BUDGET REQUEST PROPOSAL TO STUDENT FEE COMMITTEE 

FOR THE ACADEMIC YEAR 2009-2010

All budget requests are due by Friday, January 23, 2009

Unit Name 
 Index Code

Person submitting
 Day Phone #


Unit Advisor
 Day Phone #

Date submitted
 Evening Phone #

Allocation for 2008-09 
 Final expenses for 2007-08

Current Request: 

Percent of increase/decrease in anticipated revenue:


Please review the attached account code definition sheet and submit a dollar amount for each account code you want funded.  You must show, in detail, how you arrived at the total dollar value for that account code and provide a short written narrative for any account code item that is ten percent greater or less than your previous years allocation.  All new positions you wish to have funded require a job description and the approximate number of hours per week required to do the job along with how objectives will be developed and evaluated. Please review the sample budget and if you have any questions, please contact the ASEOU Vice President for Financial Affairs.  

All requests for new capital expenditures (acquisitions over $500) must be accompanied with a rationale for their purchase.  Requests for equipment purchases, not included in the operating budget, must be submitted in writing to the ASEOU Vice President for Financial Affairs.  

Per diems for the budget year are:





Meals -  
$18.00 a day.






Lodging - 
$20.00 a day.






Travel -  
$.35 a mile. 




See attached sheet for hourly pay amounts

Other Payroll Expense for the year:
3.0% of total student pay

Please review the sample budget.  If you have any questions, contact Charles Martin by e-mail: martinc3@eou.edu or by phone at (503) 440-0700. 

 SFC Budget Development Criteria

In order for a budget request to be considered for the current funding cycle the budget must be submitted in the format outlined below, and all questions must be completely answered.  Failure to do so will result in the budget being sent back to its creator for proper completion, with assistance if desired.  If the budget is not re-submitted in a manner deemed timely and complete by the committee, the committee reserves the right to not fund the organization.

Please answer the following questions on a separate piece of paper after your cover sheet and before your budget. 
Please be concise in your answers.
1. What is the purpose or mission statement of this unit?

2. In the statement of purpose of Incidental Fees it states, “The main purpose of this fee is to support those programs which are an integral part of the campus, but are in addition to the academic mission of the institution”.  Please describe how the unit is an integral part of Eastern and how it is in addition to the academic mission of the institution.

3. During this past year, how many people have been directly and indirectly involved in this unit.  Directly involved is defined as those participating in the activity or management of the unit.  Indirectly involved is defined as those who viewed or benefited from the activities of the unit. Please break the number down by title and status (student, staff, and community.)

4. Describe the decision making process of the unit and the titles of the individuals involved or how you decide to do what you do.

5. Describe, itemize, and explain the purpose of all other sources of money and in-kind support used or available to this unit.  These monies include, but are not be limited to, state money, lottery, foundation, and grant dollars.  In kind support would be items not budgeted for but provided by the institution or other organizations such as support staff/faculty salaries, training, conferences, etc.

6. Describe and provide justification for any changes from the current budget to the upcoming budget.

7. Include job descriptions for all budgeted hourly positions 

Unit Goals and Implementation/ Evaluation

Please provide at least three and not more than six current (this fiscal year) and future goals in the chart below. Please explain how the goal will be implemented and evaluated. For the “current status” provide a progress update, specifically reflecting the use of the evaluative process when appropriate. Please limit total response to one page.

