To:
Administrative Senior Staff, Academic Department Chairs, Center Coordinators
From:
Stephanie J. Ryan, Budget Director
Date:
February 20, 2008
Re:
Fiscal Year 2009 Budget Process


As described by the President at the recent Leadership Retreat, the college is undertaking a new resource planning process for the FY09 budget year.  This systematic effort is intended to allow the institution to: more fully align resource designs with strategic priorities; make integrated decisions with respect to a broad range of resource pools (i.e. operating budgets, human resources, space and equipment); offer department heads and chairs a regular opportunity to assess the challenges and opportunities they face and express that assessment to senior managers; and provide for greater transparency about how resource decisions are made. 

As part of the annual planning process, each manager, chair or coordinator is asked to offer a brief, narrative overview of the status of his/her area.  While there is no standard format for this assessment, it should:

· Be written in the style of an executive summary (generally not to exceed 750-1000 words) and accompany the packet of completed forms;

· Describe the ways in which the department is helping to advance further the institutional agenda as outlined in the strategic plan (see “Summary of Strategic Priorities,” page 2);

· Identify operational areas within the department that are insufficiently funded to meet strategic goals or growing demand; at the same time, identify any administrative resources currently utilized by the department that should be considered for redeployment;

· Briefly explain any proposed plans for staff reorganization, promotions, new positions or space reconfiguration;

· Mention specific requests for capital equipment purchases;

· Offer a sense of how the department is likely to evolve over the next five years and mention any planned new initiatives. 

Summary of Strategic Priorities

I. Foster a rigorous and dynamic academic environment marked by intensive student-faculty engagement

a. Increase student engagement in learning

b. Recruit and support a high-quality faculty

c. Improve academic and student services

II. Establish regional leadership in preparing students for challenging and emerging careers and graduate study

a. Initiate new programs and strengthen existing programs in high-demand fields

b. Strengthen links between academic programs and post-college employment/study opportunities

III. Enhance campus participation in diverse and global society

a. Further diversify the campus population

b. Enhance opportunities for students to interact with diverse groups in the community and oversees

IV. Strengthen institutional relationships with regional partners

a. Create and enhance vehicles for the college to use its expertise and resources for the benefit of the community

b. Collaborate with regional higher education institutions and K-12 schools to enhance the region

c. Establish external advisory boards in areas of strategic interest to inform the curriculum and provide opportunities for BSC students

d. Increase public awareness of the positive impacts the college has on the community

V. Develop sufficient resources for an attractive, well-staffed and technologically-updated campus

a. Expand and modernize campus facilities to accommodate growth and specialized functions

b. Invest in technology to support campus functions

c. Provide high-level professional opportunities to staff

d. Broaden the college’s base of financial resources to support campus initiatives

 FY2009 BUDGET REQUEST WORKBOOK (electronic)
In order to complete the FY09 Budget/Planning submittal, final budget status reports from FY 2007 and mid-year FY 2008 have been provided. Please use this information as a guide to determine the amounts by expense category for the FY2009 budget request.

Local Salary Summary:  Local salary requests can be entered on the Local Salary Summary worksheet.  Any requests for increases or decreases should be explained in the column provided. This request should include the following information if it pertains to your department; overtime, shift differential, additional compensation, hourly employees, and student employment. You do not need to include Work Study students.
Operating Summary:  The FY2009 Budget Request Workbook contains a separate worksheet for each expense category (i.e. 71100 Employee Related Expense, 71400 Administrative Expense).  Departments are asked to provide detailed operating budget requests by expense category. Please note, requests should be as detailed as to include such items, as travelling to a particular conference.  Make sure to include the conference name, hotel costs, and airfare if applicable in the request.
NEW INITIATIVE REQUEST FORM (electronic)
A new initiative is a program that cannot be funded through the reallocation of existing budgets. All requests for new initiatives will be reviewed the President based upon the strategic priorities of the College. All new initiatives should be included in the departmental executive summary.
New initiative requests should include all associated expenses such as:
· Salary and fringe benefits* – additional personnel, overtime details, etc.

· Operating expenses – travel, office supplies, consultants, and small equipment items – should be shown in detail by expense category on page 2 of the form.
· Equipment/furniture – items valued at more than $1,000 needed first year only for start up.
· Do not include new initiatives in the Budget Request Workbook.
*Include a New Position Request Form for any new positions requested as part of a New Initiative.
NEW POSITION REQUEST FORM (electronic)
Indicate the requested position classification (i.e. classified, administrative, hourly, or student) and the type of position (i.e. full or part time, 10 or 12 month).

Include an estimated annual cost including fringe benefit costs.  Information on compensation rates can be obtained from Human Resources.
REORGANIZATION/PROMOTION/SALARY REVIEW/EQUITY ADJUSTMENT FORM (electronic)

Describe any proposed plans for staff reorganization, requests for promotion, salary review or equity adjustments, including projected total cost.  Include a description of this proposal in the budget narrative, as described on page 1.
FY2009 FULLTIME EMPLOYEES (separate electronic report)
Please review this report showing current fulltime employees by organization.  Indicate the name of the immediate supervisor for each employee.  Return a paper copy of this report to the Budget Office when complete.
EQUIPMENT REQUEST FORM (electronic)
EQUIPMENT/FURNITURE/TECHNOLOGY REQUESTS

(valued at $1,000 or more)

In order to determine the impact of new equipment expenditures on the operating budget, requests for all equipment items are being submitted as part of the FY2009 budget requests.

TRUST FUNDS AND SELF SUSTAINING BUDGETS (electronic)
Departments that manage trust fund and self sustaining budgets must submit a detailed budget request including both revenue and expenditure projections. Using information from the FY2007 and FY2008 Budget Status Reports provided, departments are asked to review previous and current fiscal year expenditures to determine the amounts by expense category for the FY2009 budget request.

Revenue Projections:  Revenue projections by account can be entered on the Revenue worksheet.  Any projected increases or decreases should be explained in the column provided.
Local Salary Summary:  Local salary requests can be entered on the Local Salary Summary worksheet.  Any requests for increases or decreases should be explained in the column provided. This request should include the following information if it pertains to your department; overtime, shift differential, additional compensation, hourly employees, and student employment. You do not need to include Work Study students.
Operating Summary:  The FY2009 Budget Request Workbook contains a separate worksheet for each expense category (i.e. 71100 Employee Related Expense, 71400 Administrative Expense).  Departments are asked to provide detailed operating budget requests by expense category. . Please note, requests should be as detailed as to include such items, as travelling to a particular conference.  Make sure to include the conference name, hotel costs, and airfare if applicable in the request.
Each trust fund/self sustaining budget must maintain a fund balance.  If your expenses will exceed revenue in a trust fund or self sustaining budget, a detailed explanation describing the need to expend fund balance must be included in the budget narrative.
DEADLINES

FY2009 budget requests will be submitted to the Associate Vice President or Dean by Friday, March 14, 2008 for review.  A copy should also be submitted to the Budget Office. (Please submit this request electronically.)  
Requests will then be forwarded to the area Vice President by Friday, March 28, 2008.  A copy should also be submitted to the Budget Office. (Please submit this request electronically.) 
Budget requests prioritized by the Vice Presidents will be submitted to the Budget Office by Friday, April 18, 2008.

For your convenience FY2009 budget forms will be emailed to all departments.  These forms will also be available on the web at:

http://www.bridgew.eduAdminFin/policiesforms.cfm.
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