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100.1
 POLICY:  Budgeting and Financial Planning Process.

100.2   STATEMENT:  The budgeting and financial planning process involves planning, allocating, and monitoring the University's budget.  Planning and allocating resources for the University's budget normally takes place from July to February with detailed budgeting taking place from February to June.  Monitoring, analysis and reporting of actual-to-budget results occurs throughout the fiscal year.

100.3   APPLICABILITY:  This policy applies to the fiscal officers of the various campuses, cost center managers throughout the University, the University Budget Office, the executive officers, the president of the University, and the Board of Directors of the University.

100.4 DEFINITIONS:  

a. Current Approved Budget:  most current fiscal year budgets, which may include approved revisions to the Original Approved Budget.

b. Fiscal Year:  the University’s fiscal year begins on July 1 and ends on June 30th. 

c. Financial Plan:  a compilation of all budgets for the next fiscal year and forecasts for the subsequent three fiscal years, which are submitted by University departments during the fall and winter.

d. University Services departments:  Departments providing support to the three campuses, which comprise of the Main Campus, the Medical Center and the Law Center (Auxiliary Services, Financial Affairs, Student Housing, Facilities, Affirmative Action, University Counsel, the President’s Office, the Office of the Senior Vice President, Internal Audit, University Information Systems, the Office of Advancement, Campus Ministries and Human Resources).

e. Original Approved Budget:  fiscal year budgets, included in the financial plan submitted to and approved by the Board of Directors.

100.5   PURPOSE:  The purpose of this policy is to provide information and guidance on creating, maintaining, revising, and monitoring a budget.  This policy ensures that each cost center manager takes responsibility for overseeing the cost center expenditures and revenues in a fiscally responsible manner so that the cost center does not exceed budget parameters.

100.6  ADMINISTRATION AND IMPLEMENTATION:


a.
Planning 

During late summer and early fall, campuses and University Services department, in conjunction with department of University Facilities, finalize their priorities for capital projects.  During the fall, based on the general guidelines and parameters developed by the University Budget Office and specific parameters from academic departments, the three campuses and University Services develop broad budgetary guidelines that enable the University to meet its academic, research, and service program goals.  These guidelines form the basis of a financial plan that the University Budget Office submits to the Board of Directors for approval in February.  The University implements this plan at the beginning of the new fiscal year on July 1.  The three campuses' financial plans, and the plans of those support departments within University Services, comprise the Financial Plan for the University. 

b.
Allocating—Budget Preparation

The resource allocation process occurs in the fall and early winter.  During this period, departments submit to the University Budget Office detailed budgets for their areas based on the guidelines and resource levels already established.  Budgets are compiled in the Financial Plan and submitted to the Board of Directors for approval in February.  Subject to modification by the Board of Directors, the President, or designated executive officers--the Original Approved Budget is the financial plan of operation for the University during the fiscal year.  
Cost center managers are responsible for preparing and monitoring departmental budgets and for comparing actual expenditures to budgeted funds throughout the year.  All cost centers are required to stay within overall fiscal limits established by their budgets.  Within these limits, however, the manager of a cost center, department, school, or area of responsibility has discretion as to the use of their resources.


c.
 Budget and Financial Plan Preparation
To submit a financial plan during the financial planning period and a budget during the budget preparation period, all areas of the university use the Financial Planning system, which was developed internally in PeopleSoft environment.  This system contains historical budget and actual data for departmental cost centers as well as personnel data at a very detail level.  It provides a means for data entry of new fiscal year budget data as well as data for the future years of the financial plan.  It also provides numerous reports through which historical and new budget and financial plan data can be summarized.  The data entered into the Financial Planning system are reviewed, analyzed, and reported by the University Budget Office for approval by the Board of Directors for financial plan and for upload into the PeopleSoft general ledger and reporting programs for the next fiscal year’s detailed budget.


d.
 Levels of Budgeting: 

The University Budget Office has structured account codes to provide three (3) levels of budgeting.  They are as follows: (1) Summary, (2) Sub-Summary, and (3) Detail by Account Code.  

The lowest level of reporting is the “Detail” account code level.  http://financialaffairs.georgetown.edu/coa/coa.html. The sub-summary level aggregates several detail accounts.  For example, the postage account code is classified into the sub-summary level titled “Office Supplies.”  The summary level totals a group of sub-summary levels.  For example, the account code for office supplies is combined with those for computer supplies and medical supplies into the summary level titled “Supplies.”  As a general rule, revenue and expense budgeting should be at the most detailed level possible; however the individual fiscal officers have the discretion to determine the budget preparation level. 


e.
Budget Maintenance and Monitoring:  The University Budget Office monitors budgets throughout the fiscal year.  This process entails revising cost center budgets and changing estimating methods for projecting both revenue and expenditures over the twelve-month period and reviewing and reporting on actual-to-budgetary results.  Throughout the year, selected departments may require internal procedures or special schedules for budget maintenance.  Consult with your fiscal officer for specific instructions on maintaining your budget throughout the fiscal year.  
f.
Budget Revisions
A budget revision is a mechanism for identifying and resolving inconsistencies between allocated and expended resources.  Budget revisions should be used as planning tools and only when there is a significant change, e.g. addition or elimination of programs, restructuring within the department or unit, etc., and not for masking unfavorable or favorable variances.  If your budget reflects a long-term variance from budgets, you should discuss this with your fiscal officer or the University Budget Office. 