	Last Years Goals
	Implementation/ Evaluation Process
	Current Status (in progress, completed

	Ex. Goal 1: increase sales
	Direct resources to coupon advertisements usable for half price entry to events. Track number of coupons received and effect on total sales.
	Completed- 45 coupons used, with gross sales increasing 10%

	
	
	

	
	
	


	Current Goals:
	Implementation/ Evaluation Process
	Current Status (not started, in progress, completed)

	
	
	

	
	
	

	
	
	

	
	
	

	Future Goals
	Implementation/ Evaluation Process
	Current Status (in progress, completed

	
	
	

	
	
	

	
	
	

	
	
	


TENTATIVE SCHEDULE

	Budget Training Meeting
	12/3/2008
	Wednesday
	6:00 PM
	Hoke 201

	2007-8 Proposals Due
	1/23/2009
	Friday
	5:00 PM
	 

	Preliminary Hearings
	1/26 to 1/30
	Mon. to Friday
	 
	Hoke 301

	Preliminary Announcement
	2/3/2009
	Tuesday
	 
	 

	Appeals Due
	2/10/2009
	Tuesday
	5:00 PM
	 

	Final Deliberation
	2/16 to 2/20
	Mon. to Friday
	 
	Hoke 301

	Final Budgets Announced
	2/23/2008
	 
	 
	 

	Performance Enhancements Due
	5/8/2008
	Friday
	5:00 PM
	 

	Performance Hearing
	5/11 to 5/15
	Mon. to Friday
	 
	Hoke 301


All of these dates are tentative, and as such, subject to change. Bold items signify a meeting in which the unit directors may be required to attend.

ACCOUNT CODE DEFINITIONS

	Account Code
	
	Definitions

	
	
	

	10100
	
	Unclassified Pay - all salaries that are related to academic or administrative faculty.

	
	
	

	10300
	
	Management Services and Classified Salaries Pay - this includes secretarial support that is salaried, not hourly paid individuals.

	
	
	

	10400
	
	Management Services and Classified Pay - these are hourly personnel, i.e., secretarial, custodial, ground crews, vacation pay, compensatory pay, overtime, etc.

	
	
	

	10500
	
	Student Pay - all student pay, including college work study, honorariums, summer student pay, overtime and all student related work expenses.

	
	
	

	10900
	
	Other Payroll Expenses (OPE) - this covers FICA, workmen’s compensation, SAIF, unemployment expenses and other insurances.  Student employees should be budgeted at 3% of the total labor budget as figured in 10500.

	
	
	

	20000
	
	This broad area represents all services and supplies and will probably represent the majority of your budget.  The following are some specific account code areas.

	
	
	

	20001
	
	Supplies - this area includes office, administrative and operating supplies (paper, pencils, tape, staples, etc.), data processing supplies, books, periodicals, diplomas and certificates, physical plant supplies, minor equipment (under $500), student project supplies, photography supplies, cleaning supplies, clothing, athletic supplies and awards.

	
	
	

	22000
	
	Communications & Shipping - telephone (instrument charge plus monthly service and long distance and telegraph, postage, freight and express, delivery services.

	
	
	

	23000
	
	Utilities - covers electricity, gas, sewer, steam, water and other miscellaneous utilities.

	
	
	

	23500
	
	Maintenance & Repair - equipment, building and grounds maintenance and repair, laundry and dry cleaning, custodial services, building repair reserve expense.

	
	
	

	24000
	
	Rentals & Leases - equipment rental or lease, building rental or lease.

	
	
	

	24500
	
	Fees & Services - accounting, legal and data processing services, performance fees, purchasing, personnel, executive department and centralized activities assessments, duplicating and copying, advertising, printing and publishing, contract personnel services, security services and typesetting.

	
	
	

	28900
	
	Other - insurances, dues and memberships, taxes and licenses, conference registration fees, hosting groups and guests, equipment replacement reserve charges and royalty payments.

	
	
	

	39000
	
	Travel - in-state, out-of-state, mileage, hotel, meal per-diems, airfare, train, and car rental.

	
	
	

	40000
	
	Capital Outlay - equipment and library purchases, livestock equipment lease/purchases.


