

General Budget Guidelines 

Vice Presidents, Deans, Directors and Department Chairs are responsible for assuring that within their administrative units 

a) All proposed expenditures are consistent with College policies and Federal and State regulations. 

b) Adequate funds have been budgeted to support programs and operations. 

Budget Transfers 
a) Consistent with past practice, transfers of funds allocated for payroll are NOT permitted. This includes funds in the 1000, 1200 and 1300 object code ranges. 

b) All budgets are pooled by object code ranges (e.g. 1100, 1400, 2000) and expenditures must be made from specific object codes within the range. It is not necessary to initiate transfers from one line item object code to another in the same range. Transfers from one pool to another pool are required. 

c) All transfers must be approved by the authorized signer. 

d) The budget for hospitality has been capped at the current budgeted amount and can only be increased by a joint approval from the area Vice President and the Vice President for Administration and Finance. 

Postage 
Funds have been specifically allocated in each department's budget for postage. Costs for Federal Express and UPS will be charged to the departmental budget as postage. 

Equipment 
Equipment allocations have been made at the Divisional level. Any department requiring funds for the purchase of equipment must have a budget transfer from their area Vice President's equipment account to their departmental account. The purchase of information technology related equipment has been centralized in the Information Technology Division. 

Year End Planning 
The LAST day to encumber funds for the fiscal year will be the last Friday in April. Beyond that date, all budgets will be frozen and expenditures will need specific approval from the area Vice President and the Vice President for Administration and Finance. This is necessary to facilitate the closing of the college books and to ensure that the college does not exceed its approved expenditure level. Please plan your needs well in advance of this deadline. Funds remaining in departmental accounts at year end revert back to the college. Responsible spending by all departments allows the college to accumulate excess funds for plant renewal.


Confirmation Order 

The college is currently using the On-Line Purchasing System. The college has always used the Confirmation Order system to accommodate EMERGENCY purchases. If you have an emergency situation and need a Confirmation Order, the system will accommodate this need. Please contact the Purchasing Department at (508)531-1211 for further information. 

EMERGENCY purchases without a confirmation order number will be referred to the area Vice President for resolution. In the case of an emergency outside of regular business hours, individuals should use their best judgment in making necessary purchases. The Purchasing Office should be notified of the expenditure on the first business day immediately following the purchase. 



Direct Payment

Purpose 
To provide a means to make payment for intangible goods and services such as: subscriptions, memberships, airline tickets, hotel reservations and conference/ training registrations. It is NOT to be considered a request for a hand cut (demand) check. 

Process
A Direct Payment Request Form should be completed and signed with an authorized signature for the account. This form along with all supporting documentation should be forwarded to the General Accounting and Budget Office for review, processing and payment. Listed below are some of the most common transactions where this form will be applicable : 


a) Renewal of memberships and subscriptions (the order form will accompany the Direct Payment Request Form). 
b) Registrations for conferences and training. 
c) Reservation deposits for hotel accommodations and airline tickets for authorized travel. 
d) Reimbursement to students for parking fines, towing adjustments, library fines and refunds on ticket sales. 
e) SGA loans. 

Please do not use this form to buy tangible goods, since receipt of the merchandise is required prior to the payment process. If you are in doubt as to whether your purchase can be processed through a direct payment form, please call Joan Mulrooney @ 531-1223. 

Encumbrances/Purchase Orders

Budget funds must be encumbered utilizing the On-Line Purchasing System. If you do not have access or require training, please contact:

Gina Guasconi, Buyer I
Purchasing, Boyden Hall, Room 203 
Telephone: (508) 531-1211 
Fax: (508)531-1725 
E-Mail: guasconi@bridgew.edu 
Business Operations

