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ALLOCATIONS 
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ENTERING ADDITIONAL INCOME/EXPENDITURE AFTER 
BUDGET HAS BEEN FIXED 

 
Schools will receive 2 forms of income over the financial year, budgeted and 
non-budgeted. Budgeted income will reconcile against a cost centre where the 
income is expected, but non-budgeted will need to be allocated to an income 
and expenditure cost centre. 
 
If you receive additional non-budgeted income and only allocate to an income 
cost centre, this will cause an in-balance in your budget. Hence the reason to 
also allocate to an appropriate expenditure cost centre  
FMS Focus - Budget Management - Cost Centre Allocation. 
 

1. Choose cost centre that the income has been receipted to (ie SBS) and 
double click.  

2. You then need to choose the relevant ledger code to allocate the 
budget against and double click.  

3. It is suggested that the profile model is changed to manual to enable 
clearer monitoring. 

4. Enter the additional budget to be allocated. 
5. Also allocate this additional amount to the relevant month. 
6. Changes must be saved twice, on the second save a relevant narrative 

must be entered e.g. May IAN 
 
 

 

3. Click on 
profile model 

3. Change to 
manual entry 

4. Increase budget to 
allocate   

2. Double click 
on ledger code 

6. Second Save 
  

6. First Save 
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The above procedure also needs to be carried out for the appropriate 
expenditure cost centre(s). 
 
Check 
 
The Net Limit and Net Allocated figures must always be the same and they 
should total the previous year’s carry forward for all fund codes. If this is not 
the case you may need to contact your finance officer for support to rectify. 
  
 

 
 
 
All changes made to the budget allocations of a school must be accompanied 
by a “Changes to budget allocation sheet” (5.1 of Section 5: Useful 
documents). As per the schools finance policy this sheet must be agreed and 
signed either by the Headteacher or Chair of Governors depending on the 
size of the change in budget allocation made. 
 
 
 
 
 

Net Limit / Allocated 
figures 


