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Office of Budget Management


MEMORANDUM 

To:  
Division Heads, Deans, Department Heads

From:
Cynthia F. Page, Budget Director

Date:
March 10, 2008
Re:
Phase II  -  2008-09 Budget Development Process

The university’s budget development process for the 2008-09 year takes place as General Assembly budget negotiators from the Senate and House of Delegates are working toward a compromise budget reconciling the proposals from both bodies.  The sending of this letter and the attached packets was slightly delayed from the originally scheduled date in hopes that information about the final budget would be available to share with you. At this writing, final budget allocations for JMU are not known. The General Assembly was scheduled to close on March 8, 2008. As of today a budget bill has not been agreed upon.  
Enclosed with this memorandum are: a schedule of events, instructions for completing the various forms, and copies of the forms for this second phase of budget preparation.  This phase includes the review of personal services, budget reallocations, operating and equipment allocations, and federal work study allocations.  All of the forms and documents are located on the Office of Budget Management web site at http://www.jmu.edu/budgetmgmt/.  The enclosures are described below:

Schedule of Events for FY 2008 - This schedule indicates activities which will occur during the budget process.  The schedule details the dates associated with the budget development, executive review, finalization, and implementation phases of the budget process.
Action Request for Department/Account - Accounting Services will use the information provided on this form to make changes in organizational unit and account codes.  It is available as a Word document via the web at http://www.jmu.edu/acctgserv/New_Dept_or_Acct_Form.doc
Summary Budget Worksheet - This worksheet provides budget information at the account level for each organizational unit.  The worksheet details the financial impact of the permanent revisions and central funding issues already addressed for each unit by the Office of Budget Management.  A blank column is provided for units to reallocate funding among account codes to more appropriately reflect their needs. The total changes in this column for each major division must equal zero (0) for all educational and general units.  Total major division changes for auxiliary enterprise units must also equal zero (0).  Major divisions are defined as Academic Affairs, Administration and Finance, President’s Office, Student Affairs and University Planning & Analysis, and University Advancement. 

Verification of Full-time Salaries - The Office of Budget Management will utilize the information detailed on this report to develop the full-time salary and fringe benefit budgets for 2008-09.  Each unit should review the information provided to ensure that all positions assigned to the organizational unit are shown and that the corresponding information is accurate 

Federal Work-Study - E&G units will use this form to request all federal work-study funding for 2008-09.  This funding is zero-based each year. Each division head has been assigned a pool of funding to support these wages. The division heads will use the completed federal work-study request forms to allocate these funds to the organizational unit level for 2008-09.  Please note - budgets were adjusted last year to include the increase in the minimum wage rate which will be enacted on July 24, 2008, increasing the minimum wage rate from $5.85 to $6.55 per hour.  Central budget increases will not be needed for student wages to be paid at the new required minimum in the 2008-09 operating budgets.
Operating Equipment Request - E&G units will use this form to request all operating equipment funding for 2008-09. This funding is zero-based each year.  Each division head has been assigned a pool of funding to support equipment budgets. The division heads will use the completed operating equipment request forms to allocate these funds to the organizational unit level for 2008-09. Please keep in mind that the university’s IT unit is seeking to standardize the level of personal computers used on campus. If you have questions, more information is available at the following web address: http://www.jmu.edu/computing/helpdesk/selfhelp/compspecs.shtml.

A typical E&G organizational unit budget submission should include the following completed forms: 1) summary budget worksheet; 2) verification of full-time salaries; 3) federal work-study request; 4) operating equipment request.  A typical Auxiliary Enterprise unit budget submission should include a completed 1) summary budget worksheet and 2) verification of full-time salaries. Units will only complete the request for department/account form if there is a need to change a department or account code within their area.  
Individual unit budget submissions are due to the Office of Budget Management no later than March 26, 2008. If this deadline creates a hardship for your department, please contact the Budget Office so we can determine a mutually agreeable schedule. 
Should you have any questions, feel free to contact me at extension 8-3562, Ms. Tammy Woods at extension 8-3242, or Mr. Jason McClain at extension 8-3624.  Our email addresses are, respectively, pagecf@jmu.edu, woodstm@jmu.edu, and mcclaijd@jmu.edu.

Attachments

