BUDGET REQUEST PROPOSAL* TO STUDENT FEE COMMITTEE 

FOR THE ACADEMIC YEAR 2012-2013
All budget requests are due by Tuesday January 17th, 2012
Unit Name 
 Index Code________________________________
Person submitting
 Day Phone #_______________________________
Unit Advisor
 Day Phone #_______________________________
Date submitted
 Evening Phone #___________________________
Allocation for 2011-2012
 Final expenses for 2010-11___________________
Current Request: 

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 each account code.
· Provide a short rationale for any account code item that involves requesting a ten percent increase or decrease from your previous year’s allocation.
· All new positions you wish to have funded require a job description, the approximate number of hours per week required, and how the position(s) will contribute to the unit’s mission and goals.

· All requests for new capital expenditures (acquisitions over $500) must be accompanied with a rationale for their purchase.

· Student per diems for the budget year are:


Meals -  
$18.00 a day






Lodging - 
$20.00 a day






Travel -  
$.35 a mile
· There is a travel summary example on this link if you would like to see how one is set up and budgeted for. http://www.eou.edu/busserv/resources/ba/forms/travel_summary.pdf
· Other Payroll Expense (OPE) for the year: 3.0% of total student pay

· See attached sheet for student hourly pay categories

Please review the sample budget. If you have any questions, contact Demetria Tsiatsos by e-mail: asvpfin@eou.edu or by cell phone at (541) 786-1978 or ASEOU office phone at (541) 962-3387.
* For Educational/Cultural, Student Government, and Wellness/Recreation groups

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 Student Fee Committee, the Committee reserves the right to not fund the organization. Please answer the following questions concisely on a separate page after your cover sheet and before your budget.
1. What is the mission statement of this unit?

2. Briefly describe how the unit meets the funding criteria listed in the SFC Guidelines (Article IV page 7).
3. During this past year (2011-2012), how many people have attended, participated, or directly benefited from activities of the unit?  Please break the number down by the following groups: student, faculty/staff, and community.
4. Describe the purpose of and list all other non-SFC sources of revenue and in-kind support used or available to this unit. In kind support would be items not budgeted for, but provided by the institution or other organizations such as staff/faculty salaries, training, conferences, etc.

5. Describe and provide justification for any changes from the current budget (2011-2012) to the upcoming budget (2012-2013).

6. Include job descriptions for all current positions funded by student fee dollars.
7. If additional funding, over 2011-2012 allocation, is being requested please include the following: 
Goals (provide this information on the next page) 
Purpose
If any of this funding is going to provide a new position, include the job description.
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.
	 2010-2011Goals:
	Implementation/ Evaluation Process
	Status update (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%

	
	
	

	
	
	


	2011-2012 Goals:
	Implementation/ Evaluation Process
	Status Update

	
	
	

	
	
	

	
	
	

	
	
	


	2012-2013 Goals:
	Implementation/Evaluation Process

	
	

	
	

	
	

	
	


TENTATIVE SCHEDULE

	2012-2013 Proposal Due
	1/17/12
	Turn in to Hoke 312

	Preliminary Hearings
	Week of 1/23/12
	Room and time TBA

	Preliminary Announcements
	Week of 1/30/12
	

	Appeals Due
	2/10/12
	Turn in to Hoke 312

	Final Deliberation
	Week of 2/13/12
	Room and time TBA

	Final Budgets Announced
	Week of 2/27/12
	

	Performance Enhancements Due
	TBA
	Turn in to Hoke 312

	Performance Enhancement Hearings
	TBA 
	Optional


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

	
	
	

	10988
	
	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.


 STUDENT WORKER CLASSIFICATION AND PAY SCHEDULE 
Effective 1-1-12
JOB CATEGORY HOURLY RATE
Student Worker 1 $8.80
Performs routine, non-complex, unskilled or semi-skilled work. Work requires sufficient education and training to follow and understand simple established instructions and may require a brief orientation period. Work is characterized by standardized methods or processes. Examples of these jobs would be sorting and delivering mail, answering phones, scanning material into a computer, stuffing mailers, making photocopies, emptying trash, sweeping, vacuuming, moving office furniture, assisting with set-ups, watering plants.
Student Worker 2 $9.00 

Performs specialized work of a vocational nature requiring knowledge and application of specific procedures. Positions usually require some analysis of situations or circumstances before proceeding with work. Work requires some developed skills such as typing, composition, small equipment or machinery operation. Examples of these jobs would be certified life-guard, accounting clerk, chemistry storekeeper, audio/visual aid, custodial work requiring the operation of buffers, grounds work requiring the operation of mowers. 
Student Worker 3 $9.25
Performs technical or paraprofessional work requiring a combination of basic scientific or technical knowledge and manual skills. The work may require some application of analytical skills in identifying and defining work issues and the application of specialized techniques. Examples of these include artist model, complex duties an office setting such as spreadsheet and Access database development and manipulation, compilation of data and statistical analysis, operation and maintenance of machinery such as loaders, dump trucks, backhoes used in construction and maintenance activities. 
Student Worker 4 $10.00
Performs technical or paraprofessional work requiring good analytical skills, leadership and organizational skills. This level typically directs/oversees project management from inception to completion under the guidance of faculty or university representatives but with minimal oversight. This level may require creating/managing contracts, preparing, proposing and managing operating budgets. Students working at this level may be responsible for advertising and interviewing applicants as their replacements. Students at this level may oversee the work of other student workers. 
Student Worker 5 $11.00 
Performs pre-professional/professional work requiring major academic training/coursework/training or skilled work at a journey level. Work tends to be analytical in nature, guided by principles and practices of the profession and may require some interpretation of policies. Work is highly skilled. Examples include accountant, computer programmer, plumber, carpenter, and electrician.
· Please contact the VP for Financial Affairs, Demetria Tsiatsos, prior to increasing/decreasing individual student worker hourly rates

