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SW 799: Mini-Course on Budgeting & Fiscal Management  

 

Term: Spring/Summer 2017 
Credit Hours:  1 
Instructor: Barb Hiltz, MSSW 
Contact Details: bshiltz@umich.edu, 734-883-2213 (c) 
Time/Place: July 8th & 15th, 9:00am - 5:00pm  
Office Hours: By appointment 

 
INTRODUCTION 
Welcome to Social Work 799. Please feel free to make appointments or ask questions via 
e-mail. Please allow 24 hours for email responses. Emails may not be returned over the 
weekend. In the subject line please put “SW799”. For brief questions, I will often be available 
during class breaks and following class.  
  
If you have a disability or condition that may interfere with your participation in this course, 
please schedule a private appointment with me as soon as possible to discuss accommodations 
for your specific needs. This information will be kept strictly confidential. Please also contact the 
Services for Students with Disabilities office at G-664 Haven Hall, 734-763-3000 to coordinate 
reasonable accommodations for students with documented disabilities. 
 
University of Michigan is committed to advancing the mental health and wellbeing of its 
students. If you or someone you know is feeling overwhelmed, depressed, and/or in need of 
support, services are available. For help, contact Counseling and Psychological Services 
(CAPS) at (734) 764-8312 and https://caps.umich.edu/ during and after hours, on weekends 
and holidays, or through its counselors physically located in schools on both North and Central 
Campus.  You may also consult University Health Service (UHS) at (734) 764-8320 and 
https://www.uhs.umich.edu/mentalhealthsvcs, or for alcohol or drug concerns, see 
www.uhs.umich.edu/aodresources.  For a listing of other mental health resources available on 
and off campus, visit: http://umich.edu/~mhealth/.  
 
In the event of an emergency, dial 9-1-1 from any cell phone or campus phone.  
All University of Michigan students, faculty and staff are required to familiarize themselves with 
emergency procedures and protocols for both inside and outside of the classroom. In the event 
of possible building closure (i.e. severe weather conditions, public health notices, etc.) you may 
contact (734)764-7793 for up-to-date School closure information. 
 

 

mailto:bshiltz@umich.edu
http://click.actionnetwork.org/mpss/c/0wA/ni0YAA/t.1sr/gvbOAN2bSB-m_MMiQG6DHg/h0/jbPE8mifOYh9ZTFY4-2F4ex-2BcgfBJwEVKiEAPK-2BBMKw67eFRuP-2FARjUwXoUN7AH4sbZ0qZGoVghrNr-2FQRvO3ddjLH-2FMjziLIQsHYP5OMp-2B-2FGvW5GWw-2BhJZgLGvZKSZC2kIvb4DsIRdwOnDI8lHcX7hTVbzXDFcV9tWPnwvDnoBujvd5FoSz3o-2B5GmLtI21gf8e5G5c2mBOtSk7RwsoDA2gcTWt5HmektqBHN-2FhP1N-2BsxD9apFJtEcw1BDARcwLskKY7togbCrX2253sFn3-2FyxVsg-3D-3D
http://click.actionnetwork.org/mpss/c/0wA/ni0YAA/t.1sr/gvbOAN2bSB-m_MMiQG6DHg/h2/oP32kiuHXvNwJ-2BGou1c-2F3FQapQ5bx-2FfCisCI31j2zY2FyL4BAsoKFwwz-2BPQdDFWeJjBx-2F1dimCNYzQpuI4jjAHT7MmiEMnOFM-2Bx9X-2FdEgT5p8Rq3asL2NNmFlSFEBPJopAbTNo6MSX2yezTYAVsM1h-2FX8GlOIx0TiWNa9ZkUmCNvMNDNTbvn5-2FfZKH57QE1AkXvSnfs90xXvpIm4zB4ykLERXAs-2F-2FBklE32hlOpVJigAOXVDY0GswE7GjYNrvi9xrNYZ9-2FyXNdy07drVFTEKaV1-2BkR2frhsHO3nFwYNEBDA-3D
http://click.actionnetwork.org/mpss/c/0wA/ni0YAA/t.1sr/gvbOAN2bSB-m_MMiQG6DHg/h3/dlXw-2B-2BrFbnvz4-2F0PUyHEK9OEeWkjxYLFZ6iYz-2F7MQHkQ6Hwxk0UtEHA23LWOCYc-2Flg48vA5P0Arzo0L3KFD4a3NtL0EdV0rYmIO-2F2Qco6Nicv8hD59i1wfhEL-2Bm-2BAg4MDyImktJfOzprUulePkdUhvUWZyxy-2B8vd-2FWFzQjq5VfBVKIRyGcquV-2BnDvASxI0beqvObeDESdBYs-2B-2FDbhOyBaUMO0GFxBdAa4AJKQoE7SZaFqK7009CJ-2FywEI-2F6mir3uadP-2B5-2BLD-2BpS-2F51aBZfMrsA-3D-3D
http://click.actionnetwork.org/mpss/c/0wA/ni0YAA/t.1sr/gvbOAN2bSB-m_MMiQG6DHg/h1/36Gq4-2F3niUnzPyyRf-2BAOrtZp9EUXw4VV93TeV2pngezLaxone85BdNKXn1g2Jx-2FuDfMSSFobmWbV-2FYiar5tJhs3Q2gRUP1SQ0HbvtDDaYDUnr1GcE-2BF6L4OlwxFKeHyt-2F5VCM9o10jt8hZSspZLjvmSR8BrXaaF2LVo3PJ8Csf8TAZpIEQEdhIp7IFYCHUPj42ruawdUtW7bWGqqaULDEOjmwSljwuiEtBgoN7nP-2B-2F3xdTML2FiUcGTcNpbPu4oW-2FRkTh-2B0A48zQKrDyT8cGzrCNPLZoWjqM9dr7hKqkQRg-3D
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Be Prepared. Familiarize yourself with the emergency card posted next to the phone in every 
classroom/meeting room. Review the information on the emergency evacuation sign (located 
nearest the door) and locate at least (2) emergency exits nearest the classroom. 
 
