BUDGET REQUEST DIRECTIONS FOR 2012-2013


Instructions for the completion of your Budget Request forms for 2012-2013 are below.  Please make a special note of the due dates listed below.  (Forms may be duplicated as needed.)

1. DEPARTMENT BUDGET REQUEST FOR FISCAL YEAR 2012-2013 FORM (Print-Out).  A Suggested Budget has been set for each department.  Everyone is asked to live within the total of the Suggested Budget column for supplies and expenses.

You are free to reallocate funds between supplies and expense line items provided you do not exceed the Suggested Budget total.  If you feel it is absolutely impossible to operate within the Suggested Budget, you should state your case and the reasons additional funds are needed.  Your rationale for increased funding must include alternative courses of action, possible sources of funding (e.g. student fees, grants), and the outcomes if the increased funding is granted versus the outcomes if the increased funding is not granted.  Statistics and detailed documentation are necessary since requests may have to be refused because funds are limited.

2. BUDGET INFORMATION FORM.  This form is to be completed if:  (a) your budget includes line item .200; .230; .280; .290; .300; or .890; and/or (b) you are requesting capital items .900 to .981.  Amounts listed on the Budget Information Form must correspond with amounts listed on your Department Budget Request Form.

3. BUDGET REQUEST RE: PHYSICAL PLANT PROJECT REQUEST FORM.  This form is to be used only for major Physical Plant requests.  Please use a separate form for each project requested.  Any prior renovation requests not funded to date and still needed should be listed.  ORDINARY MAINTENANCE IS NOT TO BE INCLUDED ON THIS REPORT.  THESE REQUESTS SHOULD BE REPORTED DIRECTLY TO THE BUILDING CUSTODIAN WHEN REQUIRED.

4. COURSE FEES REVIEW.  Instructional Departments are required to review departmental course fees and make recommendations for changes, additions, and/or deletions along with the submission of their budget request for 2012-2013.  Instructions and a list of current fees are included with budget requests for instructional departments.  Any change, addition and/or deletion must include a complete and accurate explanation for use of funds.

5. BUDGET REQUEST RE: PART-TIME/OVERLOAD SALARIES FORM.  This form must be submitted with your budget requests to the appropriate Dean.

Questions.  If you should need any assistance or information for completing your budgeting forms, please contact Patrick Castellani or Carolyn Cordaro at extension 6224.

DUE DATES

January     17-
Budget Request Forms (and course fees, if applicable) due to individual responsible for reviewing and approving your budget.

February   
 7 -  Budget Request Forms due to respective Vice President/President for review and approval.

March 
      6
-
Final approved budgets due to Vice President for Business Affairs.

