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Purposes of Budget Document

Distinguished Budget Presentation Awards Program
• Policy Document
• Financial Plan
• Operations Guide

• Communications Device

Presenter
Presentation Notes
Policy Document 
Coherent statement of entity-wide, long term financial policies
Coherent statement of entity-wide, non-financial goals and objectives that address long-term concerns and issues
Describe the entity’s short-term initiatives that guide the development of the budget for the upcoming year
Include a budget message that articulates priorities and issues for the budget in the new year
Include clearly stated goals and objectives of organizational units

Financial Plan
Include and describe all funds that are subject to appropriation
Present a summary of major revenues and expenditures, as well as other financing sources and uses, to provide an overview of the total resources budgeted by the organization
Include summaries of revenues and other financing sources, and of expenditures and other financing uses for the prior year actual, the current year budget and/or the estimated current year actual, and the proposed budget year
Describe major revenue sources, explain the underlying assumptions for the revenue estimates, and discuss significant revenue trends.
Include projected changes in fund balances
Include budgeted capital expenditures
Include financial data on current debt obligations, describe the relationship between current debt levels and legal debt limits, and explain the effects of existing debt levels on current operations

Operations 
Describe activities, services or functions carried out by organizational units
Provide objective measures of progress toward accomplishing the government’s mission, as well as goal and objectives for specific units and programs
Include an organizational chart of the entire entity
A schedule or summary table of personnel or position counts for prior, current and budgeted years shall be provided




Your Document as a Communications Device

• Provide Summary information, including an overview of significant 
budgetary issues, trends, and resource choices.

• Explain the effect, if any of other planning processes upon the 
budget and the budget process.

• Describe the process for preparing, reviewing, and adopting the 
budget for the coming fiscal year.

• Charts and graphs should be used to highlight financial and 
statistical information.



Your Document as a Communications Device

• Provide narrative, tables, schedules or matrices to show the relationship 
between functional units, major funds, and nonmajor funds in the 
aggregate

• Include a table of contents to make it easy to locate information in the 
document.

• A glossary should be included for any terminology that is not readily 
understandable to a reasonably informed lay reader.

• Include statistical and supplemental data that describe the organization, 
its community and population.

• Document should be produced and formatted in such a way as to 
enhance its understanding by the average reader.



Charts, Graphs, & Visual Ideas



Reader Guide

Presenter
Presentation Notes
Establish a consistent look for division pages.
Provide a guide for readers to understand what information is presented for each area



Infographic

• Demographic information
• Location
• Population
• Age Distribution
• Income
• Education
• Homeownership
• Home Value
• Land Use



Budget Process



Visual Enhancements



Cover & Section Dividers



Utilizing Adobe Acrobat Pro



Creating Budget Sections



Bookmarks



Links



Page Numbers

1. Edit PDF
2. Add Header & Footer
3. Click “Insert Page Number” with cursor in desired 

location
4. Click Page Number and Date Format
5. Adjust settings as needed



Electronic Page Numbers



Resources

• Adobe Acrobat Pro 2017
• Check with your IT Department
• Licensing available with Texas DIR pricing

• $328.00 one time cost
• https://helpx.adobe.com/support.dc.html

https://helpx.adobe.com/support.dc.html


Questions

meg.jakubik@bedfordtx.gov

817-952-2117
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