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	Budget Forms Policy
Owner/ Department: Finance



	Brief
	Every financial year, each department must submit their budget requirements using standard forms to the Finance department. The data provided in the forms will be used to determine the annual budget and must be filled with the required information as detailed in this policy.

	Purpose
	To provide guidelines on how to fill up the budget forms with the required information.

	Responsibilities
	Department Head: ensuring the budget forms are filled according to the guidelines highlighted in this policy, ensuring the accuracy and validity of the data provided in the forms, ensuring the correct applicable forms are populated and submitted, and ensuring the timely submission of the budget forms.

Finance Department, Planning & Reporting: providing guidelines and assistance to the respective departments as required.


	Guidelines


	Every financial year, the Finance Department will request the budget information from the respective departments, each Department Head will be responsible to fill out the applicable budget forms.
There are 6 different budget forms:

1) Manpower – Doc No 6220
2) Capital Expenditure (CAPEX) – Doc No 6221
3) Vehicle Planning – Doc No 6222
4) Facility Planning – Doc No 6223
5) Advertising and Marketing – Doc No 6224
6) Training & Development – Doc No 6225
Each Department Head must select the forms that are applicable to the respective department and fill it with the required information.

Please refer to the below list of forms applicable to each department:
S No
Department
Areas to be Covered
1
SAL
Manpower
Existing
TBF
TBA
Capex
2
MKT
Manpower
Existing
TBF
TBA
Advertisement
A&M Detail
& Marketing

A&M Summary
 

A&M Graph
Capex
3
RTL
Manpower (Outsource and SMSA)

Existing
TBF
TBA
Facility Planning
Existing
TBF
TBA
Capex
4
STN, HUB, LHL
Manpower (Outsource and SMSA)
Existing
GTW, FLT, LMX

TBF
 

TBA
 

Facility Planning
Existing
 

TBF
 

TBA
 

Capex
 

Vehicle Planning
5
SDC, HCD, MRM
Manpower (Outsource and SMSA)
Existing
MRM, SFD, ITD

HRD, ADM, FIN

TBF
PUR, QRM, IAD

TBA
LGL, STG, LOG

Capex
Training & Development

Once the applicable forms for the department have been identified, they must be populated according to the below guidelines:

1) Data validity & accuracy must be ensured by the submitting Department, the Department will be responsible for the data submitted.
2) The Department name, Currency, Period, and Year must be entered.

3) All the applicable forms must be submitted together.

4) The forms must be submitted before the submission deadline, and in the case of late submissions the management reserves the right to accept or reject the late submissions. In case of rejection of the late submission, the existing scenario may be carried over to the next financial year for that department.

5) The format of the forms must be followed and must not be adjusted (e.g. additional sheets, font, etc. must not be added/changed).

6) All new requirements and additions must be provided alongside the proper justification as to why these requirements are needed.

7) The duly-filled forms must be submitted to:

· Jubin Paul Antony jpantony@smsaexpress.com 
· Mohammed Abdulraheem mabdulraheem@smsaexpress.com.
8) The submission deadline of the completed forms is on the 5th of July of the current Financial Year.
Specific instructions on how to populate each form is provided within the forms along with examples. If a department still requires additional assistance or guidance, they can coordinate with the Finance department.
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