Standard Operating Procedure (SOP)
Annual Budgeting and Financial Reporting

This SOP details the process for annual budgeting and financial reporting, covering the preparation of the yearly
budget, allocation of resources, monitoring of financial performance, and the compilation of comprehensive financial
reports. The aim is to ensure accurate financial planning, effective fund management, and transparent reporting to support
informed decision-making and regulatory compliance.

1. Purpose

To establish standardized procedures for developing, monitoring, and reporting the organization's annual budget and
financial status, ensuring alignment with strategic goals and compliance requirements.

2. Scope

This SOP applies to all departments involved in the preparation, review, and approval of the annual budget and the
financial reporting process.

3. Responsibilities

Role Responsibility

Coordinate budgeting, consolidate data, prepare financial reports, and monitor financial

Finance Department
performance.

Department Heads Submit departmental budget proposals, track expenditures, and provide necessary financial

data.
Executive Review, revise, and approve the final budget and financial reports.
Management
Internal Audit Review compliance and accuracy of budgeting and reporting processes.

4. Procedure

4.1 Budget Preparation

1. Finance issues budget preparation guidelines and timelines to all departments by [Date].

2. Department Heads prepare and submit budget proposals, including anticipated revenues and expenditures, by
[Date].

3. Finance reviews, consolidates, and aligns departmental budgets with organizational goals and past performance.

4. Draft consolidated budget is reviewed by Executive Management. Amendments are made as needed.

5. Final budget is approved by Executive Management and communicated to all departments.

4.2 Resource Allocation

1. Finance allocates approved funds to departments per the finalized budget allocations.
2. Finance tracks distribution and records all fund transfers in the financial system.
3. Department Heads ensure expenditures remain within allocated budgets.

4.3 Financial Performance Monitoring

1. Finance conducts monthly/quarterly budget variance analyses.
2. Finance provides regular financial updates to departments and Executive Management.
3. Corrective actions are proposed and implemented where significant variances occur.

4.4 Financial Reporting

1. Finance prepares annual financial reports, including balance sheet, income statement, and cash flow statement, by
[Date].

2. Reports reviewed for accuracy by Internal Audit.

3. Executive Management reviews, approves, and signs off on annual reports.

4. Final reports distributed to relevant stakeholders and submitted to regulatory authorities as required.



5. Documentation

Budget Preparation Guidelines
Departmental Budget Proposals
Budget Approval Records

Fund Allocation Records
Variance Analysis Reports
Annual Financial Statements
Audit Reports

6. Review and Revision

This SOP will be reviewed annually or upon significant regulatory/organizational changes. Updates must be documented
and communicated to all relevant personnel.

7. References

¢ Applicable Financial Policies and Regulations
¢ Organizational Strategic Plan
¢ Accounting Standards
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