Budget Manager’s Guide

Welcome to Messiah.  This guide will assist Budget Manager’s with preparing, managing, and reviewing their budgets.  If you have any questions about the information in this document, please contact the Controller, Wendy Starner.  

Who is considered a Budget Manager?
Budget Managers are Messiah employees who have financial responsibility for a department.  Financial responsibility can be associated with general expenses (ie: supplies, travel, etc…), revenue, compensation, grants, capital purchases, etc…  

The Operating Budget:
The Operating Budget consists of revenue, expenses, and compensation related to the day to day operations of the campus.  Budget Managers should review their budget activity on a monthly basis.  The Business Office closes each month by the 10th day of the following month, therefore any adjustments or corrections for the month must be submitted to the Business Office before that date.  Once the month is closed, no further changes can be made.   Unspent operating budget dollars do not carry forward into the next fiscal year.  
Tools to review Operating Budget: 

Banner Self Service Finance (see Self Service-Finance Training Manual)

Discoverer—Management Report: Multiple Year Analysis (see Discoverer Manual for Budget Managers)

The Capital Budget:

The Capital Budget consists of:

· projects related to construction and renovation

· computer technology purchases

· furniture

· equipment

· library acquisitions

Budget managers must request capital funding through the Capital Budgeting process.  Each request is reviewed by Senior Administration and Capital Teams and prioritized based on need and funding available.  The Facility Audit along with the Provost Dedicated Funding for Capital is given priority funding.  
Overview of the Operating and Capital Budget Planning Process:

(Please reference the Budget Calendar for a complete outline of the process.)
A new fiscal year begins each July 1.  Budgeting for that year starts in early October of the previous year.  The Business Office begins to collect and analyze budget data which is then transferred to a Long Range Forecast 5 year planning model.  Throughout the fall the Business Office meets with various groups across campus to demonstrate the parameters applied, collect feedback from campus groups based on their business planning for the upcoming year, and incorporate that feedback into the Long Range Forecast.  By early December, the basic parameters are presented to the campus at a Budget Forum where final input is incorporated before presenting the Forecast to the groups outlined in the College Governance structure.  By mid-December, all groups have voted on the basic parameters and final reports are prepared for the Finance Committee to vote on at the January Board of Trustees meetings.  Once the Board has voted on the parameters, the budget process begins.  

In February, the Business Office will “roll” the current fiscal year data in Banner to start the budget process for the new fiscal year.  The Business Office then applies the parameters to each account as outlined in the board approved Long Range Forecast.  Senior Administration approves the base budget before it is opened to the campus in mid February.  Once the budget is opened to the campus (via Self Service Budget Development), budget managers are then able to allocate dollars according to their business plan for the upcoming year.  As noted in the Budget Calendar, the budgeting process remains active throughout the spring until final approval is required by College Governance and the Board of Trustees at the May Board meetings.  On July 1, the budget it “rolled” into live Banner to start the new fiscal year.
Understanding BANNER Finance:

FOAPAL:  Fund, Organization, Account, Program, Activity, Location

The FOAPAL in Banner is the basic set up in Banner that allows the Business Office to track all financial data and build reports that assist with analysis of Messiah’s financial activity. 
FUND:  A “silo” of money that can’t be combined with other funds.  It is arranged in a Hierarchy
· Restricted vs. Temporary=Fund 12 vs. Fund 22

· Operating vs. Capital=Fund 11 vs. Fund 94

· Hierarchy Example:  (See Fund Hierarchy Report)
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Organization: a department.  Also referred to as an “ORG”.   

· Level 4 Orgs are the first four digits used in coding financial activity
· See ORG Hierarchy Report for listing of all ORGS.

· See Guide to Reference Orgs and Budget Managers to show a listing of employees responsible for managing those orgs.

