FY2006 Budget Preparation Process

The Budget Preparation Process for FY2006 is being changed to ease timeline constraints and to meet Board of Governors reporting expectations.  This change requires some extra work in the beginning of the cycle, but it should pay off in terms of a wider window in which to prepare the Budget Planning Workbooks.

Last year we required all units to prepare and submit detailed Budget Planning Workbooks to our office at an early date in order to build the budget in the MAP system.  That process required each unit to determine internal budget distributions at the lowest level within a relatively narrow window of time.  We are separating the Budget Preparation Process into two phases and moving the deadline for the completion of the detailed budget to a later date.
Phase One

Certain budget amounts will be needed in order to prepare the institution level budget.  This information will be provided to us through summarized budget workbooks produced at the unit level.  For example, a college with seven departments would only need to report numbers for the college as a whole.  No departmental distributions would be necessary at this time in the cycle.  The summarized budget submission will be in the form of the attached Beginning Budget Workbook (Excel format), which includes worksheet pages for Centrally Controlled, Non-Centrally Controlled, and Grant Funds.  Each type of funding is a separate worksheet identified by the worksheet tab.  Please prepare this summary information, using the following instructions, and submit it to our office no later than April 21.

If your unit receives funding through an Allocation Letter of General University Centrally Controlled Funds, we need you to verify the distribution that we have used.  Although the allocation totals are not changeable, the detail split may be adjusted for categories other than personal services.  We have loaded the allocated amounts for current expense, repairs and alterations, and equipment into the “Supplies and Services” line as the default.  Please make any changes to this default distribution if necessary.

If your unit receives funding from Non-Centrally Controlled Funds or Grants and Contracts, please complete the appropriate tabbed worksheets for those components.  These worksheets include sections for revenue estimates as well as expense estimates.
During the preparation of your unit level budget reports, please use the following assumptions and guidelines:

· No budgets should be adjusted for FY06 pay raises.  If a raise plan is approved in the future, budget adjustments will occur at that time.
· All revenue and expense budget estimates should be based on the best currently available information.
· Revenue and expense budget information listed on your Beginning Budget Workbooks should correspond with budget detail subsequently entered into MAP through the later submission of your Budget Planning Workbooks.

· FY07 and FY08 columns are intended to provide a useful tool in evaluating potential future budgetary needs.  Each unit may address these amounts using assumptions best suited for each specific situation.
As additional pieces of information, we will be distributing reports that list unit activity on Non-Centrally Controlled and Grant funds in FY04 and FY05 (through March) within the revenue and expense categories listed on the Beginning Budget Workbooks.  This information is intended to give you an understanding of how dollars were received and expended in the past.  This information will be distributed as attachments in a separate e-mail.

Phase Two

Budget Planning Workbooks, the mechanism used for submitting detailed budgets for input into MAP, will be distributed in the very near future.  Accompanying them, if applicable, will be tentative FY2006 Allocation Letters.  You may begin preparation of these Budget Planning Workbooks upon receipt, or wait until a later date.  You may submit completed Budget Planning Workbooks to our office at any time up until the due date of June 10.  The longer preparation window is a result of compiling the data for the institution budget through the Beginning Budget Workbooks, as described earlier.  All early submissions, while not necessary, will be appreciated.

Questions

We expect that this process change will provide timeline flexibility for each unit as well as allow for the production of institution level budget reporting.  If you have any questions, please feel free to contact Tammy Dalton (Tammy.Dalton@mail.wvu.edu or 293-3761) or myself (David.Watkins@mail.wvu.edu or 293-3732).

Thank you for your continued assistance with the preparation and maintenance of the University’s budget.