	SFC Budget Request Form

	 
	
	
	
	
	
	 

	 
	Unit Name/ Contact Person
	Eastern Books/ Fred Jolly

	 
	
	
	
	
	
	 

	 
	
	
	
	
	
	 

	REQUEST SUMMARY
	
	
	
	
	 

	 
	Anticipated Revenues
	6200
	Anticipated Expenses
	
	
	 

	 
	SFC Request
	8030
	
	14230
	
	 

	 
	TOTALS
	14230
	
	14230
	
	 

	 
	
	
	
	
	
	 

	 
	
	
	
	
	
	 

	 
	Anticipated Revenue Detail:
	
	
	
	
	 

	 
	
	
	
	
	
	 

	 
	Yearbook Sales
	1000
	(1000 books @ $1 = 55% of student body)

	 
	Ad Sales
	4000
	(2 pages of ads @ $200 per page)

	 
	Fundraisers
	1200
	(dances, raffles, t-shirt sales, etc.)

	 
	Total Anticipated Revenue
	6200
	
	
	
	 

	 
	
	
	
	
	
	 

	 
	
	
	
	
	
	 

	 
	Anticipated Expense Detail:
	
	
	
	
	 

	 
	
	
	Prior Year Actual Expense
	Current Allocation
	Current Request
	 

	 
	ACCOUNT CODE 10500 - STUDENT PAY
	
	
	
	
	 

	 
	Editor/Writer
	
	2270
	2316
	2362
	 

	 
	TOTAL STUDENT PAY
	
	2270
	2316
	2362
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 10900 - OPE(other payroll exp.)
	
	180
	181
	183
	 

	 
	3.0% of total student pay
	
	180
	181
	183
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 20001 - SUPPLIES
	
	
	
	
	 

	 
	Office Supplies (estimated)
	
	225
	230
	235
	 

	 
	Minor Equipment (stereo)
	
	196
	200
	204
	 

	 
	Photo Supplies (estimated)
	
	98
	100
	102
	 

	 
	TOTAL SUPPLIES
	
	519
	530
	541
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 22000 - COMM. & SHIPPING
	
	
	
	
	 

	 
	Basic phone $45 per month x 12 
	
	540
	540
	540
	 

	 
	Long distance (estimated $25 x 12)
	
	280
	300
	320
	 

	 
	Shipping (estimated)
	
	195
	200
	205
	 

	 
	TOTAL COMM. & SHIPPING
	
	1015
	1040
	1065
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 24500 - FEES & SERVICES
	
	
	
	
	 

	 
	Printing yearbook per low bid as
	
	
	
	
	 

	 
	required by state guidelines (200 pages)
	
	3200
	3400
	
	 

	 
	Copying (5% over last year)
	
	180
	189
	198
	 

	 
	Contract services - photographer
	
	
	
	
	 

	 
	(1800 students @ $5 per student)
	
	8900
	9000
	9000
	 

	 
	TOTAL FEES & SERVICES
	
	8900
	9000
	9000
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 28900 - OTHER
	
	
	
	
	 

	 
	Conference registration $50 x 2 people
	
	100
	100
	100
	 

	 
	Dues to National Yearbook Assoc.
	
	75
	75
	75
	 

	 
	TOTAL OTHER
	
	175
	175
	175
	 

	 
	
	
	
	
	
	 

	 
	ACCOUNT CODE 39000 - TRAVEL
	
	
	
	
	 

	 
	Yearbook Editors conference in Denver, CO.
	
	
	
	
	 

	 
	Airfare:  $320 x 2 people
	
	640
	640
	640
	 

	 
	Hotel:  $20 x 3 nights x 2 people
	
	120
	120
	120
	 

	 
	Food:  $18 x 4 days x 2 people
	
	144
	144
	144
	 

	 
	TOTAL TRAVEL
	
	904
	904
	904
	 

	 
	
	
	
	
	
	 

	 
	
	
	
	
	
	 

	SUMMARY
	
	Prior Year Actual
	Current Allocation
	Current Request
	 

	 
	Total Revenue
	
	5000
	5500
	6200
	 

	 
	Total Expenses
	
	13963
	14146
	14230
	 

	 
	SFC Request
	
	8963
	8646
	8030
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