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Budget

 A budget consists of planned revenue and 
planned expenses

 It is a plan for spending but also a plan for saving

 Jackson State utilizes budget controls to 
encourage effective financial management

2



Jackson State Budget Cycles



Moving in the Right 
DirectionJSCC has two budget cycles: 

• Proposed (NEW)Next Fiscal Year Beginning)
• Estimated (Current Year Ending)

• Current Fiscal Yearr That You Are Currently Operating In That 
Ends At June 30th

• Revised (NEW)Current Fiscal Year
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 . 5



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 “October” Budget
• All approved revisions since the July Proposed Budget are 

reflected in this cycle. 

• Any budget revisions are due by the last Friday in September.

• Most of the budget process is overseen at the Administrative 
level during this cycle.

• Budget Managers are responsible for communicating  
organizational needs to their VP.
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Estimated Budget
• This is the final budget submitted for the current fiscal year. 

• The Estimated Budget, for the current fiscal year, is submitted at 
the same time as the Proposed Budget, that is for the next fiscal 
year. 

• March 15 is the last day to submit budget revisions for the 
current fiscal year. 

• Any request after March 15 requires the President’s approval. 
8



Recurring & Non-Recurring Revenue & Expenses
Recurring - Transaction types that require continuous  

funding from year to year.

 New Position
 Increase in Travel
 Service Contract not in prior budget

Non-recurring - Transaction types that are funded “One 
Time” and are not included in budgeted                         
dollars from year to year.

 Grant Positions
 One-Time Equipment Purchases



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

• Offset requests will be reviewed/approved at Presidential Level.
• 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 and cc: accounting@jscc.edu.
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Narrative Form INSTRUCTIONS: 
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. 

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

• If new positions are requested, please complete the sections below as well as the “Position Justification” form.

• Anticipated changes in salaries should be explained on the "Position Analysis” form and submitted to HR for 
review prior to submission of the "Proposed Budget Priority" form. Projected rank promotions, passing of the 
CPS examination and reclassifications are examples of what to include. (Do not include Across-The-Board 
increases or equity adjustments.)

Salary Pool: Salaries that are not currently in your budget. Ex: Need for student worker(s). 
Narrative to support request: 

Divisional Priorities Budget Request
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Travel Budget Pool: Account Code 73000 

Narrative to support request 

Operating Budget Pool: Account Code 74000 

Narrative to support request 

Divisional Priorities Budget Request (con’t)



Requesting an increase or decrease in your budget.
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Divisional Priorities Budget Request

To accommodate admin travel



Requesting an offset in your budget 
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***As a Budget Manager, 
you may provide your 
explanation that “offsets 
are contingent upon 
approval of increase(s).

To accommodate admin travel



Requesting an offset plus additional dollars in your budget 
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***As a Budget Manager, 
you may provide your 
explanation that “offsets 
are contingent upon 
approval of increase(s).

*Biology is needing an overall $4000 increase to their operating budget.

To accommodate admin travel



Submit Consolidated Spreadsheet
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To accommodate admin travel



FGIBAVL – Banner Screen
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FGIBAVL SHOWS DATA IN SUMMARY FORMAT 

YOU CANNOT DRILL DOWN DATA FROM FGIBAVL



Banner 9 FGIBDST 

• Enter Parameters 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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DATA CAN BE DRILLED DOWN FOR DETAIL ON FGIBDST



FGIBDST –A View of YTD Expenses for Specified Org 
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FGITRND
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To view detail of a line item:
Select the preferred row 
Go to the related bar in the top right corner 
From the drop down area, select Transaction Detail Information (FGITRND)



Transaction Detail Information

FGITRND
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Travel and Operating questions?



Salary Budget Development



Group/Pooled Positions
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Enter the Fiscal Year and Position number. Select go. 
If you are unsure of the position number contact Shelia Reese at sreese@jscc.edu 
or accounting@jscc.edu 
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NBAPBUD



Tab over to the Labor Distribution
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Position Analysis Dynamic Form
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This Position Analysis form 
is a separate Dynamic 
Form that MUST go to HR 
before the *Divisional 
Priorities Budget Form* is 
submitted if you are 
requesting any changes to 
a position. 

HR will review and sign 
this form as support for 
your request. HR does not 
approve it; it’s a review 
process.

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



Position Analysis Dynamic 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.

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

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



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

in budget
 A decrease in 

budget
 Allocations

• Offset requests will be reviewed/approved at Presidential Level.
• 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 and cc: accounting@jscc.edu.



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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Salary questions?



Monthly Budget Reporting
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Reports are forwarded to budget managers monthly

If you have any questions or concerns on reports, email accounting@jscc.edu



If you do not have access to any Banner forms mentioned, please sign onto 
Jweb and go under Work Actions-Dynamic Forms. 
The Banner Security Form is routed through your Supervisor and then follows 
the normal approval process. 
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If you have any 
trouble with 
Dynamic Forms 
please contact OIT 
@ ext. 50294. 



Budget Forms Accessible Via Dynamic Forms 

• Budget Revision
• Position Analysis

• Proposed Budget Priority
• Restricted Budget

• Restricted Budget Labor Reconciliation
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Accounting Team:

Departmental email: accounting@jscc.edu

Shelia Reese, Sreese@jscc.edu, Ext# 50446

Ellen Kirby,  Ekirby@jscc.edu, Ext# 52626

Kathy Taylor, Ktaylor21@jscc.edu, Ext 52651 
Director of Business Services        

*Note*   Forms have been converted to Dynamic Forms and are available on Jweb. If you 
are unable to locate a form, please contact us.  37
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