
Northern Star Council, BSA 
 

BUDGET PLANNING AND ACCOUNT SHEET 
 

Prepare:  1) For any district or council activity or training event.  2) Minimum of ninety (90) days prior to activity.  
3) Submit all copies of estimated budget to Director of Program.*  4) Actual report due within thirty (30) days 
following the activity to the Director of Program. 

 
 

Event Name      Date of Event     District     

Event Location        Cost Center #          -20  

Attendance: Estimated: Youth     Adults     Staff     

  Actual:  Youth     Adults     Staff     

LINE ITEMS ESTIMATED AMOUNT ACTUAL AMOUNT 
INCOME:     Account # 
______Adult Fees at $          (6801 or  6815) 
______Youth Fees at       (6801) 
Miscellaneous       (6831) 
Miscellaneous       (6831) 

TOTAL INCOME 
 
EXPENSES:     Account # 
Program Materials/Printing      (8103) 
Entertainment       (8103) 

Transportation Fares      (8711) 
Postage             (8301) 
Food/Refreshments      (8104) 
Catering (only for district dinner type events)   (8803) 
Facility Rental       (8402) 
Camping Fees (per person)     (8402) 

Equipment Rental        (8501) 

Printing        (8601) 
Recognition - Adult / Youth       (9152) 
Gifts-In-Kind (Attach List)   
 
Sub Total Expenses   
Contingency (15% of total income) 
 

TOTAL EXPENSES 
 

 
     
     
     
     
     
 
 
     
     
     
     
     
     
    
     
     
     
     
     

 
     
     
 
     

 
     
     
     
     
     
 
 
     
     
     
     
     
     
     
     
     
     
     
     

 
     
     
 
     

 
BALANCE (net to offset other events) 

 

 
     

 
     

 
Prepared by: (Volunteer)        Date    

       (Professional)       Date    
Director of Program Approval       Date    
Submitted to Accounting:         Date    

 
*Budget approval must be secured before any purchases, ordering, etc. 

Note:  Following final approval make 3 copies, original copy goes to event file through staff leader, one copy to program department, 
one copy to activities committee staff adviser, and one copy to Accounts Payable. 

 

 



Northern Star Council, BSA 
 BUDGETING DISTRICT AND COUNCIL EVENTS  
 
 Excerpts from Council Policy 
 Prepared by the Council Activities Committee 
 
A. Whenever a council-approved council/district event will incur expenses and/or have income, an approved budget 

must be on file with the council accounting office.  The budget should be prepared by the event chairperson and 
committee with the assistance of the professional staff adviser.  The budget is then routed through the Director of 
Program and recorded so that expenses may be paid by the council in accordance with correct accounting 
practices. 

 
B. Checks should be made payable to the Indianhead Council and all income should be handled by the accounting 

department. 
 

The intent of the budget is to fairly reflect anticipated costs versus anticipated expenses, and to balance.  These 
expenses should include a standard 15% for support of the council budget in the form of typing, copying, 
telephone, etc.  A Scout's fee should be held as low as possible, and reflect only the expenses incurred by 
participating in the program.  

 
C. All purchases of materials and/or rental of facilities are to be supported by a purchase order; forms are available 

from field staff or program department and must clearly note the event and appropriate expense account category. 
 
D. Refunds should be made only in accordance with stated refund policy.  All refunds should be disbursed in the form 

of a council check.  All income at an event must be properly receipted.  Receipts should be used to prepare the 
"actual" portion of the budget worksheet, and then saved in an appropriate event file for at least two years. 
 

E. The distribution of budget forms is: original of the budget form should remain in the event file, one to the controller, 
one to the program department, and one will be mailed to the appropriate activities committee chairman. 

 

Expense Summary 
 

 
Date 

 
Paid to: 

 
Expense for: 

 
Amount 

 
Account # 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

The expense summary is to help you record and track your expenses for an event. 
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