JAMES MADISON UNIVERSITY

BUDGET DEVELOPMENT PROCESS

INSTRUCTIONS FOR E&G INITIATIVE REQUEST FORM


GENERAL INSTRUCTIONSPRIVATE 

1. This form should be used by Educational and General units to present their requests for new funding to their division head. The form should be used to request funding associated with the expansion of existing programs, the development of new programs, and building and programming costs associated with opening new facilities. 

2. Each completed initiative request should be a stand alone decision package.  Do not combine several initiatives/ideas on a single set of initiative request forms.
3. The justification section of the form should clearly address why the initiative must be supported through the use of new funding and how the initiative will impact the unit's ability to maintain or accomplish its specific planning objectives and the defining characteristics of the university. Each initiative should relate to only one of the defining characteristics.   The University’s Defining Characteristics are available at the following web address: 
        http://www.jmu.edu/jmuplans/defchar.shtml
4. The justification must also include the number and short description of the planning database objective related to this initiative.
5. This form consists of five sheets.  These sheets provide the division head with a written justification and requests for full-time, part-time, operating, and equipment expenditure funding.  The sheets are titled justify, full-time, part-time, operating, and equipment.

6. The “E&G Initiative Request Template” forms are available as an Excel document on the Office of Budget Management’s web page http://www.jmu.edu/budgetmgmt/budgetdev.shtml.  Use this file to create the forms for each unique initiative.  The detailed instructions listed below will provide guidance in completing the individual sheets required for an initiative.  After entering all data, save the file using a unique name for each initiative.  Repeat this process for each initiative.  Be sure to print a hard copy after the initiatives are finalized.   You only need to print out the sheets completed in your request.  As an example, if you are only requesting full-time salaries than only the justification and full-time salary sheets need to be printed. Return a hard copy of each initiative to the Office of Budget Management.


SPECIFIC INSTRUCTIONS
The section that follows details the information to be provided by each organizational unit in completing the E&G initiative request form.

Sheet 1 of 5 – Justify:

INITIATIVE HEADING - The Excel template will carry forward the information provided in column B, sheet 1 to the remaining sheets of the template.

1. INITIATIVE PRIORITY NUMBER: Enter the priority number that this initiative represents for the organizational unit with number one (1) representing the highest priority ranking.

2. INITIATIVE TITLE: Enter the title of this initiative.

3. ORGANIZATION NAME: Enter the title(s) of the individual department(s) or the major organizational unit for which this initiative provides resources.

4. FISCAL YEAR: Enter the fiscal year in which the initiative is to be implemented.

RESOURCES SUMMARY: 
1. FULL-TIME PERSONNEL FTE/ $: Excel calculation carries forward the full-time personnel total from sheet 2 of 5.  

2. PART-TIME PERSONNEL FTE/ $: Excel calculation carries forward the part-time personnel total from sheet 3 of 5.

3. OPERATING EXPENDITURES $: Excel calculation carries forward the operating expenditures total from sheet 4 of 5.

4. EQUIPMENT $:  Excel calculation carries forward the equipment total from sheet 5 of 5.

5. TOTAL REQUEST FTE/$: Excel calculations that summarize the total FTE and dollars related to this initiative.

REQUEST JUSTIFICATION

This section must be completed to provide the unit's division head with a concise description/justification for this initiative request. The justification section of the form should clearly address why the initiative must be supported through the use of new funding and how the initiative will impact the unit's ability to maintain or accomplish its specific planning objectives and the identified defining characteristic.  Note: please list only one defining characteristic for each budget initiative submitted. 
NEW FOR 2008-09: The initiative must also identify the planning database objective associated with this initiative.  Enter the Planning Database objective number short description and describe how this initiative helps the unit meet this objective.  If there is no objective in the Planning Database for this initiative request, explain why (for example, a central cost increase, the funds needed for opening a new facility, etc) and identify how this initiative will help the unit meet its goals.

Sheet 2 of 5 – Full-time Personnel:
1. DEPT ID NUMBER: Enter the corresponding department ID number. If more than one department is being affected by this initiative, enter the department ID number followed by the applicable titles and codes.

2. POSITION TITLE: Enter the position title in the appropriate classification section (Classified, Administrative, or Faculty).

3. FTE/ $:  Enter the appropriate number of new full-time positions for a particular title and the salary dollars required to support this initiative using December 2007 salary costs.