If you are concerned about your ability to exit the building in the case of an emergency, contact 
the Office of Student Services and/or email ssw-ADAcompliance@umich.edu.  
For more information view the annual Campus Safety Statement at http://www.dpss.umich.edu/.  
Register for UM Emergency Alerts at 
http://www.dpss.umich.edu/emergency-management/alert/.  
 
This course utilizes Canvas as a resource for all course readings outside of the required text as 
well as for the submission of assignments. Assignment descriptions/postings, readings for each 
class and grading can be found on the site. Please review the site carefully.  
 
 
COURSE DESCRIPTION 
This course will present the fundamental knowledge and skills needed to develop and manage 
the budget of a nonprofit social service organization and its programs. Students will learn to use 
the techniques necessary to: 1) Plan, develop, display, revise, monitor, and evaluate a program 
budget; 2) Evaluate past financial performance (e.g. financial statements); 3) Monitor and 
evaluate the cost-efficiency and cost-effectiveness of a nonprofit program and a non profit 
organization. 
 
 
COURSE CONTENT 
This course will present the basic knowledge and skills required for planning, managing and 
understanding the finances of a small nonprofit agency and its programs. The course will 
include exercises to develop and manage a fiscal year budget for a program in an agency, 
along with a review of relevant policies and procedures in public and nonprofit human services 
organizations. Students will learn to understand cost analysis, calculate simple unit costs, and 
estimate income.  
 
Students will also receive an introduction to the process of overall organizational financial 
planning and auditing, including such topics as the role of Boards of Directors and consultants in 
financial management, planning, and evaluation. Calculation of indirect (overhead) costs, 
allocation methods, and issues of continuation funding will be discussed. Students will also 
learn to develop an annual budget. Development of such a budget will include estimating and 
allocating the costs of personnel, which is the major expense in human service programs. 
Estimation of costs of needed non-personnel items, their procurement, and their allocation 
among cost centers will also be reviewed. Students will review how basic financial transactions 
are reported through standard accounting procedures, how revenues and expenses are 
monitored (e.g., monthly statements of budget variances) and how all the finances of the 
agency are consolidated into typical financial statements (balance sheets, statements of cash 
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flows, and statements of functional expenses) each fiscal year. Additional topics are introduced 
to highlight contemporary issues affecting financial stability, such as risk management. 
 
