00
[T Authorized Member Financed ... $1,581.76 F0.00 -$160.00 £0.00 $1,421.76
[T muthorized Member Financed .. $1,186.10 $0.00 §0.00 §0.00 $1,186.10
[T Eook of Marmon §0.00 §120.00 f0.00 -§115.00 Fa.00
[T FastoOfferings F602.02 §3,868.57 £0.00 -§3,593.42 47T
[T FastoOfferings:Food - Fast Of. §0.00 $0.00 $0.00 §0.00 §0.00
[T Fast Offerings:Housing - Fast ... F0.00 F0.00 -§1,200.00 §1,200.00 F0.00
[T FastOfferings:Medical - Fast ... $0.00 $0.00 F0.00 $0.00 $0.00
[T FastOfferings:Other - Fast O §0.00 §0.00 §0.00 §0.00 §0.00
[T Fast Offerings:Utilities - Fast ... £0.00 F0.00 f0.00 £0.00 £0.00
[T General Mizsianary Fund $0.00 F0.00 F0.00 $0.00 $0.00
[T Humanitarian Aid $50.00 23000 $0.00 -§265.00 $145.00
[T otherAuthorized Member Fina... F39.71 $0.00 f0.00 F233 $42.04j
Total:
Frint ' " Clearal Select Al “Budget Report
Disconnected SendiReceive Changes
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