
 Jackson State Community College Budget Requisition 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. 

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 and the appropriate “Deleted/Transferred Position” or “Compensation” forms should be completed and attached. 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. These increases will be addressed by Human Resources.) 

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

=========================================================
Salaries: Salaries requested that are not currently in your budget. An example would be the need for a student worker. 

=========================================================
Travel: Account Code 73100-73900
(Individual, Visitors, Teams and Groups(In & Out-of- State or Country, Moving Expenses, Athletic Recruitment, Other)

Operating: 
Account Code 74110-74190

Printing, Duplicating & Copying of Supplies and Publications by Institution and Outside Institution,

Film Processing, Other Printing, Duplicating, & Film Processing
Operating Cont’d

Account Code 74210-74290

Telephone(Local, Long Distance & Cell), Postal, Freight & Express Charges, 

Cable Television, Telephone Installation, Other Communications & Shipping Costs

Account Code74310-74390

Equipment Maintenance, Building Maintenance, Maintenance of Grounds, Other Maintenance & Repairs

Account Code 74430-74490

Software Maintenance, Consulting Services, ERP Training, Medical Services, Legal Services, 

Advertising Services, Dues and Subscriptions, Other Professional & Administrative Services

Account Code 74500-74505

Office, Instructional, Operational, & Other Supplies, Non-Capitalized Equipment, 

Electronic Media and Data Bases

Account Code 74610-74660

Operating Leases for Real & Personal Property, Rental Other, Insurance, Capital Leases

Account Code 74760-74790

Awards to Employees, Other Awards & Indemnities

Account Code 74810-74880

Grants & Subsidies to Orgs and Individuals, SEOG Match, Training Costs for Employees

Other Grants and Subsidies

Account Code 74910-74990

Cash Short and Over, Bad Debts, Gain and Loss on Disposal of Fixed Assets, 

Miscellaneous Unclassified, Bank Service Charges, Credit Card Fees, Late Payment Fees

Account Code 75110-75190

Electricity, Water & Sewage, Natural Gas, Coal, Fuel Oil, Other Utilities & Fuel

Account Code 75210-75290

Motor Fuel Oil Lubricants, Tires and Tubes, Accessories and Parts, 

Repairs by Non-Institutional Agency, Other Motor Vehicle Operations

Capital Equipment:

Account Code 78110-78190

Office, Operational, Instructional, and Other

Account Code 78510-78580

Books, Periodicals, Bindings, Films, Other

Scholarships:
Account Code 79710-79750

Scholarships, Fellowships, Athletic Scholarships, Sponsored Projects Fee Remissions, Statutory Fee Remission
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