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Budget

A budget is generally a list of all planned expenses 
and revenues. It is a plan for saving and spending.
Jackson State uses budget controls for effective 
financial management. 
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Jackson State Budget Cycles



Moving in the Right 
Direction

JSCC has three budget cycles. 

• Proposed
• Revised
• Estimated

The Tennessee Board of Regents receives these 
budgets from Jackson State and approves them 
for each cycle.

TBR Policy 4.01.00.01 Budget Principles and 
Controls can be located at 
https://policies.tbr.edu/policies/budget-principles
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Proposed Budget
• Proposed Budgets are prepared in the spring and become effective July 1.
• Budget Managers are responsible for reviewing their respective base 

budgets. 
• All requests for changes to base budgets are to be submitted on the Proposed 

Budget Priority (Dynamic Form). It is located on J-Web under the Dynamic Forms 
link. 

• VP submissions will be placed on J-Web on the F&AA channel under Proposed 
Budget Priority Submissions. 

• Proposed new positions should be submitted with justification and the amount 
needed on the position analysis form. Deleted/transferred positions and 
compensation adjustments are to also be completed for changes in current 
positions on the position analysis . 
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1st full week in February – Budget Staff will submit Base Budgets- Operating, Travel & 
Salary Data
March 1st – Budget Managers will submit Proposed Budgets to President and VPs
March 15- President and VPs will submit Proposed Budgets to VPFAA (including new 
positions and faculty promotions)
4th week in April– Final review of Proposed Budget by the President and VPs
1st Friday in May– Proposed Budget submitted to TBR
June 15th – Budget managers are notified of the TBR approved budget 

***VP should notify Budget Managers in their division of any approved items and the 
status of their other priorities by June 15th.  

Important Budget Dates
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Revised Budget
• “October Revised Budget”
• Any revisions to the Proposed Budget are made during this 

cycle. 
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Estimated Budget
• This is the final budget submitted for the current fiscal year. 
• March 15--The Estimated Budget, for the current fiscal year, is 

submitted at the same time as the Proposed Budget, that is for 
the following fiscal year. 

• After March 15 budget revisions for the current year require the 
President’s approval. 
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Recurring Revenue & Expenses 
Versus

Non-Recurring Revenue & Expenses

Recurring Non-Recurring
New Position Grant salaries
Increase in Travel One-time equipment purch.
Service Contract not in prior budget

What would be a Recurring and Non-Recurring requested 
item in your area for the annual July Proposed budget? 9



July Proposed

Operating 
and 

Travel
Budget

Development



Operating and Travel Budget Accounts
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Operating Is Inclusive Of Accounts
73000   - Travel Budget Pool

74000   - Operating Expense Budget Pool

75100   - Utilities and Fuel Budget Pool

78000   - Capital Expense Budget Pool

79000   - Scholarships and Fellowships Budget Pool



Divisional Priorities Budget Request
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This dynamic 
form will be 
used for:
 An increase 

in budget
 A decrease in 

budget
 Allocations

• Final offsets will be automatically approved at Presidential Level, unless otherwise noted.
• Business Services will not change the prioritization of submitted budget request.
• Narrative is required. 
• If no changes to base budget requested, submit email to supervisor as support.  
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Budget Requisition Narrative Form 
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INSTRUCTIONS: 

If new positions are requested, please complete the sections below as well as the “Position Justification” 
form and attach. Anticipated changes in salaries should be explained on the Position Analysis form and 
attached. Projected rank promotions, passing of the CAP examination and reclassifications are examples 
of what to include. (Do not include Across-The-Board increases or equity adjustments.) 

For each line item indicate how much is for recurring and how much is for non-recurring. 

Provide written justification for the various line items that explains why the funds are needed. If there is an 
impact on Strategic Goals or Departmental Goals, please explain that as well. Include as much 
information as you deem necessary to express why the institution should allocate its resources to this 
specific budget item. 



Requesting an increase or decrease in your budget.
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Requesting an offset in your budget
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Final offsets will be automatically approved at Presidential Level, 
unless otherwise noted.



Requesting an offset plus additional dollars in your budget 

17

***As a Budget Manager 
you may put in your 
explanation that “offsets 
are contingent upon my 
number 1 item being 
approved”. 



Submit Consolidated Spreadsheet
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What is the Budget Spreadsheet Approval Process?
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Org Org Org Org

Budget Mngr
1
2
3

Budget Mngr

Dean/Director 
1
2
3

Dean Dean

VP for your area
1
2
3

Budget Mngr Budget Mngr

Org

Budget Mngr

Org

Presidential/Exec Committee Approval Process
VP submissions posted on jWeb: see F&AA Budget 
Channel



FGIBAVL – Banner Screen
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Banner 9 FGIBDST 

Enter Parameters
• Enter at least your Fund and Organization
• Select Go in the top right corner of the page or Click on 

the Down Arrow in bottom left corner of page
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FGIBDST –a view of your account 
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If you want to look closer at what makes up a line item go to the related bar in the top right corner. From 
the drop down area select FGITRND. Below you will see transactions for line item 73100.

FGITRND
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Budget Revision (not used for the Proposed Cycle)
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All accounts should be 
rounded to the nearest 100 
excluding salaries. 



Travel and Operating questions?



Salary Budget Development



Budget Requisition Narrative Form 

INSTRUCTIONS: 

If new positions are requested, please complete the sections below as well as the “Position Justification” 
form and attach. Anticipated changes in salaries should be explained on the Position Analysis form and 
attached. Projected rank promotions, passing of the CAP examination and reclassifications are examples of 
what to include. (Do not include Across-The-Board increases or equity adjustments.) 