Use a Request for Budget Revision to adjust amounts in the revenue, expense, and transfer categories for your cost center.  Complete instructions can be found on the Financial Affairs Web Page http://financialaffairs.georgetown.edu/forms/forms.html 

Permanent revisions change the allocation of the cost center's funds for more than one fiscal year or for the duration of an activity. 

Temporary revisions change the allocation of funds within the current fiscal year. 

The net effect of each budget revision must balance to zero.  An increase in expenses or transfers must therefore be offset by either an increase in revenue, or a decrease in expenses.  Exceptions to this rule would be for newly budgeted expenditures approved by the University.  In this case, an unbalanced budget revision would take place.  All unbalanced budget revisions must have supporting documentation attached and verifying University approval.  Additionally, the fiscal officer must approve this revision. 

When revising the budget for a line item, you should use either the same account code level shown on the current approved budget or a lower (more detailed) account code level.  The University Budget Office recommends revising at the same level as budgeted unless there is an explicit reason to warrant revision at a different level. 

The appropriate fiscal officer must approve all budget revisions.

How to Complete a Request for Budget Revision:  You can find this form, Request for Budget Revision, at http://financialaffairs.georgetown.edu/forms/forms.html 

The purpose of this form is to track budget revisions and estimate methods for new or existing cost centers. 

1. Budget Revision Number:  PeopleSoft will assign this number when the cost center manager saves the budget revisions. The person entering the revision may then record the number in this field for tracking purposes.

2. Action to be taken:  Indicate the action to be taken as (A) establishing a new budget, (B) revising an existing budget, or (C) revising an estimate method.  If submitting a new budget, you should have completed a Cost Center Maintenance Notice and forwarded it to GAO in order to set up the cost center first.  Budget revisions must net to zero unless previously approved by the appropriate campus fiscal officer. 

3. Estimate Methods:  You may select the following methods of estimating:  1) prior year actual expenses and revenues, 2) 1/12 per month, 3) full amount in June, 4) spread by user, 5) quarterly. If choosing Option #4 (spread by user) please attach a worksheet showing the amounts to be placed in each period. 

4. Reason for revision or estimate change:  Indicate reason for change. 

5. Debit:  In the "Debit" column, list the account code/organization combinations for which you are increasing expenses or decreasing revenues.  If you are revising a budget, please remember that you must revise at the account code level at which you originally budgeted (i.e. budgeted $3,000 in 72200, must revise at 72200, not 72000 or 72201). 

6. Credit:  In the "Credit" column, list the account code/organization combinations for which you are decreasing expenses or increasing revenues. You must revise a budget at the same account code level at which you originally budgeted as explained above. 

7. Type:  For each account code/organization combination you are revising, please indicate in the "Type" box whether the revision is temporary – T or permanent – P. 

8. Estimating Method:  For each account code/organization combination you are revising, please indicate the method of estimating that you are using. 

9. Total:  Total of debits and credits must be equal unless approved by the appropriate campus fiscal officer. 

After completing this form, please sign and date the form and forward it to your campus fiscal officer for processing. If applicable, the officer will forward the form to the University Budget Office.  You must submit this form on or before 5:00 p.m. on the last business day of the month.

Keep a copy of the completed form for your records. 

100.7 RESPONSIBILITIES:

a. Cost center managers are responsible for preparing the budgets for their cost centers using the guidelines and the software as stated in 100.6.c. in a timely manner as directed by their fiscal officers.  They are also responsible for monitoring their budgets and reconciling the actual expenses and revenues to the budgeted amounts at least monthly.  The managers are responsible for notifying the fiscal officer of their area or the University Budget Office of significant variances from budgets.

b. Fiscal officers are responsible for overseeing the administration of the cost centers.  If the officer notes that expenses are greater than allowed by the budget  (note: not all cost centers operate at break even or better), then the fiscal officer is responsible for working with the cost manager to discover the causes of the variances and take actions to mitigate any negative impact on the University financial position.  The fiscal officer also must notify the University Budget Office of such variances in a timely manner but no less frequently than monthly.

c.
The University Budget Office coordinates the preparation of the annual operating budget and financial plan in cooperation with the fiscal officers.  In addition to the responsibility for monitoring and processing budget information throughout the fiscal year within the Financial Information System, this office also

1. Reports the fiscal year-to-date actual operating results and cash position as well as year-end projections,

2. Coordinates the annual overhead cost allocation process (including the preparation of reports), 

3. Provides budgetary guidelines to fiscal officers, including but not limited to, debt service, depreciation, and endowment,
4. Works closely with Financial Systems in updating and maintaining the budgeting software program, and

5. Coordinates the upload of salary information in May and June to eliminate the need for manual data submission.

100.8 ENFORCEMENT:

100.9 RESOURCES:
Request for Budget Revision http://financialaffairs.georgetown.edu/forms/forms.html 


100.10 APPROVAL: Financial Planning and Analysis Office, Division of Financial Affairs

100.11 REVIEW CYCLE: Annually
