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INTRODUCTION MANUAL FOREWORD

NGO Advisor has received hundreds of queries reques�ng assistance to 
help set up a Non-Profit (NPO). We have over the last year, discussed certain 
topics on our website, FB and in our newsle�ers. Yet, an "all in one" self-help 
guide has never been published in South Africa. It is, however, important 
to realise that there is no quick fix, se�ng up an organisa�on!

It takes dedica�on, research, networking, a�ending training courses, online
webinars, reading books and learning from others in the industry. This 
is an introductory guide. We encourage you to a�end online courses,
fundraising courses, a�end workshops and read and research further.
Star�ng an NPO and doing it correctly, means that you will go through a huge
learning curve. Everything set out in this guide should be done by yourself
and your team, and not by asking consultants to do this for you. 

It is advised that you understand how the process works. Consultants can be 
brought in at a later stage, but se�ng up your Non-Profit, should be done by 
you and your team and going through the process yourself.

This is all part of the process of learning and understanding the Non-Profit
Sector. This is the first guide (Guide 1: Introduc�on Guide for Non-Profit 
Sector) In the 2nd and 3rd Guide we will go into more detail regarding the 
Non-Profit sector. 

Off course, the internet has enormous amounts of informa�on and we 
encourage you to keep researching and learning.

We hope that this resource will guide you in your personal development and
most importantly, that you can be a successful Non-Profit to serve those in
need.

This is a guide to assist you in the process. We must always con�nue
to strive to be the best, not just for ourselves but also for the beneficiaries 
who will be receiving our services.

Please send us your feedback to info@ngoadvisor.co.za so that we can 
improve and serve the non profit sector be�er. Know Be�er. Support Be�er. 
Do Be�er.

Allison Appleton and Nelly Burrows
NGO Advisor
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INTRODUCTION

Introduc�on to Non-Profits and where to begin:

We will be taking you through the process, step by step, from an 
idea right up un�l you are registered and ready to operate as a 
compliant non profit organisa�on (NPO) or Non-profit Company 
(NPC).

The different op�ons of registering an NPO will be explained, 
from how to write a basic funding proposal, the importance of 
comple�ng forms properly, why your board is important to your 
organisa�on, the documents you need to have in place before 
you can ask for money, and so on. In other words, we will explain 
the very basics you need to know or have in place to run a 
successful NPO. 

To stand a chance of receiving funding from the public and the 
corporate sector, as well as founda�ons, you will need to have 
the basics in place, as donors are examining NPOs ever more 
carefully given the corrup�on in the country.

Guide 1 is a basic introduc�on to get you thinking about the 
correct methods so that you can, from the beginning, get the 
process right. Please read each chapter step by step and when 
you understand it,you can move on to the next chapter.
Star�ng an NPO from scratch can be quite tricky.
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CHAPTER 12

Budgets

What is an organisa�onal budget?
It is an organisa�onal moneytool used for planning and 
controlling the organisa�on’s money. Also, it is a formal wri�en 
guideline for your future plan of ac�on, expressed in financial 
terms within a set �me period.

Choose a Budget Leader
Your first step is to decide who will take the lead in developing 
your budget. If your group has a person on staff who has 
budge�ng knowledge, that person might be the best choice to 
develop a dra� budget. If your group has no professional staff,
then your board should decide who has the skills and willingness 
to take on the role. A single officer, such as the president/
chairperson or treasurer, might be able to handle it alone. If 
your budget is complicated, then you may need to form a 
budget commi�ee to develop a dra� budget. Your full board 
and/or membership will need to review and approve your final 
budget.

How to create your new NPO’s first budget
When your NPO is new, a budget is a cri�cal tool to help you 
manage both your organisa�on and your finances as they grow.
A budget combined with a fundraising plan can help you make
sure there is always money to pay for the things you need to 
operate your programmes. Without a budget, you can find 
yourself in deep water fast, with more money going out than 
coming in. This is not a fun place to be!! It is easy when you are 
star�ng out – and you are super excited about the future –to 
operate on a lot of hope. Now, hopes and dreams are great, but
you need some prac�cality and planning to go with it. Your 
budget will help you make sure the bills get paid, especially as 
you take on addi�onal expenses.
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CHAPTER 12

Your budget will also help you get funding because you can show 
donors that you know exactly what it costs to deliver your services.

If you want your new NPO to grow successfully and fulfil its 
mission, a budget is not op�onal. You must create and use one.
Don’t fall into the trap of “we don’t know how many people 
we’re going to serve, so we’ll just make it up as we go” or “we 
don’t need much money to operate, so we don’t need a budget.”
Yes, you s�ll need a budget. It will make your life easier and it 
shows you are serious about your NPO and its future.

So, how do you create a budget? What goes into your first 
budget? And how do you get it done if you are not a numbers 
person?

Crea�ng your NPO’s first budget
For most new NPOs, crea�ng your first budget means star�ng 
with a blank piece of paper (or a blank screen). It can seem a 
li�le overwhelming, but it does not have to be. 

Here are five steps that will help you create your first budget for 
your new NPO
1. Carve out �me to do it. This is not a quick ac�vity, so commit 
to taking the �me to do it and to do it right. Since your NPO is 
new, you do not have historical numbers to look at and base your 
projec�ons on. That means you have a lot of es�ma�ng to do. 
Mark off a couple of blocks of �me on your calendar to research 
things online like supplies, materials, and equipment, or call local 
vendors to find out what things cost. It is best if you get three 
es�mates for each line item on your budget so that you know 
your es�mate is not too low or too high. If you do not leave 
your self enough �me to complete this part, your budget may not be 
realis�c or accurate and it will not serve you well later on when 
you are depending on this tool to guide your financial decisions.
2. Decide on programme ac�vi�es for this year. It is �me to ask 
yourself some ques�ons about the programmes and services your 
new NPO will provide this year. What programme will you run 
this year? What supplies, equipment, facili�es, and staff will you 
need to operate the programme? When your NPO is new, it is 
easy to ini�ally bite off more than you can chew. Be realis�c about 
what you can successfully operate the first year, especially if you 
will need to raise the money for the programme.
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CHAPTER 12

Here is a sample start-up budget for a new NPO:

(please note these figures are not real, and serve only as an 
example)

Tips to help you put your budget together:
- Document your assump�ons and calcula�ons about where the 
   numbers come from. For example, if you es�mate that it will 
   cost R100 per person, per month for office supplies, write it 
   down. Otherwise, when you are trying to figure out later where 
   a number in your budget came from, you may not be able to 
   remember.
- Use real numbers. This is worth repea�ng. Do not pull numbers 
  ‘out of the air’. Take the �me to get real es�mates. Next year, 
   when you have a year’s experience and historical numbers to 
   pull from, you can use your actual numbers as es�mates.
- Double-check your math. Whether you are crea�ng your 
  budget with pen and paper or using an Excel document, double
  check the math. Excel formulas can get messed up and cells can 
  be le� out, so manually check the math with your calculator.