 
COURSE OBJECTIVES 
Upon completion of the course, students will be able to:  

1. Describe and illustrate the cycle of budget development for a fiscal year (including 
planning, startup, execution, monitoring, and continuation funding). (Practice Behaviors 
10.b.MHS, 10.c.MHS, 10.d.MHS)  

2. Specify frequently found budgeting issues in the planning of: (a) personnel resources 
(e.g. full-time vs. part time employees, permanent and temporary employees, regular vs. 
contractual employees, qualifications, fringe benefits, etc.); (b) non-personnel resources 
(e.g. equipment, occupancy, supplies, etc.); and (c) the needs of employees personnel 
and non-personnel resources; calculate ratios to allocate adequate personnel and 
non-personnel resources for employees in different cost centers. (Practice Behaviors 
4.MHS, 10.a.MHS)  

3. Express in a clear, written format the justification for all proposed budget items. (Practice 
Behavior 10.c.MHS)  

4. Develop and interpret financial reports that monitor: (a) the revenues and expenses of a 
human service program; and (b) the overall financial status of a human service 
organization (e.g. year-to-date reports, annual reports, balance sheets, etc.). (Practice 
Behaviors 1.MHS, 10.d.MHS)  

5. Critically examine the linkage between budgeting and fiscal management and other 
areas of a human service organization's operation (e.g., mission, fund development, 
program development, service delivery, program evaluation, human resources, 
management information systems, inter-organizational relations, etc.) with special 
attention to relevant social work ethics and values. (Practice Behaviors 2.MHS, 3.MHS, 
5.MHS)  

6.  Demonstrate knowledge with standard accounting concepts, principles, and systems, 
and their application in human service organizations. (Practice Behavior 6.MHS) 

7. Describe the different types of revenues that human service organization use (e.g.,
grants, contracts, donation, fees, etc.) (Practice Behavior 9.MHS)  

8. Describe and apply the responsibilities of social work practitioners in effective oversight 
and management of human service organizational resources (e.g. management, of cash, 
investments, endowments, and other resources). (Practice Behavior 10.c.MHS)  

9. Analyze how the key diversity dimensions such as ability, age, class, color, culture, 
ethnicity, family structure, gender (including gender identity and gender expression), 
marital status, national origin, race, religion or spirituality, sex, and sexual orientation, 
impact practitioners' decision making. (Practice Behaviors 4.MHS, 5.MHS) 

 
 
COURSE DESIGN  
This course design involves mini-lectures, in-class exercises, proposal writing and applied 



 
 
 

4 

assignments.  

Theme Relation 
to Social 
Justice: 

Student designed projects will be required to reflect a commitment to 
social equity such that program outcomes accommodate the needs of 
disadvantaged populations. Students will learn how to promote social 
causes, to increase awareness of social injustice, and examples from 
social justice and social change organizations and the financial 
management challenges they often face are discussed. 

Theme Relation 
to Behavioral 
and Social 
Science  

This course will review current theories and conceptual models of the 
incorporation of agencies and the resource environment facing human 
service organizations and their programs.  The results of empirical 
research on the funding, budgeting, and financial management of 
human service and related organizations are included.  

Relationship to 
SW Ethics and 
Values: 

Ethical and value dilemmas unique to management will be presented 
in this course. Students will be introduced to the potential conflicts of 
interest that can occur when several different parties are involved in 
large sums of money (e.g., intentional and unintentional deception, 
making decisions that are not in the best interests of the various 
players, fraud, and corruption). Other ethical dilemmas can include 
discrimination based on personal or social identity. This course will 
provide examples and tools on how to discuss and overcome 
discrimination in management while using implicit bias and 
microaggressions as examples.  

 
REQUIRED READINGS 
All required readings are uploaded to Canvas. Readings must be done prior that class session. 
 
To be read prior to class #1: 
Barr, K, Bell, J (2011, December). An Executive Director’s Guide to Financial Leadership. 
Nonprofit Quarterly. 
 
Kimball, M., Smith, N. (2013, October). The Myth of ‘I’m Bad at Math’. The Atlantic. 
 
The Bridgespan Group. (2009). How to Talk Finance So Non-Financial Folks will Listen. 
Bridgestar. 
 
To be read prior to class #2: 
Social Venture Partners. (2012, June). Interpreting Financial Statements.  
 
