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General Fund Budget Submission Requirement 
• Louisiana R.S. 17:88 states that “A statement of the general fund and each special 

revenue fund budgets shall be submitted no later than September 30 of each year 
to the State Superintendent of Public Education for review and approval.” 

• The process to comply with this statute is commonly referred by the LDOE as 
the “General Fund Budget.”
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General Fund Budget Submission Requirement

• The LDOE provides notice to school systems annually about the 
General Fund Budget requirements and supplies forms through the 
weekly newsletter in mid-July each year.
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General Fund Budget Submission Requirement 

● Louisiana R.S. 17:88 states that “each city and parish school 
board shall adopt, no later than September 15 of each year, a 
budget for the general fund and each special revenue fund for 
the fiscal year, reflecting expected revenues and probable 
expenditures for the year.  

● The General Fund Budget must be officially adopted by the 
school system before submission to the LDOE.  

● The budget adoption process is governed by the Local 
Government Budget Act
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Budget Adoption Process

● The Local Government Budget 
Act (LGBA), found in Louisiana 
R.S. 39:1301-1315, directs 
political subdivisions of the 
State as to the manner in 
which the budget of the 
political subdivisions shall be 
adopted, implemented, and 
amended.
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The Louisiana Legislative Auditor (LLA) 
has prepared a summary document to 
provide easy access to the 
requirements of the Local Government 
Budget Act.

Local Government Budget Act FAQ 10-
19 Update

https://www.louisianabelieves.com/docs/default-source/links-for-newsletters/lgba-faq-10-19-updatea839025c8c9b66d6b292ff0000215f92.pdf
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Budget Adoption Process

The LLA has also developed a very 
informative Frequently Asked Questions
document
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Budget Adoption Process
Key Points to Note:

● The school board proposed budget shall be completed and 
submitted to the school board members and made available for 
public inspection no later than 15 days prior to the date for 
budget adoption.

● Plan the budget adoption process so there is ample time to 
provide for the period of public inspection plus adoption 
proceedings prior to September 15.
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Budget Adoption Process

● The statute specifies that the budget adopted shall contain a statement for the 
general fund and each special revenue fund showing:

● Estimated fund balances at beginning of year;
● Estimate of all receipts and revenues to be received;
● The revenue itemized by source;
● The recommended expenditures itemized by department, function and
● character;
● The other funding sources and uses;
● The estimated fund balance at the end of the fiscal year.

R.S. 39:1305(C)(2)(a)
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Budget Adoption Process

● Certified copies of the budget shall be maintained by the school superintendent 
once the budget has been officially adopted.

● In no event shall a budget amendment be adopted proposing expenditures that 
exceed the total of estimated funds available for the fiscal year. 
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General Fund Budget Requirements
• Louisiana R.S. 17:88 states that “A statement of the general fund and each special 

revenue fund budgets shall be submitted no later than September 30 of each year 
to the State Superintendent of Public Education for review and approval.” 

• The statute details the data that must be included for review by the LDOE.
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General Fund Budget Requirements

• Required documents to be submitted to the LDOE include:

• General Fund Budget Form A

• Signature Page

• School System Adopted Budget 
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General Fund Budget - Form A 

● The form provided by the LDOE for submission of the
school system budget data is commonly referred to as
“Form A.”

● This form provides for an organized manner in which
to provide budget data.
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General Fund Budget - Form A

● The EXCEL formatted General Fund Budget Form A
provided by the LDOE must be used in submitting the
general fund and special revenue budget data.



19

General Fund Budget - Form A

Key steps on completing the form:

● School System name must be in Cell D4.

● Round to whole dollars; do not include decimals or cents.

● Data should not be entered in the grey shaded cells.
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SAMPLE - PRIOR YEAR
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General Fund Budget - Form A

● The actual expenditures reported on the General Fund Budget Form A must 
match the figures reported in the Annual Financial Report.  

● The ending fund balances for the prior fiscal year must match the beginning 
fund balance for the current fiscal year.  
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SAMPLE - PRIOR YEAR
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General Fund Budget - Form A

Common Errors:

• Not submitting the Form A in Excel

• Not entering the school system name in cell D4. 

• The LDOE cannot accept forms that are incomplete.

• Not properly recognizing the School Lunch Fund in cell J16.
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Signature Page

Signature Sheet
The Signature Sheet is required and 
certifies the budget submitted contains 
a true and full report of revenues and 
expenditures.  

The sheet must be signed and dated 
and submitted along with the General 
Fund Budget Form A.

SAMPLE - PRIOR YEAR
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School System Adopted Budget 

• The budget adopted by the school system should be prepared in such a manner 
as described by the Local Government Budget Act and according to budgeting 
best practices.

• To be compliant with submission requirements, an adopted budget should 
include:  

• General Fund Summary

• General Fund and Special Revenue Statements
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School System Adopted Budget 

General Budget Summary
• The general summary of the adopted budget shall be a comprehensive view of 

the school system budget representing total funds.  

• This summary shall include at a minimum projected revenues and receipts, 
expenditures and disbursements, beginning fund and cash balances, and 
ending fund and cash balances. 

• It is also beneficial to include comparisons to prior year in this report.
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General Fund Budget Requirements
General Fund and Special Revenue Statements
As outlined in Louisiana R.S.39:1305, a statement for the general fund and for each 
special revenue fund shows the following in a clearly presented detailed comparison:

● Estimated fund balances at the beginning of the year
● Estimates of all receipts and revenues to be received
● Revenues itemized by source
● Recommended  expenditures  itemized  by  agency,  department,  function,

and character
● Other financing sources and uses by source and use
● The estimated fund balance at the end of the fiscal year



29



30



General Fund Budget Form 
Submission 
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Documents to Submit

In order to fulfill the General Fund Budget Submission requirement the
following documents must be submitted:

1. General Fund Budget Form A (Excel format, with System Name in Cell D4)

1. Signature Sheet (PDF) Signed and dated

1. Detailed adopted budget as approved by the school system (in PDF) including:
● General Budget Summary
● General Fund Statement
● Special Revenue Statement

https://www.louisianabelieves.com/docs/default-source/links-for-newsletters/fy2021-2022-general-fund-budget_form-a.xlsx?sfvrsn=c5d96418_4
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Submission Date 

• The required documents must be submitted to LDOE no later than close of 
business on September 30.  

• If September 30 falls on a Saturday, then the documents must be submitted on 
September 29. 

• The September 30 deadline is required by Louisiana statute and thus the 
department has no ability to extend the submission deadline.  

• Timely submittal of all of the packet places a school system in compliance with 
the requirements of R.S. 17:88 and earns the school system a good rating in the 
annual Financial Risk Assessment process for meeting a good business practice 
standard.  
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Submission Method 

• The documents in the form specified (EXCEL or PDF) must be emailed to
schoolfinancehelpdesk@la.gov

mailto:schoolfinancehelpdesk@la.gov
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Questions?
Send questions to schoolfinancehelpdesk@la.gov or 
call School System Financial Services Office at (225) 342-3617.  

Visit Business Manager Support Library for additional 
resources.

mailto:schoolfinancehelpdesk@la.gov
https://www.louisianabelieves.com/resources/library/browse-by-category/business-manager-support-library
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