	Student Fee Budget Request

	2011-2012 Fiscal Year

	For

	(Unit's Name)

	 
	Summary Sheet
	Prior Year's Expenses (2010-2011)
	Current Allocation (2011-2012)
	Current Request (2012-2013)

	10100
	Unclassified Pay
	 
	 
	 

	10300
	Management Services and Classified Salaries Pay
	 
	 
	 

	10400
	Management Services and Classified Pay
	 
	 
	 

	10500
	Student Pay
	 
	 
	 

	10988
	OPE (Other Payroll Expenses)
	 
	 
	 

	20000
	Services & Supplies
	 
	 
	 

	22000
	Communication & Shipping
	 
	 
	 

	23000
	Utilities
	 
	 
	 

	23500
	Maintenance & Repairs
	 
	 
	 

	24000
	Rentals & Leases
	 
	 
	 

	24500
	Fees & Services
	 
	 
	 

	28900
	Other
	 
	 
	 

	39000
	Travel Expenses
	 
	 
	 

	40000
	Capital Outlay
	 
	 
	 

	 
	 
	 
	 
	 

	 
	Total Anticipated Expenses
	
	
	 

	 
	Total Projected Revenue
	
	
	 

	 
	SFC Request (Expenses minus Revenue)
	
	
	 


	SFC Budget Request Form

	Unit name and contact person ___________________________________________________________________________

	 

	Anticipated Revenue Detail:

	
	 $                                                                                                         
	Please explain where each of these money amounts came from in this column

	 
	 $                                                                                                           
	 

	 
	 $                                                                                                           
	 

	Total Anticipated Revenue
	 $                                                                                                           
	 

	 
	 
	 

	Anticipated Expense Detail:

	 
	 
	Prior Year's Expenses (2010-2011)
	Current Allocation (2011-2012)
	Current Request (2012-2013)

	10100
	Unclassified Pay
	 
	 
	 

	 
	
	 $                           
	 $                            
	 $                        

	 
	 
	 $                        
	 $                            
	 $                        

	 
	Total Unclassified Pay
	 $                           
	 $                            
	 $                        

	10300
	Management Services and Classified Salaries Pay
	 
	 
	 

	 
	 
	 $                         
	 $                            
	 $                      

	 
	 
	 $                           
	 $                            
	 $                         

	 
	Total Management Services and Classified Salaries Pay
	 $                           
	 $                            
	 $                        

	10400
	Management Services and Classified Pay
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	 
	 $                           
	 $                            
	 $                        

	 
	Total Management Services and Classified Pay
	 $                           
	 $                            
	 $                       

	10500
	Student Pay
	 
	 
	 

	 
	 
	 $                          
	 $                            
	 $                        

	 
	 
	 $                           
	 $                            
	 $                        

	 
	Total Student Pay
	 $                           
	 $                            
	 $                        

	10988
	OPE (Other Payroll Expenses)
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	 
	 $                           
	 $                           
	 $                         

	 
	Total OPE
	 $                           
	 $                            
	 $                         

	20000
	Services & Supplies
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	 
	 $                           
	 $                           
	 $                        

	 
	Total Services & Supplies
	 $                          
	 $                           
	 $                        

	22000
	Communication & Shipping
	 
	 
	 

	 
	 
	 $                          
	 $                           
	 $                        

	 
	 
	 $                           
	 $                           
	 $                         

	 
	Total Communications & Shipping
	 $                           
	 $                            
	 $                         

	23000
	Utilities
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                         

	 
	 
	 $                           
	 $                            
	 $                      

	 
	Total Utilities
	 $                           
	 $                            
	 $                         

	23500
	Maintenance & Repairs
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	 
	 $                           
	 $                            
	 $                         

	 
	Total Maintenance & Repairs
	 $                           
	 $                            
	 $                        

	24000
	Rentals & Leases
	 
	 
	 

	 
	 
	 $                          
	 $                            
	 $                        

	 
	 
	 $                          
	 $                            
	 $                        

	 
	Total Rental & Leases
	 $                           
	 $                            
	 $                        

	24500
	Fees & Services
	 
	 
	 

	 
	 
	 $                           
	 $                           
	 $                         

	 
	 
	 $                           
	 $                            
	 $                        

	 
	Total Fees & Services
	 $                           
	 $                            
	 $                        

	28900
	Other Expenses
	 
	 
	 

	 
	 
	 $                          
	 $                            
	 $                         

	 
	 
	 $                          
	 $                            
	 $                        

	 
	Total Other Expenses
	 $                           
	 $                            
	 $                        

	39000
	Travel Expenses
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	Total Travel Expenses
	 $                          
	 $                           
	 $                        

	40000
	Capital Outlay
	 
	 
	 

	 
	 
	 $                           
	 $                            
	 $                        

	 
	Total Capital Outlay
	 $                           
	 $                            
	 $                        

	 
	Total Expenses
	 $                        -   
	 $                         -   
	 $                        

	 
	Total Revenue
	 $                        -   
	 $                         -   
	 $                        

	 
	SFC Request
	 $                        -   
	 $                         -   
	 $                        


1 of 10