RECOMMENDED READINGS 
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McLaughlin, T (2009). Streetsmart financial basics for nonprofit managers (3rd ec). Hoboken, 
NJ: John Wiley & Sons, Inc.  
 
Dropkin, M., Halpin, J., La Touche, B. (2007). The budget-building book for nonprofits (2nd ed). 
San Francisco, CA: Jossey-Bass 
 
 
CLASS SCHEDULE 
Topics may be modified throughout the course.  Refer to Canvas for the most updated class 
schedule. 

 
Class 1 (7/8/17): Budgeting 
Perceptions of money, budgeting and fiscal management 
Roles in budgeting and fiscal management 
Budgeting 

● Those involved 
● Types and approaches to budgeting 
● Parts of a budget  

○ Income sources 
○ Expense categories  
○ Justifications 

● The role of overhead 
● Samples and practice 

 
Class 2 (7/15): Fiscal Management  
Understanding common financial statements 

● Statement of Financial Activity 
● Statement of Financial Activity  
● 990  
● Audits  
● Samples and practice 

The role of risk 
 
ASSIGNMENTS 
This course has two graded assignments. Both are to be submitted through Canvas. The course 
also has an expectation of active participation.  
 
Assignment #1: Expense Tracking  
Due: 7/7/2017 by 11:59pm 
Begin tracking: No later than 6/9/17 
 
One way to gain the most accurate projection of future costs is to fully understand past and 
current spending behavior. Organizations, like individuals, often spend money that we don’t fully 
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consider.  Community benefit and nonprofit organizations have an even higher level of 
responsibility because we are spending the community’s dollars. The expectation of the donors 
is that the money is being spent judiciously. 
 
In this assignment, you will monitor your own spending behavior for a period of four (4) 
weeks, prior to the start of class. The intent is not to adjust your behavior, but rather, to 
monitor it. You will: 
 

1. Track all of your personal expenditures for a period of four (4) weeks.  
You can track using an app or website like Mint, or you can develop a simple Excel 
spreadsheet.  You must track everything.  No cup of coffee, trip to the grocery store or 
night out can be left off of the tracking sheet. You should note the item and the amount 
you spent. An optional, description column can also be used to help you remember the 
expenditure, since we will be using this data in an in-class budgeting assignment. For 
example: 
 

Item Amount Description (optional) 

Coffee $3.50  

Groceries $73.75 Kroger, one week 

Pharmacy $24.00 personal 

 
Please feel free to use a generic “item” heading for items you deem too personal to 
disclose (as I did above with “pharmacy”). In the event that you cannot think of a broad 
category that provides you with the level of privacy you desire, please use a category 
called “Miscellaneous.” 

 
2. Submit your data in an Excel format.   

It is advisable to use a tracking vehicle that can be easily downloaded into Excel (or as a 
CSV file and then to Excel).  
 
A report of your tracking will be due on 7/7/2017 at 11:59pm, the day before the first 
class session.  Please also bring a copy of the data to class, as it will be used as the 
basis for class work.  

 
Assignment #2: Create a Budget 
Due: 7/23/2017 by 11:59pm  
 
This is a group assignment.  You will develop a comprehensive budget based on one of the 
following:  
● A new student group that you believe should exist on campus, or 
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● A new program that you believe should exist at your field placement, internship site or place of 
employment. 
 
This assignment has two parts:  

1. Describe your effort (3 page maximum, single spaced). Be sure to consider initial 
startup and ongoing efforts. You are expected to use a level of critical analysis and 
professional writing that reflects your standing as a graduate student. This part should 
include: a. What is the purpose of the group or program and who will be served? b. Who 
(function, not name) will be involved with that group or program? How much time will it 
take each person? Will s/he be paid or volunteer? c. What resources, supplies, 
equipment etc. are needed? d. What training will be required? e. Where will your money 
come from? Will people pay to be involved (ie, fees for services, membership fees)? 
Please Note: I understand that you may want to gather information from organizations or 
campus units. Please be mindful that people are very busy. I ask that you keep your 
requests of other professionals to a minimum.  
 
2. Develop a 3 year budget (2 page maximum). Develop a 3-year budget projection for 
your new group or program. You will include a justification section as appropriate. Your 
budget should include all revenues and expenses, plus net revenue for each year. You 
will combine what you are learning in class with some outside the classroom effort to 
estimate expenses and revenues.  

