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Budget Instructions

Fiscal Year 2012-2013


I.	Overview

1. Each entity is required to complete its FY’13 budget in accordance with the guidelines contained within this document. It is essential that the guidelines be strictly adhered to in order to expedite the budget process. Additional guidelines may be issued at a later date. 

2. Each department and program within each college should prepare a budget.  Budget data should be entered into the new BPC  budget system. The budget narrative, and hard copies of applicable reports, should be submitted to the Office of the Senior Vice President for Health Sciences (OSVPHS), attention Larry Dew, Assistant Vice President. As in prior years, you will be notified of the due date. OSVPHS will review the budgets for accuracy and completeness and will work with each entity to correct problems and clarify questions. The budgets will then be forwarded to Senior Vice President Vivian Lee for her review.

3. Each entity will present its budget to Senior Vice President Vivian Lee. You will be contacted to schedule a date and time for the presentation.

4. Upon review, and after any necessary meetings, Dr. Lee will notify each entity in writing that its budget is approved.

5. During FY’13 each entity will continue to submit reports explaining material variances between budget and actual operating results. It is essential that budgets be as accurate as possible to avoid large budget variances.


II.	Items of Note
1. The following budget reports are required for each department and on a college consolidated basis:
a. Fund Summary
b. Employee Detail
c. Salary Justification, if applicable (signed by the dean and department chair)
d. 5 Year Comparison	
2. As in prior  years, the following information previously provided by the MBM Office will be available within BPC  and will not be distributed separately:
a. Personnel Data as of January 15, 2012
b. FY12 YTD actual expenditures as of December
c. Cash Balances 
3. Salary increases, if any, for employees paid with funds received from the Hospital should be negotiated with the Hospital.
4. Salary guidelines will be provided when Senior Vice President Vivian Lee  issues budget memos in March.

III. Budget Format  
Each entity is required to submit a budget narrative subdivided into the sections described below.  Budget reports should be submitted for each reporting department and program as well as a consolidated budget for the entire college/entity.  The entire budget package, including the narrative and all reports, must be submitted together on the due date.

Budget Narrative:

Part A: Executive Summary	Summarize the entity’s budget highlights in bullet point format (one or two pages).

Part B: Assumptions	Describe any assumptions used in formulating the budget.

Part C: Goals	Describe each department’s progress in reaching the goals outlined in the FY’12 budget. List and explain the major goals for the entity in FY’13 and describe the financial impact that those goals have on your budget. Describe how those goals are quantitatively represented in your budget reports. 

Part D: Recruitment	Explain any recruitment plans including sources of salary support and start-up costs.

Part E: Grant Data	Explain how the entity determined the budgeted amount of revenue and expenses from grants and contracts. This section should also describe the basis for estimating new grant awards, including the amount and percent of pending grants that the entity estimates will be funded.  Grant budgets should be realistic, and should be historically based if the entity deems adequate data is available.  Entities may choose to make their best estimates of which outstanding grants will be funded, but should keep in mind that the budgets should be meaningful, not overly conservative or optimistic.

Part F: Salary Program		Salary budget guidelines will be distributed at a future point in time based on directives from Senior Vice President Vivian Lee. Include in this section of the budget narrative a description of how the department applied the guidelines contained in her directive. 

Part G: Cash Reserves		Include in this section a discussion of the entity’s cash reserves, i.e., discuss why cash reserves have increased or decreased between years within each fund group (1001, 2000, 2500, 6000, etc.). No explanation is required for fund groups with minimal changes.

	Also, for units receiving State funds, include a discussion in this section of the projected cash balance, if any, at June 30, 2012 and 2013 (by department) for State Funds and provide an explanation of what the funds are reserved for.  

Part H: Support	Provide a detailed list of support funds that have been negotiated with other UUHSC and University entities and other sources. Examples of other University support sources are: University Hospital and Clinics, Senior Vice President for Health Sciences, etc. 

Part I: Internal Controls	Summarize in two or three paragraphs the steps you are taking to review and strengthen internal control procedures within your college, including any significant changes you have made since your last budget submission.

	Areas that you might want to comment on are:
· Controls enacted to guard assets and records
· Strengthening of authorization/approval processes
· Separation of duties
· Communication of internal controls to faculty and staff
· Enactment of new policies
· Inventory and equipment control

	Also, describe the actions that have been implemented to protect electronic patient and personal data through data encryption processes. Such data includes social security numbers, credit card numbers, patient data, etc.	

Part J: One-time Expenses	Describe any material one-time expenses included in your budget. Examples of one-time expenditures include the following: equipment and remodeling/construction costs in excess of $5,000, recruitment expenses and other non-recurring expenses. These outlays are not considered operational and ongoing. Any planned transfers to endowment chartfields during FY’13 should also be described.

Note:  You can budget these transactions in detail within the BPC  system.  At the account code level you can flag the amount to be considered one-time and add comments for your reference.  Amounts designated as one-time for either revenues or expenses, will be shown separately from the operational section of the Fund Summary.  Use the functionality within BPC  to track the detail by activity/project and account code, but describe the nature of the one-time expenses in general within the budget narrative.

Part K: 5 Year Comparison	This report is generated within the BPC  budget system.  It includes actual data for FY’09 – FY’11, the forecast for FY’12, and the budget for FY’13.  A copy of this report should be included in your budget narrative for each department and on a consolidated basis. Also include a one page report for each department to explain significant differences between years.

Part L: Clinical Data	Include in this section a review of appropriate clinical data (if the unit has clinical operations) that will provide a comparison of clinical operations for the past two fiscal years (actual data), projected data for FY12, and budgeted data for FY13. This information will be reviewed and discussed at the budget meeting.

Part M: FY14 & FY15 Impacts	Include a discussion of issues that you are aware of that will materially impact FY’s 2014 and 2015 that have not been discussed in any other section of the budget narrative.

Part N: Other	 Include other information and exhibits that will help explain the            entity’s budget.
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