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TO:

BUDGET MANAGERS
FROM:
RUDY CALASIN



BUDGET & ACCOUNTING MANAGER, BUSINESS SERVICES

SUBJECT:
2016-17 BUDGET DEVELOPMENT FORMS
The 2016-17 budgets are ready for processing!  The following list of documents provides the minimum information needed to complete the 2016-17 budget submission.  
1)  2016-17 Budget Calendar
2)  Budget worksheet in Excel format to use for making changes to the 2016-17 budget
3)  Budget detail report including budget line item descriptions and amounts
4)  Budget history report detailing prior-year and current year expenditures
5)  Budget salary projection report including current personnel listing
6)  Staff Augmentation/Reduction checklist
These documents should be used to help identify errors and/or omissions in the current fiscal year as well as change future appropriations.  However, a word of caution is warranted:  time lags exist when recording revenues and expenditures.  Hence, budget balances may appear greater or lesser than actual amounts, so plan accordingly.  The budget calendar details critical deadlines that each budget manager is expected to keep, so please calendar these dates to help stay on track.  A few additional guidelines will help:
1)  Long-term budget projections are completed in the Business Office.  However, if significant changes are anticipated, provide a separate document highlighting the change.

2)  The Staff Augmentation/Reduction checklist is required when projections include increases or decreases in full time equivalents (FTE).  The Business Office will not modify budgets without them.
3)  The Business Office will project all utility charges. However, please audit financial reports to verify that costs are reasonable.  Utility charges normally record two months in arrears.
4)  Submit projected workshop schedules to Lisa Worsley (383-1933) before the 2016-17 fiscal year begins. Furthermore, updates are required immediately after a schedule is amended.  Revised data ensures that account numbers are updated accurately.
5)  Facility maintenance projections must be approved by Poul Hanson (383-1943).  If maintenance projects qualify for deferred maintenance, costs can be transferred to other funding sources.
6)  Equipment purchases less than $5,000 are coded to object 4400; purchases greater than $5,000 are coded to 64XX.  Include detailed listings indicating items, quantities, and prices.  Cost estimates are processed by the Purchasing department.  Contact Debi Gill at 383-1950.

7)  The Business Office projects average daily attendance (ADA) for all schools.
The County Board will again review budgets by specific fund (see budget calendar) and conclude its analysis with a one day session incorporating the entire VCOE budget.  The session provides a final opportunity to clarify any issues and/or questions concerning instructional and administrative programs.
Administration will contact your department if attendance is required for any board meetings. 

The Business Office appreciates any feedback regarding the benefit or usefulness of this information. Also, any suggestions or ideas for improving the overall budget process or development forms is welcomed.  
If you have any questions, please contact me at 383-1940.
