JAMES MADISON UNIVERSITY

BUDGET DEVELOPMENT PROCESS

INSTRUCTIONS FOR AUXILIARY ENTERPRISE RESERVE REQUEST FORM



GENERAL PURPOSEPRIVATE 

1. This form is to be used by Auxiliary Enterprise units to request one-time funding for projects with an estimated cost of over $25,000.  A separate form should be completed for each project.

2. The form consists of two sheets.  The first sheet provides a written justification for each request.  The second sheet provides expenditure data for each request.

3. The Auxiliary Enterprise Reserve Request Form is an Excel template.  The Excel template’s file name is “Auxiliary Reserve Request Template” and it is located on the Office of Budget Management web site at http://www.jmu.edu/budgetmgmt/ . Follow the link to the 2012-13 budget development process.  After entering all data, save the file with a unique name for each project request.  Repeat this process for each request. Email a copy of each project request to the Office of Budget Management at budget@jmu.edu. 

SPECIFIC INSTRUCTIONS

The section that follows details the information to be provided by each Auxiliary Enterprise organizational unit in completing the reserve request form.

Sheet 1 of 2 - Request Justification:
1. Reserve Priority Number ( Enter the priority number that this request represents for the major auxiliary unit with number (1) representing the highest priority rating.   

2. Reserve Title ( Enter the title of this reserve request.

3. Organization Name (  Enter the name of the individual department for which this request provides resources.

4. Fiscal Year ( Enter the fiscal year in which the request is to be implemented.

The Excel template will carry forward the information provided above in column B to sheet two of the template.

Request Justification ( Enter a concise description/justification for this initiative request.  Indicate the reasons why this request cannot be funded from the unit's normal operating budget.  Indicate implications of not funding this request.

Sheet 2 of 2 - Expenditures: 

1. Dept ID Number ( Enter the department ID unit number of the department requesting this initiative.

2. Expenditure Description ( Enter a description of the type of expenditure(s) for which funding is being requested.

3. Account Code ( Enter the six-digit account code that corresponds with the expenditure description.

4. $ ( Enter the dollar amount of funding requested for this account code.

5. Total Operating Expenditure Request ( Enter the sum of dollars requested in the $ column.  (The Excel template will calculate this field for you.)




