Overview
The MDA budget submission templateNCOA is an MS Excel workbook that provides a structured template for budget submissions by MDAs. It is coded in accordance with the state government Chart of Accounts (based on the NCOA) and allows for efficient consolidation of budget submission by Ministry of Budget and Planning. worksheets to check the coding for five of the six segments of the National Chart of Accounts (NCOA) (all bar the Programme Segment).  The Error Checker checks for common issues that have been observed when reviewing State COAs. 
Errors in a State (or Federal or Local Government) coding can lead to a number of issues including issues with account systems, inconsistent and arithmetically incorrect presenting of budgets and financial reports. 
Structure of Workbook
The workbook as six worksheets as described below. 
	[bookmark: _Hlk33546454]Worksheet
	Description

	0. Summary
	Contains the options for choosing the budget year (year for which the budget is being prepared), choosing MDA, and selecting the period for current year budget performance

	1. Revenue
	Provides columns for revenue proposals including economic code (main head and detailed code), fund code (main head and detailed code), budget proposal amount, current year budget and performance, and prior year actuals. Also provides an output for the consolidation template used by Ministry of Budget and Planning 

	2. Personnel
	Provides columns for personnel expenditure proposals including economic code, function code (main head and detailed code), budget proposal amount, current year budget and performance, and prior year actuals. Also provides an output for the consolidation template used by Ministry of Budget and Planning

	3. Overhead
	Provides columns for overhead expenditure proposals including economic code (main head and detailed code), function code (main head and detailed code), budget proposal amount, current year budget and performance, and prior year actuals. Also provides an output for the consolidation template used by Ministry of Budget and Planning

	4. Capita Expl
	Provides columns for capital project proposals including description of project, programme code, economic code (main head and detailed code), function code (main head and detailed code), budget proposal amount, current year budget and performance, and prior year actuals. Also up to three sources of funding (e.g. general Capital Development Fund, specific grants or loans).  
Also provides an output for the consolidation template used by Ministry of Budget and Planning

	5. Capital Receipts
	Provides columns for capital receipts including description of receipt, economic code (main head and detailed code), fund code (main head and detailed code), budget proposal amount, current year budget and performance, and prior year actuals. 
Also provides an output for the consolidation template used by Ministry of Budget and Planning

	ADMIN.CA Summary MDA Proposal
	Checks errors in the Administrative Segment codes (up to 500 codes)Summary of Revenue (Recurrent and Capital Receipts) and Expenditure by Main Economic Class (Personnel, Overheads and Capital)

	EXP.CB.1 Revenue by Economic
	Checks errors in the Expenditure codes (Account Class 2) in the Economic Segment (up to 1,000 codes)Provides a summary of revenue by economic classification

	FUNC.CB.2 Capital Receipts
	Checks errors in the Fund Segment codes (up to 200 codes)Provides a list of capital receipts

	FUND.CC.1 Total Expenditure by Economic
	Checks errors in the Functional Segment codes (up to 200 codes)Provides a summary of expenditures (all classes of expenditure) by economic classification

	LOC.C LGC.2 Total Expenditure by Function
	Checks errors in the Functional Segment codes down for a Local Government Council (up to 100 codes)Provides a summary of expenditures (all classes of expenditure) by functional classification 

	LOC.C STATEC.3 Total Expenditure by Function 
	Checks errors in the Location Segment codes for a State Government (up to 100 codes)Provides a summary of expenditures (all classes of expenditure) by location

	REC.CC.4 Capital Exp
	Checks errors in the Revenue codes (Account Class 1) in the Economic Segment (up to 1,000 codes)Provides a list of capital projects 



Each worksheet has a similar structure as presented below – two columns into which the coding and descriptions should be pasted (blue highlighted cells – columns A and B), and two columns which will indicate the level of the code within the segment, and indicate if one of the common errors is present. 
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There are also a number of hidden columns where Excel runs calculations based on the Code and Description to identify any errors (when an error is identified, the relevant cell in the “Error Checker” column will turn red and the type of error noted. 
Types of Errors that will be Identified


The Error checkers will check for the following issues:
· Too many or too few digits in a code
· Hierarchical inconsistency – this can be a missed level within the coding (e.g. in the economic segment, moving straight from Sub-Account Type (level 2) to Sub-Account Class (level 4).  Or a line item code in the economic segment that doesn’t have the corresponding Level 1, 2, 3 or 4 code). 
· Missing Code or Missing Description
· Duplication of Codes or Description
· Wrong format of the code (some segments codes start with a zero (0) so they have to be formatted as text rather than a number (e.g. Administrative and Fund segments). The Economic, Functional and Location segments can be formatted as numbers. 
Use of MDA Template
[bookmark: _Hlk25490570]Note the templates will only work on genuine MS Excel, 2010 or later. 
Open MS Excel workbook named xx. The workbook will open on worksheet 0. Summary
For each revenue collected by the MDA (including any grants), select the following:
Budget Year (cell B1) from the drop down list

Period of Budget Performance (cell B3) from the drop down list. See Budget Call Circular for period required 