4. TOTAL FULL-TIME SALARY COSTS FTE/ $: Excel calculation that summarizes the full-time FTE and required salaries.

5. FRINGE BENEFIT CALCULATIONS: Excel calculation that provides appropriate information related to fringe benefits.  The fringe benefit calculations are as follows:

BENEFIT


RATE


BASE
Retirement (111800)

10.40%
       Administrative Salaries (112100/112820 & 112600/112810)

Retirement (111100)

11.15%
       Classified Salaries (112300/112800)

Social Security (111200)
   
  7.65%
       Total Salaries

Group Life (111400)
 
  1.00%
       Total Salaries

Retiree Health Care (111600) 
  1.20%
       Total Salaries

Sick/Disability (111700)

  2.00% 
       Total Salaries

Medical Insurance (111500)
 $8,639
       Total FTE

JMU employees are also eligible to participate in a deferred compensation match program.  But since this program is based on an individualized choice, it will not be addressed in the initiative process.  The fringe benefit rates for police officers are different from those shown above.  If you are interested in these types of positions please contact the Office of Budget Management for additional guidance. 
6. TOTAL FULL-TIME PERSONNEL REQUEST: Excel calculation that summarizes the total full-time personnel costs related to this initiative.

Please Note:  If you are requesting new full-time JMU position(s), include in your initiative any NPS (operating and/or equipment) costs associated with the new position(s).  Average NPS cost for a new position is $5,000 and may include such items as networking, phone lines, travel, computers, staplers, calculators and other office supplies, and professional development.  

Sheet 3 of 5 – Part-time Personnel: 
1. DEPT ID NUMBER: Enter the corresponding department ID number. If more than one department is being affected by this initiative, enter the department ID number followed by the applicable titles. 

2. POSITION TITLE: Enter the position title in the appropriate classification section (General Wages, Graduate Assistantships, Student Wages, Teaching & Research, or Federal work-study).

3. RATE:  Enter an hourly rate for the general wage and student wage positions requested in this initiative that is equal to the December 2007 rate for a particular title. The federal work-study wage rate will be $6.55 per hour beginning in July 2008. Enter the requested yearly compensation amount for graduate assistantships and teaching & research positions requested in this initiative.

4. HOURS:  Enter the number of hours that the general, student, and federal work study positions are expected to work during the fiscal year.  Enter the number 1 for graduate assistantships and teaching & research positions.

5. $:  Excel calculation that provides the total cost by multiplying the annual hours by the rate.

6. TOTAL PART-TIME WAGE COSTS $: Excel calculations that summarize the total required wages.

7. FRINGE BENEFIT CALCULATIONS: Excel calculation that provides appropriate information related to fringe benefits.  The fringe benefit calculation is based on the total $ requested in the general wage and teaching & research wages multiplied by 7.65%.

8. TOTAL PART-TIME PERSONNEL: Excel calculations that summarize the total part-time personnel costs related to this initiative.

Sheet 4 of 5 – Operating Expenditures:
NOTE: OPERATING EXPENDITURES EXCLUDE ALL ACCOUNT CODES BEGINNING WITH "152xxx".
1. DEPT ID NUMBER: Enter the corresponding department ID number. If more than one department is being affected by this initiative, enter the department ID number followed by the applicable titles and codes.

2. OPERATING EXPENDITURE DESCRIPTION: Enter the account description.

3. ACCOUNT CODE: Enter account code related to the operating expenditure description.  

4. $:  Enter the dollar amount for a particular title related to this initiative.

5. TOTAL OPERATING EXPENDITURE REQUEST: Excel calculations that summarize the total operating expenditures.

Sheet 5 of 5 - Equipment: 
NOTE: EQUIPMENT ITEMS INCLUDE ALL ACCOUNT CODES BEGINNING WITH "22xxxx" and "152xxx".
1. DEPT ID NUMBER: Enter the corresponding department ID number. If more than one department is being affected by this initiative, enter the department ID number followed by the applicable titles and codes.

2. EQUIPMENT DESCRIPTION: Enter the equipment description.

3. ACCOUNT CODE: Enter the account code related to the equipment description.

4. $:  Enter the dollar amount for a particular equipment item requested in this initiative.  If you are requesting a new personal computer that is not replacing an existing networked computer, you should order a new computer with a network card already installed and reflect its cost in the single unit cost column.

5. TOTAL EQUIPMENT REQUEST: Excel calculations that summarize the total required equipment dollar amounts.
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