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MEMORANDUM: 

 

TO:  Executive Cabinet   

 

FROM:  Bill Thomas 

 

SUBJECT: Budget Planning 

 

DATE:  January 9, 2019 

 

 

As you are aware, under the overview of the Finance & Budget Advisory Council, budget planning and development 

for the 2019-20 fiscal year is underway.  While there is uncertainty regarding the state budget, it remains necessary 

to receive budget request data from the college departments for planning purposes.  However, because of the 

limited availability of funds, budget requests should be reasonable and limited to items essential to address 

strategic plan goals, to maintain instruction and/or operations, items necessary to address unfunded 

mandates such as legal requirements, accreditation requirements, and/or to address other new costs resulting 

from external factors.    

 

In addition, proposed budgets for new program start-ups including the baccalaureate programs will be 

submitted separately.  These budgets will be based primarily on projected revenue levels from related 

enrollment.  However, it will also be critical to identify one-time development and start-up costs for each 

program.  Please identify the budget required in 2019-20 only. 

 

Basically, the existing departmental budgets for this fiscal year will carry forward for the 2019-20 fiscal year.  

However, budgets will be reviewed to historical expenditure levels to identify funds, which may be available.  This 

will not include temporary one-time budget changes.  Grant and contract and auxiliary fund budgets are not included 

in this process.  In order to assist you, attached is a copy of the detailed general fund budget by budget code.   

Budgets for grant funds, auxiliary enterprise funds, etc. will be addressed separately. 

 

The request items will be summarized and reviewed by the Finance & Budget Advisory Council and Executive 

Cabinet.  Budget needs will be assessed in terms of current funds available, future additional funding, FTEs impact, 

program support requirements, and state requirements. 

 

The information is to be collected on the attached sheets per the following instructions: 

 

A. Identify new items and/or increases to existing budgets; an explanation for the request must be included.    

 

B. Use a separate sheet for each department budget code; please be sure to identify budget code. 

 

C. All requests must have the approval of the appropriate Executive Cabinet Member with budget 

responsibility for the department.    

 

D. Department budget requests must be prioritized.  Clearly identify the number one request for the 

department, number two, etc.   Please do not submit more than one top priority, etc.  

 

E. Please return all requests by February 22, 2019.  In order to allow sufficient time to summarize and review; 

requests received after that date will not be considered. 

 

There are separate request sheets for each of the types of expenditures listed below.  Please utilize a separate sheet 

for each budget code and complete all information requested. 

 

I. Request for Faculty & Staff Positions – There are separate forms for faculty and staff position requests.  

New permanent funded position requests only.  This may include full-time permanent positions, part-time 

positions, and hourly positions, if new funding is being requested.  Include grant funded positions requested 

to be funded from the operating budget.  Please do not include replacement positions.  The following 

information is required: 

 

 



 

 

1. Priority # - Please prioritize needs within total departmental request. 

 

2. Position/Title – for a permanent position identify the position title; for temporary positions 

identify type of hourly employee.  For consideration, a position job description must be attached 

outlining the duties and requirements of the new position.   

 

3. Percent/ Hours – If full time position use 100%, if part time prorate FTE based on full-time 

equivalent, the standard for full-time exempt and classified staff is a 40 hour week or identify 

hours per week to be worked.  (For example, a half-time position will be 50%).   

 

4. Salary Level – Identify the annual cost of the salary or the salary schedule placement.  The Budget 

Office will determine the benefit costs. 

 

5. Justification – Provide justification of the request including: 

a. The assessment method(s) and evaluation used to develop this request; 

b. Which core theme, strategic plan goal, and key indicator(s) will be addressed and;  

c. How it will improve the student success and learning or College operations. 

d. Provide supporting data as appropriate. 

 

II. Discretionary Budget Request – Please review the existing permanent budget levels for non-personnel 

budgets and identify any deficiencies.  This includes, but is not limited to supplies and materials, travel, 

equipment, equipment maintenance, printing, dues and memberships, subscriptions, purchased services, 

increases due to inflation, etc. Please do not include requests to be funded from grant and contracts.  Please 

provide the following information: 

 

1. Priority # - Please prioritize needs within total departmental request. 

 

2. Description of Item – Provide a detailed description of goods, services, equipment, etc. requested. 

 

3. $ Request/Change – Identify the annual cost of the item requested.  Include tax and shipping costs 

if applicable. 

 

4. Justification – Provide justification of the request including: 

a. The assessment method(s) and evaluation used to develop this request; 

b. Which core theme, strategic plan goal, and key indicator(s) will be addressed and;  

c. How it will improve the student success and learning or College operations. 

d. Provide supporting data as appropriate. 

 

III. New Program Costs – Please identify the proposed budget for the initial year of the new instructional 

program utilizing the sheet.  Please only identify the budget required for 2018-19.   

     

a. Identify the position and staffing cost for program related staff. 

b. Identify the other related costs. 

c. Attach a staffing request form and a discretionary budget request form as necessary. 

d. Identify the projected enrollments (FTES) for next year. 

 

Please share with your departmental budget managers and staff as appropriate and submit all budget requests on the 

attached forms approved by the appropriate Executive Cabinet member to me by February 22, 2019.  This process 

is to identify potential needs, which will be reviewed by the Finance and Budget Committee for funding 

consideration upon availability of funds.  This process does not guarantee funding of requests. 

 

If there are any questions or if I can be of any assistance, please let me know. 

 

Thank you for your cooperation. 
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