Corporate Office Budget Planning Document

1. General Information

Department / Business Unit
Fiscal Year
Prepared By

Date

2. Executive Summary

3. Budget Overview

Category Planned Amount Notes
Personnel (Salaries, Benefits)

Office Supplies & Equipment

Technology (Software, Hardware)

Utilities & Maintenance

Travel & Training

Professional Services

Other Expenses

Total

4. Detailed Expense Breakdowns

Personnel

Operations



Capital Expenditure

5. Approval & Sign-Off

Manager / Director Name
Signature

Date
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