FBLA Monthly Budget 

Project
Directions:

You are the treasurer for FBLA (Future Business Leaders of America).  We just had a meeting and created our plan for this month.  You need to see if we have enough money to conduct all the activities that we want to for this month.  You are going to use the skills that you are learning in Computer Apps to create the monthly budget spreadsheet for FBLA.

Step 1 = Open up Excel.

Step 2 = Create a Banner Heading for the Worksheet 

· Merge cells A1:D1

· Make the cell height 30

· Create the title “FBLA Budget for September” in size 14 of any font

· Make the font color light yellow

· Make the cell color Gray 40% 

· Merge cells A2:D2

· Create a subheading “Prepared by: (insert your name)” in size 12 of the same font

· Make the cell color light yellow

· Make the cell height 20

· Add a border around the Banner Heading you created
Step 3 = Date Entry – the headings and subheadings are listed below (the formatting requirements are in the parenthesis next to the heading or subheading)
· In Column A
· Revenue (Bold, size 12)
· Dues (Italics, size 12, indent )
· Registration Payments (Italics, size 12, indent)

· Donations (Italics, size 12, indent)
· Fundraisers (Italics, size 12, indent)
· Total Revenue  (left align, Bold, size 12)
· Insert a blank row to separate Revenue from Expenses

· Expenses (Bold, size 12)
· T-shirts (Italics, size 12, indent)

· Meeting Food (Italics, size 12, indent)

· Rally in Macon (Italics, size 12, indent)

· Transportation Fee (Italics, size 12, indent)
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Chapter Social (Italics, size 12, indent)

· Recruitment Materials (Italics, size 12, indent)

· Gifts for Speakers (Italics, size 12, indent)
· Miscellaneous (Italics, size 12, indent)

· Total Expenses (left align, Bold, size 12)

· Insert a blank row to separate the Balance Section
· Beginning Balance (Bold, size 12)

· Net Income for September (Bold, size 12)

· Current Account Balance (Bold, size 12)

· In Column B
· Put in the following dollar amounts for the subheadings:

· Dues = $300.00
· Registration Payments = 900.00

· Donations = 50.00

· Fundraisers = 0

· Total Revenue = AUTO SUM revenues

· T-shirts = $250.00

· Meeting Food = 75.62

· Rally in Macon = 900.00

· Transportation Fee = 0

· Chapter Social = 209.54

· Recruitment Materials = 124.23

· Gifts for Speakers = 13.46

· Miscellaneous = 44.33

· Total Expenses = AUTO SUM expenses

· Beginning Balance = $1500.00

· Net Income for September = Subtract total expenses from total revenue to get this answer

· Current Account Balance = Subtract the Net Income from the Beginning Balance

Step 4 = Formatting the budget

· Adjust the columns to fit the entries (example: Net Income for September will not fit in A – you need to stretch Column A so that all the words are visible)
· Format the cells for the cash amounts to be currency

· The first entry in each section should have a fixed $

· Underline the last entry in revenue before total and the last entry in expenses before the total, and underline the entry for Net Income

· Look at the following budget example to refresh on how the budget should look.
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