Instructions for Budget Forms
FY 2005-06 Recurring Budget Allocations

Chancellor Bardo has authorized a lump sum funding allocation for each college or division for fiscal year 2005-2006.  Utilizing the priorities that were established within your college or division and discussed with the Provost/Chancellor at your budget hearing, please prepare one (or more) WCU Departmental Budget Forms for Recurring Allocation FY 2005-2006 as described in the instructions below.  The appropriate forms should be received in the Budget Office (HFR 303) no later than close of business on Tuesday, September 13, 2005.
Questions concerning preparation of forms should be directed to Jeanine Newman or Linda Fiskeaux, Ext. 7323.  Questions concerning funding allocations should be directed to Jeanine Newman or Chuck Wooten at Ext. 7323.

The three (3) forms to be used for recurring budget allocations for FY 2005-2006 and the related instructions are as follows:

1.
WCU Departmental Budget Form for Recurring Allocation FY 2005-2006
· A separate form should be prepared for each priority addressed with your enrollment growth recurring allocation and for each FRS account affected.  Unlike the forms prepared for the budget hearings, you may combine budget allocations for new positions (1110 & 1210) with non-position related allocations on a single form as long as they are related to a single priority and FRS account.  
· In the section Priority Supported by Allocation, provide a description of the priority submitted as part of your budget hearing request that is being addressed with this allocation.  
· All amounts should be shown in whole dollars.
· Faculty positions are not to be funded out of your allocation nor included on this form as those have been separately allocated by the Provost/VC for Academic Affairs.
2. Summary of Recurring Budget Allocations

· This form provides summary information for each of the individual WCU Departmental Budget Forms for Recurring Allocation FY 2005-2006 as described in # 1 above.  There should be one line per form and the Recurring Amount column should agree to the total of the Amount column on the individual requests.

· The Grand Total on the Summary form should agree to the total allocation reflected on the FY 05-06 Recurring Budget Allocations spreadsheet attached to VC Wooten’s email dated 08/30/05.  

· For each line on the Summary form, there should be a corresponding WCU Departmental Budget Form attached.   

3.
New Position Request (only to be used if request includes new position) 
· Individual New Position Request forms are to be prepared for each EPA and SPA position requested.  Multiple new positions can be requested on the same WCU Departmental Budget Form (#1 above) as long as they are all to be charged to the same FRS account and are associated with the same priority.
· These forms should not be used to request new faculty positions (1310) since the Vice Chancellor for Academic Affairs will submit the budget for all new faculty positions.  

· Information regarding position classifications and salaries for both SPA (1210) and non-faculty EPA (1110) can be obtained from Human Resources, Ms. Kathy Wong, at extension 7218. To assist you in this process, the new position request form identifies the primary duties of the new position. The SPA grade and FTE should be filled out as directed by Human Resources. This process will allow you to budget sufficient funding to support the proper position classification.
· List the position title/classification and the minimum starting salary on the appropriate lines. (SPA positions should be budgeted at the minimum salary, based upon the state salary schedule effective July 1, 2005). 

· Benefits as directed by the Office of the President are calculated as follows for fiscal year 2005-06: 

· Social Security, 7.65% (Salary Max = $90,000; 1.45% over $90,000)
· Medical Insurance, $3,748 per FTE 

· State Retirement, 6.82% 

· Optional Retirement, 11.16% 

· Law Enforcement Officer, 11.82% 

