
Annual Budget Template
An effective annual budget template helps businesses plan their finances, allocate resources 
efficiently, and track financial performance throughout the year. This template will cover key 
sections, including income, expenses, and summaries for better financial management.

Annual Budget Template

Company Name: Fiscal Year:

1. Income

Category Q1 Q2 Q3 Q4 Total

Sales Revenue $ $ $ $ $

Service 
Revenue

$ $ $ $ $

Other Income $ $ $ $ $

Total Income $ $ $ $ $

2. Cost of Goods Sold (COGS)

Category Q1 Q2 Q3 Q4 Total

Raw Materials $ $ $ $ $

Direct Labor $ $ $ $ $



Manufacturing Overhead $ $ $ $ $

Total COGS $ $ $ $ $

3. Gross Profit

Category Q1 Q2 Q3 Q4 Total

Total Income $ $ $ $ $

Total COGS $ $ $ $ $

Gross Profit $ $ $ $ $

4. Operating Expenses

Category Q1 Q2 Q3 Q4 Total

Salaries and Wages $ $ $ $ $

Rent $ $ $ $ $

Utilities $ $ $ $ $

Office Supplies $ $ $ $ $

Marketing and Advertising $ $ $ $ $

Insurance $ $ $ $ $

Depreciation $ $ $ $ $

Other Operating Expenses $ $ $ $ $

Total Operating Expenses $ $ $ $ $



5. Operating Income

Category Q1 Q2 Q3 Q4 Total

Gross Profit $ $ $ $ $

Total Operating 
Expenses

$ $ $ $ $

Operating Income $ $ $ $ $

6. Non-Operating Income and Expenses

Category Q1 Q2 Q3 Q4 Total

Interest Income $ $ $ $ $

Interest Expense $ $ $ $ $

Other Non-Operating Items $ $ $ $ $

Total Non-Operating Income and 
Expenses

$ $ $ $ $

7. Net Income Before Tax

Category Q1 Q2 Q3 Q4 Total

Operating Income $ $ $ $ $

Total Non-Operating Income and 
Expenses

$ $ $ $ $

Net Income Before Tax $ $ $ $ $

8. Income Tax Expenses



Category Q1 Q2 Q3 Q4 Total

Income Tax 
Expense

$ $ $ $ $

9. Net Income After Tax

Category Q1 Q2 Q3 Q4 Total

Net Income Before Tax $ $ $ $ $

Income Tax Expense $ $ $ $ $

Net Income After Tax $ $ $ $ $

10. Capital Expenditures

Category Q1 Q2 Q3 Q4 Total

New Equipment $ $ $ $ $

Building Improvements $ $ $ $ $

Other Capital Expenditures $ $ $ $ $

Total Capital Expenditures $ $ $ $ $

11. Cash Flow Summary

Category Q1 Q2 Q3 Q4 Total

Net Income After Tax $ $ $ $ $

Depreciation/Amortization $ $ $ $ $



Changes in Working Capital $ $ $ $ $

Capital Expenditures $ $ $ $ $

Net Cash Flow $ $ $ $ $

12. Summary and Analysis

● Budget vs. Actual Performance:
○ Compare budgeted amounts to actual performance periodically.
○ Analyze variances and identify reasons for significant differences.

● Key Financial Ratios:
○ Calculate liquidity ratios (current ratio, quick ratio).
○ Calculate profitability ratios (gross margin, net profit margin).
○ Calculate efficiency ratios (inventory turnover, receivables turnover).

● Forecast Adjustments:
○ Based on analysis, make necessary adjustments to forecasts and budgets for the 

remaining periods.
○ Document and justify any changes.

Notes:

1. Assumptions and Methodologies:
○ Clearly state all assumptions made in preparing the budget.
○ Document the methodologies used for estimating revenues and expenses.

2. Approval and Sign-off:
○ Ensure the budget is reviewed and approved by relevant stakeholders.
○ Obtain signatures from authorized personnel.

Prepared by: Date: Approved by: Date:



This template provides a structured approach to preparing an annual budget, ensuring all critical 
financial planning and management aspects are covered. Adjust the categories and details to fit 
your business's specific needs.


