Budget Hearing Instructions for Departments Supported by State Appropriations
Introduction

The department budget hearing requests provide a connection between the strategic planning and budgeting processes.  The budget hearing process helps each administrative level ascertain whether budgeting is following planning and to have its own plan reflected in the budgeting process.  It provides for effective communication among all administrative levels in the budgeting process and provides an appropriate and financially sound method of distributing funds. 

Instructions

General Information

This Budget Hearing Request Packet contains forms and supporting schedules, which will enable you to communicate your departmental recurring and non-recurring needs to your Vice Chancellor or Chief of Staff (for Chancellor’s Division).  These division heads will use this information to prepare a division–wide budget request for consideration during budget hearings that are held each summer.  Budget hearings provide an opportunity for the Vice Chancellors and the Chief of Staff to present and discuss their funding needs and priorities with the Chancellor, the Provost, and the Vice Chancellor for Administration and Finance.  This information serves as the basis for allocation of available funds.
All requests for budgetary increases must be related to one or more of the institutional funding priorities established by the Chancellor and his Executive Council.
· 
· 
· 
· 
Your request should include all anticipated requirements in excess of your departmental state appropriated base budget for the upcoming year. Requests may be made for EPA-Non-Faculty and SPA positions; EPA-Faculty positions should not be requested as they are allocated by the Provost’s Office in a separate process.
Budget requests are to be submitted using the five (5) forms provided: 

1. Unit Request- Recurring Funds

2. Unit Summary – Recurring Funds 
3. Unit Request – Non-Recurring Funds

4. Division Summary – Recurring Funds
5. Division Summary – Non-Recurring Funds



· 
· Please direct all questions concerning preparation of forms to Jeanine Newman (x3114) or Deborah Lovern (x3107).




Preparation of Forms

1.
Unit Request - Recurring Funds
· Prepare a separate form for each initiative you are trying to fund or each deficiency you are trying to correct that is primarily funded with recurring funds.  This will facilitate the priority ranking of your departmental requests.
· Schedule A – Positions Requested – In this section, list any positions with a descriptive title, estimated salary including benefits calculated at 18%, and the number of FTE categorized as SPA or EPA.
· Schedule B – Non-Recurring Items - This form is to be used for requests that are for recurring funds.  Such requests, however, often have associated non-recurring costs (i.e. start up expenses for new positions).  Such non-recurring costs should be itemized in Schedule B – Non-Recurring Items.  The total from Schedule B will automatically populate the appropriate line in the Summary section.
· For each request, provide a narrative description of the initiative and/or deficiency being addressed and its relationship to one or more of the institutional priorities.
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 

· Department heads are to enter the departmental priority ranking for all requests they submit.
·  
· 






2.
Unit Summary – Recurring Funds
· Unit heads are to transfer the total dollars and FTE of each Unit Request – Recurring Funds in priority ranking order to a single Unit Summary – Recurring Funds Form for the unit.


3.
Unit Request – Non-Recurring Funds
· List the unit’s requests for non-recurring items (i.e. equipment, software, consulting costs, temporary wages) in priority ranking order.  If any one-time purchases have associated recurring costs (i.e. annual maintenance on software or maintenance agreements on equipment), include an estimate of such costs in the column titled “Associated Recurring Costs.”
· This form serves as the summary sheet for the unit’s non-recurring requests.  A separate summary sheet is not needed.
4.
Division Summary – Recurring Funds 
· Division heads are to prepare a single Division Summary – Recurring Funds for the entire division listing all requests in order by division priority.   For each item listed, a Unit Request – Recurring Funds Form should be attached.  The total recurring and non-recurring dollars and FTE on each Unit Request - Recurring Funds Form should agree to the corresponding totals on the Division Summary – Recurring funds.  If the division head is putting forth a departmental request without making any modifications, the unit form can be attached.  If the division head has combined multiple unit requests or made changes to the unit request, a new Unit Request – Recurring Funds Form should be prepared.

5.
Division Summary – Non-recurring Funds
· Division heads are to prepare a single Division Summary – Recurring Funds for the entire division listing all requests in order by division priority.   


· 
· 
· 
· 


Budget Hearing Calendar

	May 12, 2008
	Distribution of Forms and Instructions to Departments

	
	

	May 30, 2008
	Submission of Division Requests to Budget Office

	June 2008 
	Budget Hearings

	Allocation of Funds
	Following Adoption of Budget by NC Legislature and Allocation of Funds by Board of Governor


Budget Hearing Participants
Provost: Academic Affairs

Provost: Information Technology

Vice Chancellor, Administration and Finance

Vice Chancellor, Advancement and External Affairs

Vice Chancellor, Student Affairs

Chief of Staff
