Budget Reports
After the 10th of the month payroll, each Department Chair receives the following reports:
Department Operating Fund Summary Report
· The report is formatted in columns to show the Allocated Budget, Revenue/Expenses, Unexpended Balance, Encumbrances and the unencumbered balance.  The operating fund budget includes hourly payroll for Classified overtime/short term hourly, faculty non-teaching, supplies, travel, equipment, interprogram charges, contingencies, etc.  It does not include permanent staff salaries and hourly/substitute salaries for faculty.
·  Allocated Budget is the budget that has been allocated for the Division/Department at the beginning of the Fiscal period.  Plus any budget transfers entered throughout the year.

·  Actual Column reflects your expenses or any revenue.  
· Encumbrances (purchase orders, blanket purchase orders and Board Contracts) recorded in Datatel (accounting system).
· Available Column provides the amount unspent/overspent after the encumbrances

· The following are explanation of line item entries on the budget report:

1. BU
Budget Transfer
2. JE
Journal entry to record or correct expenditures

3. PR SAL
Payroll entries listed as a total each payroll date and then listed by employee

4. PJ
Invoice (voucher) payment

5. CR
Collection of funds (via the Cashier’s Office)

6. EP
Purchase order, blanket purchase order or blanket purchase order 

              encumbrances

Detail Department Operating Fund Report
1. This is the same format as the Summary Report except in detail.  This report provides each transaction.

Each month, the Chair should review the detailed report to ensure that each transaction has been entered correctly.  If there is a mistake, a journal entry can be completed.  This form will transfer the expense from the incorrect General Ledger number (GL#) to the correct GL#.  If the expenditure does not belong to the department, contact Business Services for assistance in determining where the expenditure should be charged.   

Also, each month, the Chair should review the summary report to ensure that there is adequate budget for the current projected expenditures.  If the Chair expects to overspend the budget in an area, the Chair should determine other department sources to cover the expenditures and prepare a Budget Transfer.
Classified Substitute Spending

This report reflects the year-to-date Classified substitute spending for each department that the college funds.

Co-Curricular Trust Fund

This report summarizes spending in each co-curricular trust fund.  Both revenue and expenditures are reported.  Under the total (available) for the co-curricular trust, a positive amount means there are funds remaining; a negative amount means the trust is overspent.  Departments cannot leave a negative balance at year-end.
Student Assistant/College Work Study Fund
This report, which is sent out separately each month after the 10th of the month payroll has been posted, summarizes spending versus budget for each Operating Fund department that has been allocated for student assistant/College Work Study funds.  Any year-end balances remaining for a department are transferred back to a host account.  Any overspending of a department’s student assistant/College Work Study budget must be covered by the department’s Operating Fund budget.

Tutoring Budget

All tutoring budgets allocated by the college in the Operating Fund use the expenditure category (last five digits of the general ledger account number) of 52640.  This report is a summary report providing tutoring budget spending in both the Operating Fund (11-01) and Federal Work Study Fund (12-42).  The tutoring budget is allocated in the Operating Fund, but as departments hire and pay Federal Work Study tutors, on a monthly basis Business Services transfers equal funds from the department’s tutoring budget in the Operating Fund to a host account in the President’s department to cover the tutoring spend in Federal Work Study.  Tutoring funds may be spent for tutoring only.  Any year-end balances remaining in a department are transferred back to a host account.  Any overspending of a department’s tutoring budget must be covered by the department’s Operating Fund budget.

Instructional Equipment

This report summarizes department spending in the Instructional Equipment fund.  Departments typically have until March 31st to spend their allocations or the funds return to the college.