Save the workbook with the name and admin code of your MDA, for example “Budget Submission 011000100100 Government House” 
Go to worksheet 1. Revenue
For each source of revenue of recurrent revenue (only economic sub-account codes 11 and 12), choose the following:
Head Economic Code (column A) from the drop down list
Detailed Economic Code (column B) from the drop down list
Main Fund Code (column C) from the drop down list
Detailed Fund Code (column D) from the drop down list
Budget Proposal (column E) value
Current Year Budget (column F) value
Current Year Performance (for the period specified in the column header) (column G) value
Prior year actuals (column H) value
Go to worksheet 2. Personnel
Each area of expenditure (by economic classification) must be coded according to function and location.  For example, if staff are based in two locations (for example Damaturu and Potiskum), a separate submission (line in the worksheet) should be filled in for each location. Also if staff perform different functions, a separate submission (line in the worksheet) should be filled in for each function. 
For each submission, provide all of the following:
Head Economic Code (column A) from the drop down list
Detailed Economic Code (column B) from the drop down list
Main Function Code (column C) from the drop down list
Detailed Function Code (column D) from the drop down list
Location Code (column E) from the drop down list
Budget Proposal (column F) value
Current Year Budget (column G) value
Current Year Performance (for the period specified in the column header) (column H) value
Prior year actuals (column I) value
Go to worksheet 3. Overhead
Each area of expenditure (by economic classification) must be coded according to function and location.  For example, expenditures are in two locations (for example Damaturu and Potiskum), a separate submission (line in the worksheet) should be filled in for each location.
For each submission, provide all of the following:
Head Economic Code (column A) from the drop down list
Detailed Economic Code (column B) from the drop down list
Main Function Code (column C) from the drop down list
Detailed Function Code (column D) from the drop down list
Location Code (column E) from the drop down list
Budget Proposal (column F) value
Current Year Budget (column G) value
Current Year Performance (for the period specified in the column header) (column H) value
Prior year actuals (column I) value
Go to worksheet 4. Capital Exp
For each capital receipt (only economic sub-account codes 13 and 14), provide all of the following:
Project Description (column A)
Programme Code (column B)
Head Economic Code (column C) from the drop down list
Detailed Economic Code (column D) from the drop down list
Main Function Code (column E) from the drop down list
Detailed Function Code (column F) from the drop down list
Location Code (column G) from the drop down list
Budget Proposal (column H) value
Current Year Budget (column I) value
Current Year Performance (for the period specified in the column header) (column J) value
Prior year actuals (column K) value
For each project, the source(s) of funds must be identified. If a project is to be partially funded by general state funds and partially by a loan, grant or other source, each needs to be identified. The template includes up to three sources of funds. 
For each source of funds, the following is needed:
	Information Required
	Fund 1
	Fund 2
	Fund 3

	Main Fund Code
	Column L
	Column O
	Column R

	Detailed Fund Code
	Column M
	Column P
	Column S

	Amount (for budget proposal)
	Column N
	Column Q
	Column T


It should be noted that the Error Checker will not pick up every type of error, and some issues noted as errors will not require any changes (particularly duplicate descriptions). A thorough visual inspection of the COA coding is also advised. 
Instructions
Administrative Segment – the code and description should be pasted in columns A and B. There There are two peculiarities with this segment and the way the error checker has been developed. The Error Checker requires that all 12 digits are included in the coding – so for a Main Org, the code would be the sector (e.g. 01), the main org code (e.g. 11) and then eight zeros – giving 011100000000. Note column V provides a check balance to ensure the expenditure proposal is fully matched to source of funds. Cells in this column will automatically colour green if the source funds match the expenditure proposal. If there is a difference (negative implies not enough funds have been denominated, positive means too many) the cell will be coloured red. 
The error checker will only get for hierarchical issues based on three levels of the segment – Sector, Main Org and Sub-Org. 
Expenditure Codes (Economic Segment) - the code and description should be pasted in columns A and B. The number of digits at each level should be based on the number of digits required at the level and levels above. For example, for the Account Class (level 3 code), the code would have four digits (one for the Account Type, one for the Sub-Account Type and two for the Account Class). Go to worksheet 5. Capital Receipts 

Fund Segment - the code and description should be pasted in columns A and B. As with the Expenditure codes. the number of digits at each level should be based on the number of digits required at the level and levels above. 
Function Segment - the code and description should be pasted in columns A and B. As with the Expenditure codes. the number of digits at each level should be based on the number of digits required at the level and levels above.
Location Segment – location codes can be checked for a State or a Local Government. - the code and description should be pasted in columns A and B. As with the Expenditure codes. the number of digits at each level should be based on the number of digits required at the level and levels above.
For a State Government, the Error Checker assumes a structure that has three levels – level 1 is the State, level 2 is Senatorial District and level 3 is Local Government. (So the coding does not include a level for geo-political zone, nor ward). 
For Local Government, the Error Checker assumes a structure that has four levels – level 1-3 are the same as for the State (as above), level four is the ward. 
Revenue Codes (Economic Segment) - the code and description should be pasted in columns A and B. The number of digits at each level should be based on the number of digits required at the level and levels above. For example, for the Account Class (level 3 code), the code would have four digits (one for the Account Type, one for the Sub-Account Type and two for the Account Class). For each submission, provide all of the following:

Receipt Description (column A)
Head Economic Code (column B) from the drop down list
Detailed Economic Code (column C) from the drop down list
Main Fund Code (column D) from the drop down list
Detailed Fund Code (column E) from the drop down list
Budget Proposal (column F) value
Current Year Budget (column G) value
Current Year Performance (for the period specified in the column header) (column H) value
Prior year actuals (column I) value
This is the end of the budget submission. 
Save the workbook again including the date (DD-MM-YY) in the file name (for example “Budget Submission 011000100100 Government House 21-11-19”). Transit to MoBP. 
Any queries related to the MS Excel template – please contact…..
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