Texas Woman’s University

BUDGET DEVELOPMENT TIME-LINE
April 30

Budget development forms due to the Provost/Vice Presidents

Provost and Vice Presidents hold “hearings” with departments to present budget requests/recommendations



Provost and Vice Presidents review requests/recommendations
May 27

Final recommendations made on budget by Cabinet
(Following final decisions on the FY 2010 budget, Robin Bayer will send budget verification worksheets and time-line for submission.)

August 21

Board of Regents approve budget
Attachment 3
Texas Woman’s University
Budget Development Forms

The following forms are to be completed FOR EACH ACCOUNT as outlined below:
· Request Priority:  List all requests for all accounts in priority order.  If a work group has more than one account, prioritize the requests as one unit.  There is to be only one priority one, two, etc.  Deans are to submit requests for priorities as one unit.  Again, with only one priority one, two, etc.
· Summary of Budget Changes:  Must be completed for each account listing the FY 2009 total budget, the changes requested, and the total FY 2010 budget request amount.  This form is to be completed even if there are no requested changes in the account budget.
· Worksheet #1 – Faculty Funding Requests and Justification:  This form is to be completed only if changes are requested.  If there are recommended changes to faculty personnel budgets, whether additions or reductions, each position where a change is requested must be listed.  Include benefits as a separate request for each position.  Use 25% of the salary for the benefits amount.

· Worksheet #2 – Non-Faculty Personnel Funding Requests and Justification:  This form is to be completed only if changes are requested.  If there are recommended changes to non-faculty personnel budgets, whether additions or reductions, each position where a change is requested must be listed.  Include benefits as a separate request for each position.  Use 25% of the salary for the benefits amount.
· Worksheet #3 – Maintenance & Operations and Travel Requests and Justification: This form is to be completed only if changes are requested, whether additions or reductions.  List requested changes to M&O and Travel separately.

·  Worksheet #4 – Revenue Change Justification:  This form is to be completed for revenue accounts only if changes are requested, whether additions or reductions to revenue.
· Worksheet #5 – HEF Equipment Request Form:  This form is to be completed by Academic Affairs Departments
NOTE:
(1)
Completion of these forms is not required for accounts fully funded from




student service fees.



(2)
If there is not sufficient space for justification, attach additional pages.

REQUEST PRIORITY
FY 2010
	UNIT NAME:________________________________________________________



	Priority Number
	Request
	Amount of Request
	Account Number

	
	
	
	


SUMMARY OF BUDGET CHANGES
FY 2010
	UNIT NAME:____________________________   ACCOUNT NO:_______________




FY 2008 BUDGET – TOTAL AMOUNT:

 $______________


FACULTY CHANGES: 


$___________


OTHER PERSONNEL CHANGES:  $___________


M&O CHANGE:  



$___________


TRAVEL CHANGE:  



$___________



TOTAL CHANGE:


$___________

NEW BUDGET REQUEST: 



$_____________
Texas Woman’s University
Faculty Funding Request & Justification

Fiscal Year 2010
	WORKSHEET #1 – UNIT NAME_________________________________  ACCOUNT NO:____________________________ 
                     


BUDGET ADDITIONS
(List Each Individual Position with Separate Salary & Benefits Amounts)

	Position Title
	Salary 
	Benefits
	Goal Addressed/Justification
	Impact if Not Funded

	
	
	
	
	


BUDGET REDUCTIONS
(List Each Individual Position with Separate Salary & Benefits Amounts)

	Position Title
	Salary 
	Benefits
	Impact of Reductions

	
	
	
	



Texas Woman’s University
Non-Faculty Personnel Funding Request & Justification

Fiscal Year 2010
	WORKSHEET #2 – UNIT NAME_________________________________  ACCOUNT NO:____________________________ 
                     


BUDGET ADDITIONS
(List Each Individual Position with Separate Salary & Benefits Amounts)

	Position Title
	Salary 
	Benefits
	Goal Addressed/Justification
	Impact if Not Funded

	
	
	
	
	


BUDGET REDUCTIONS
(List Each Individual Position with Separate Salary & Benefits Amounts)

	Position Title
	Salary
	Benefits
	Impact of Reductions

	
	
	
	


Texas Woman’s University

Maintenance & Operations and Travel Requests and Justification

Fiscal Year 2010
	WORKSHEET #3 – UNIT NAME:__________________________________     ACCOUNT NO:_______________________




BUDGET ADDITIONS
(List All Requests Separately)
	M&O Requests
	Goal Addressed/Justification
	Impact if Not Funded

	
	
	


	Travel Requests
	Goal Addressed/Justification
	Impact if Not Funded

	
	
	


BUDGET REDUCTIONS

	M&O Reduction
	Impact of Reduction



	Travel Reduction
	Impact of Reduction



Texas Woman’s University

Revenue Change Justification

Fiscal Year 2010
(To be Completed only for Units Generating Revenue)
	WORKSHEET #4 – UNIT NAME:_______________________________          ACCOUNT NO:________________________




JUSTIFICATION

	Type of Revenue Change
	Amount of Change
	Reason for Increase/Decrease

	
	
	


Texas Woman’s University

HEF Equipment Request and Justification

Fiscal Year 2010
	WORKSHEET #5 – UNIT NAME:_______________________________          ACCOUNT NO:________________________




REQUESTS IN PRIORITY ORDER
	Item(s) Requested
	Cost
	Justification
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1