 
 
 
Class Participation 
It is expected that students participate actively and equally in class discussion, class 
assignments and group activities. This participation section represents a large portion of the 
total grade. 
 
The class participation grade is a subjective grade – I will use this matrix to determine the class 
participation grade:  
 
Class Participation Grading Rubric  
 

0 – 5 Poor Participation 
 

Frequent Absences 
No effort, disruptive, and disrespectful 
Uses harmful language in class and does not respect other 
students’ identities  
 

6 - 10 Marginal Participation 
 

Often late 
Little effort, texting or web surfing (irrelevant to course)  
Demonstrates infrequent involvement in class or class discussions 
Uses harmful language at times in class and sometimes does not 
respect other students’ identities 
 

11 - 15 Moderate Participation Sometimes late 
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 Knows basic case or reading facts, but does not show evidence of 
trying to interpret or analyze them 
Rarely offers to contribute to discussion, but contributes to a 
moderate degree when called on May seem occasionally distracted 
or uninterested 
Demonstrates sporadic involvement 
Uses inclusive language at times and respects other students’ 
identities to an extent  
 

16 - 19 Strong Participation 
 

Rarely late 
Has clearly read and asks pertinent questions about course 
material 
Offers interpretations or analysis of course material (more than just 
facts) to class 
Contributes well to discussion in an ongoing way: responds to other 
students’ points, thinks through own points, questions others in a 
constructive way, offers and supports suggestions that may be 
counter to the majority opinion  
Demonstrates consistent ongoing involvement by active visual 
and/or verbal engagement 
Uses inclusive language in class and respects other students’ 
identities  
 

20 Excellent Participation 
 

Always on time 
Has analyzed course material exceptionally well, relating it to 
readings and other material (e.g., readings, course material, 
discussions, experiences, etc.) 
Participates actively and equally in class discussion, class 
assignments, and group activities  
Contributes in a very significant way to ongoing discussion: keeps 
discussion focused, responds very thoughtfully to other students’ 
comments, contributes to the cooperative dialogue-building, 
suggest alternative ways of approaching material 
Demonstrates ongoing active involvement and active visual and/or 
verbal engagement 
Always uses inclusive language in class and respects other 
students’ identities  
 

 
 
ATTENDANCE POLICY  
Students must attend both class sessions for the mini-course. If the student cannot attend a 
session, please communicate with the instructor immediately. Missing either course session 
could result in a non-passing grade. 
 
 
EVALUATION  
The following scale will be used in assessing your final grade: 
 

Item  % of Total Grade  
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Assignment #1:  35% 

Assignment #2:  45% 

Class Participation & In Class Assignments  20% 

Total 100 
 
 
Final grades will be determined on the basis of performance. Letter grades will be allocated as 
follows: 

99-100  = A+ 
95-98 = A 
90-94 = A- 
87-89 = B+ 
83-86 = B 
80-82 = B- 

77-79 = C+ 
73-76 = C 
70-72 = C- 
67-69 = D+ 
63-66 = D 
60-62 = D- 

 
 
PLAGIARISM & ACADEMIC MISCONDUCT  
Academic integrity is taken extremely seriously in the School of Social Work, as well as the 
academic community and the University of Michigan at large.  Plagiarism, like other forms of 
cheating and misconduct, is taken very seriously at the University of Michigan and is grounds 
for expulsion from the University.  Plagiarism is representing someone else's ideas, words, 
statements or works as one's own without proper acknowledgment or citation. Examples of 
plagiarism include, but are not limited to; using or otherwise taking credit for someone else's 
work or ideas, using the language of another without full and proper quotation or source citation, 
implicitly presenting the appropriated words or ideas of another as one's own, using Internet 
source material, in whole or in part, without careful and specific reference to the source, 
borrowing facts, statistics, or other illustrative material without proper reference and lastly 
self-plagiarism, that is, reusing one's own work without acknowledgment that the text appears 
elsewhere (e.g. in a paper for another current or previous class). It is your responsibility to 
familiarize yourself with the information and other resources regarding expected academic 
conduct  presented at: http://www.lib.umich.edu/academic-integrity/resources-students.  
 

http://www.lib.umich.edu/academic-integrity/resources-students