· Example of the Hierarchy
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Account:  a 4 digit number that groups related data. 
· Level 3 Accounts are the last 4 digits used in coding financial activity

· 4xxx accounts are revenue accounts

· 6xxx accounts are expense accounts

· Revenue posts to revenue accounts

· Expenses post to expense accounts

· See Account Hierarchy Report for listing of all Accounts

· Example of Account Hierarchy
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Program:  We are required to report our operating expenses by functional categories (programs).  Those programs are:
· Instructional

· Academic Support

· Student Services

· Auxiliary Enterprises

· Institutional Support
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Statement of Activities -
Year Ended June 30, 2007
2007
Temporarily  Permanently
Unrestricted _ Restricted _ _ Restricted Total
Operating Revenues
Student wition and fees $66164782 5 - 5 - §66,164,782
Less financial aid 20330664 - - (20330664
Net Tuition and Fees 45,834,118 - - 45834118
Government grants and appropriations 1773300 16619 - 1789.949
Gifts and granis 1388187 633048 - 2021631
Endowment return designated for operations 5.585.336 - - 5585336
Other sources 4666751 11705 - 4778456
Auxiliary enterprises 18052970 - - 18,052,979
Net asets eleased from restriction 959,437 ©959.437) - -
Total Operating Revenues 78260108 197639) - 78,062,469
Operating Expenses
Educational program services
Instructional 25005326 - - 28.005.326
Student services 12,640,891 - - 12640801
Public service 1274423 - - 1274423
Ausiliary enterprises 15.496.607 - - 15,496,607
Supporting services
Academic support 8644736 - - 864736
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Activity:  This is another way for users to track data within accounts.  Certain orgs across campus have been assigned activity codes.
· IT uses activity codes to track IT purchases for specific projects
· Some department use activity codes to track events with in their org budgets

· For example:  HR could use activity codes to track all expenses related to the Employee Christmas Luncheon, Years of Service Banquet, etc…

· College Press uses activity codes to track types of revenue.

· Sales

· Copier Sales

· Printing Sales

· Binding Sales

· Brochure Sales

· If you are interested in setting up activity codes for your ORG, please contact the Controller.

Location:  This data segment is used to track revenue and expenses by geographic area.  We have 3 locations set up in Banner:
· Grantham Campus

· Philadelphia Campus

· Harrisburg Institute

Budget Management:  How to be an effective Budget Manager
· Develop a business plan that documents your budget activity

· Actively participate in the budget process to establish your budget.

· Authorize and Manage expenditures using the Contract Authorization Policy as your guide.  Expenditures may occur through:

· Purchase Orders

· Direct Invoicing

· Purchasing Cards

· Petty Cash

· Review budget detail on a monthly basis and notify the Controller of any errors.  
· Monitor Budget Activity carefully to ensure that the ORG bottom line does not exceed the budget plan. 

· ie:  The travel account (6200) may be over budget by $200, however if the ORG bottom line expenses (excluding compensation) is still under budget by $600, then you are managing effectively.

· Unspent Compensation Budget dollars may not be used to fund other operating expenses.

· Unexpended Capital dollars may not be used to fund non-capital expenses.  Likewise, operating expenses may not be used to fund capital purchases.  (See Capital Expenditures Guidelines for an explanation of Messiah’s capital criteria.)

· Revenue and Expenses should be posted in the correct accounts, in a timely manner

· If your department uses auxiliary software (ie: Black Board, Axient, etc…) to track detailed transactions (either revenue or expenses) the detail must be reconciled to Banner on a weekly/monthly basis.  **NOTE:  The Business Office is currently in the process of identifying all detailed data that posts to Finance through auxiliary software.  We will be developing procedures to assist departments with proper reconciliation.  In the meantime, if your department needs assistance, please contact Wendy Starner, Controller.

· Organize the department’s financial activity in a manner that is easily recovered. (in the event of an audit).
· Maintain proper data security.  (See policy on Data Security)
· Use the proper Business Office Forms to initiate transactions

· Journal Voucher Form

· Budget Transfer From

· AR Forms

· PR Forms

· AP Forms

ATTACHMENTS:
Business Office Organization Chart
Business Office Employee Listing with job description