For each line item indicate how much is for recurring and how much is for non-recurring. 

Provide written justification for the various line items that explains why the funds are needed. If there is an 
impact on Strategic Goals or Departmental Goals, please explain that as well. Include as much information 
as you deem necessary to express why the institution should allocate its resources to this specific budget 
item. 
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Position Analysis Form

The Position Analysis 
form is located within 
Dynamic Forms. 
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**Note new change** 

This form MUST go to HR 
before Priority Form 
Submission if you are 
requesting any change to a 
position. 

HR will review and sign 
this form as support for 
your request, not approve 
it. 

You must submit the 
form signed by HR with 
your Divisional Priorities 
form. 



New Position Justification Form
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"Position Skill Level" 
(classified employees only) 
and "Position Paygrade"
(administrative/professional 
technical employees) Must 
be discussed with the 
Human Resource office.

The "Justification" should 
be approximately 1-2 
paragraphs which 
describe WHY this 
position is needed to 
support and justify your 
request.

JACKSON STATE COMMUNITY COLLEGE

JUSTIFICATION FOR NEW POSITION
BUDGET FY ____________

DIVISION:

ORGANIZATION:

ORGANIZATION CODE:

ACCOUNT CODE:

POSITION NUMBER:

POSITION TITLE:

POSITION SKILL LEVEL: POSITION PAYGRADE:

JUSTIFICATION:

REQUIRED SIGNATURES:

REQUESTOR:

HUMAN RESOURCES REVIEW:

VICE PRESIDENT:



Program Position Account Base Proposed 2019-20 Additional Recurring Approved Approved amount

Organization Code & Description Number Number Group type Code Groups Overtime Proposed Request Y/N Y/N

415010 Security Services 500 530880 Clerical/Supp  61300 7,000.00    7,000.00    2,000.00    Y Y 9,000.00    

415010 Security Services 500 530990 Overtime 61303 29,250.00  29,250.00  5,000.00    N N 29,250.00  

Total Security Services 7,000.00    29,250.00  36,250.00  38,250.00  

Group/Pooled Positions
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Budget Revision (not used for the Proposed Cycle)



Enter the Fiscal Year and Position number. Select go. 
If you are unsure of the position number contact Jeanne Mayer at 
Jmayer@jscc.edu
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NBAPBUD

mailto:Jmayer@jscc.edu


Tab over to the Labor Distribution form. 
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FGIBAVL

Enter your FOAP account information into FGIBAVL. Next, select Go in the top right 
corner. 
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We would 
recommend leaving 
program empty.



Monthly Budget Reporting

Preston Turner Ledger Type BUD ACT ACT ACT ACT ACT ACT ACT ACT ACT ACT ACT ACT ACT ACT 

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Jul 

Year 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019

Organization Account Program

413010 * 500 Utilities 820,000.00 69,955.02 66,476.47 63,614.59 66,584.61 63,489.46 63,034.59 22,857.21 62,519.61 99,796.91 57,916.40 58,138.02 58,342.89 1,361.64 754,087.42 754,087.42 -

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Jul 

Year 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020 2020

Organization Account Program Available 

413010 * 500 Utilities 820,000.00 64,098.87 63,925.18 63,466.84 - - - - - - - - - - 191,490.89 191,490.89 628,509.11 
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Salary questions?



System Security Access Request/Change Form
Section A – User Information:
Name: Date access needed: Phone# 
Job Title: Username 
Department: J#
Circle the system(s) the user is requesting access to:

BANNER ARGOS BDMS DEGREEWORKS EPRINT UC4

Section B – User access needed:
The same as the former employee whose Username was
The same as the current employee whose Username is
New forms needed are listed in Section D
Forms to delete are listed in Section D 
Remove all access from system(s)

Section C – Class Name:
Form/User names needed in Class

�
�
�
�
�

Section D – List Form Access Changes:

Notes:

Section E – Approval
By requesting access to JSCC data, employees are accepting responsibility for knowing and complying with all state and federal 
regulations and the JSCC Data Security Plan located on jWeb.

Form/User Add/Delete Query/Maint Form/User Add/Delete Query/Maint
1. 6.
2. 7.
3. 8.
4. 9
5. 10.

Form Name Add/Delete Query/Maint Form Name Add/Delete Query/Maint
1. 6.
2. 7.
3. 8.
4. 9
5. 10.

User’s Name (Printed) User’s Signature Date

Supervisor’s Name (Printed) Supervisor’s Signature Date

Security Officer’s Name (Printed) Security Officer’s Signature Date
Section F – OIT
Changed By Name (Printed) Changed By Signature Date

OIT Director’s Name (Printed) OIT Director’s Signature Date

If you do not have access to any Banner 9 forms mentioned, please 
sign onto Jweb and go under Forms/Documents. 
The System and Security access form is under the Banner section.
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Please reach out to us if you have any questions.

Adina Kerfoot, Akerfoot@jscc.edu, Ext 52651
Shelia Reese, Sreese@jscc.edu, Ext 50446

Jeanne Mayer, Jmayer@jscc.edu, Ext 50360
Helen Crouse, Hcrouse@jscc.edu, Ext 59586

*Note*
Forms will be converted to Dynamic Forms throughout 2020 and made available 
on Jweb. If you are unable to locate a form, please contact us.  
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