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Planning & Budget Development
Every year a department or unit will submit an operating budget request for the 
following academic year. This planning phase should reflect the overall priorities in 
alignment with the Strategic Plan. This phase includes an examination of prior year 
expenses, an analysis of changing conditions, and a review of trends.

Procedures and Instructions

• Jax State level funded all request for FY2024-2025. Therefore, review 
unfunded O&M budget requests with your VP or manager to determine if 
the prior year request is still needed or should be updated.

• Budget Request Submission Threshold
• de minimums level >$1,000 or
• 10% of overall Department Budgets < $3000

https://www.jsu.edu/controller/procedures-instructions/index.html


FY 2025-26 Budget Development Timeline)
• November 18, 2024 Deferred Maintenance/Renovation, Position & O&M budget development information sent to budget managers.

• December 2, 2024 Deferred Maintenance/Renovation due to Cabinet member

• January 7, 2025 O&M and Position Justification Request or Personnel Action Request Forms  due Cabinet approval for approval

• January 13, 2025 Divisional Budget Summary Form saved in the “Approved” folder (Cabinet Only) – due to Budget Committee February 3

• January 20, 2025 Program & Course Fee Request due to Provost for approval

• February 3, 2025 HR to communicate all approved faculty new hire and replacement positions for recruiting and personnel actions

RETURNING FACULTY
• March 14, 2025* Current faculty not returning for the next academic year shall submit a written resignation  to his/her immediate

supervisor (Full-time Faculty and Visiting Faculty: Faculty Handbook Section – TBA)

• March 31, 2025 Departments initiate returning Faculty Contracts

• April 4, 2025 Send out all returning Faculty Contracts and Department Head Letters (Only New or Changes)

• April 14-15, 2025 Board of Trustees Meeting – Proposed Budget

• April 21, 2025 All returning Faculty Contracts due to the Provost and Department Head Letters (Only New or Changes)

• April 25, 2025 Signed returning Faculty Contracts and Department Head Letters (Only New or Changes) due to Academic 
Affairs/HR

* Retiring Faculty also need to indicate if they are taking accrued leave for Fall or Spring - 12-month faculty who earns accrued leave.

This timeline provides for position selection and budget proposal creation for the next academic year. 



New Year Faculty & Overload Salary 
FY 2025-26 Position Budget Timeline)

New Faculty FALL SPRING

• All new faculty contracts must be finalized by Provost* July 31 November 20

• Any emergency new faculty contracts routed to faculty August 8 -----

• Signed emergency contracts by faculty are due in HR August 12 -----

• Payroll deadline for September paycheck payment August 18 -----

• Classes begin August 20 January 7

• Last day to register for all a class August 26 January 13

• Submit overload contracts to Provost (after census) TBA TBA

• Send overload contracts to HR (after census) September 17 TBA

The timeline below provides time for onboarding new faculty and assigning overload for the next academic term, if necessary. Adjunct 
contracts will have a different timeline based on course demand and full-time faculty assignments.

* New faculty contracts received after the deadline will have the first paycheck available on October 1 (Fall) or February 1 (Spring).



Returning Adjunct Faculty
FY 2025-26 Position Budget Timeline)

FALL/SUMMER SPRING
• Requests to fill anticipated adjunct needs March 1 TBA

• Departments initiate returning Adjunct Contracts March 31 TBA

• Begin initiating returning Adjunct Contracts April 1 TBA

• Send returning Adjunct Contracts due to the Provost April 18 TBA

• Signed returning Adjunct Contracts due to April 25 TBA
Academic Affairs/Human Resources

• Adjunct contracts must be finalized by Provost* July 31 TBA

There are no final commitments related to adjuncts until their contract is returned for the respective semester(s) course. The below 
timeline provides time for advertising, application processing, selection, and onboarding new adjuncts or assigning overload for the 
next academic term, if required. Additional adjunct contracts can be issued based on course demand and full-time faculty assignments.

* Adjunct contracts received after the deadline will have the first paycheck available on October 1 (Fall) or February 1 (Spring).



Planning & Budget Development

• Guides budget allocation process in alignment with the Strategic Plan. Budget priorities aid in planning assumptions to facilitate timely decision-making.

• Expenditure planning assumptions priorities should be used with the division/department plan.

6

Jacksonville State University’s Budget is based on a fairly conservative budget approach. The budget will be developed in alignment with 
the Strategic Master Plan and Annual Operating Plan utilizing the Alabama Educational Trust Fund apportionment data and tuition 

projections. 

Student Success & 
Retention 

Supporting current students to 
reach their educational goals.

•Student-Centric Focus
•Classroom Improvements
• Improve Student Outcomes
•Data driven 

Capital Projects
Solutions to comply with 
regulations preserve the 

infrastructure's useful life

•Modernization of existing housing 
•Investment in new housing
•Randy Owens Center (ROC)
•Tornado Recovery project 

closeout

Compensation Study 
Continue achievable and 

fiscally responsible 
compensation plan

•Phase III salary adjustments
•Promotions & Supplements
•Job Families & Position 
Descriptions

Sustainability & 
Maintenance

Promote an energy-efficient 
campus while preserving the 

historic architecture

•LED Lighting
•Safety Compliance
•Preventive Maintenance 

Fiscal Stewardship
Foster stewardship of facilities 

& financial resources

•Days cash on hand
•Reserve Restoration
•PEEHIP & RSA funding



Renovations
Requests



Graduate Assistant Allocation Procedure
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Renovations commonly include infrastructure modernization, classroom improvements, conversion of classrooms to offices 
and vice versa, and lighting improvements. Most common requests are floor covering replacement, paint, electrical upgrades 
and cabinetry. Capital improvement projects are investments made to enhance the value of a property, while deferred 
maintenance refers to postponing necessary repairs or replacements. Deferred maintenance items are not considered 
renovations but repairs (filter replacements, sprinkler maintenance, etc.).

Each request will be reviewed for conformance with the State of Alabama Building Code, applicable Federal, State, and local 
regulations. Capital Planning & Facilities will assist the requesting department in the request process by providing estimates 
and technical advice on the feasibility of the project. 

 Learning Space Redesign – The classroom renovation distributions were temporary placed on hold in 2023-2024 to 
facilitate the completion of several previously funded projects. During this period, the GUF funding for classroom 
modernizations continued to be allocated and earmarked for future improvements.

Renovation Request Review Process: Each Division is requested to provide the following to their Cabinet Member: 

1. Form 29 – Due December 2, 2024
2. Renovation supporting documentation

* Several departments have submitted their forms, but an additional request is being made to ensure evaluation of all 
projects.

FY 2025-26 Renovation Requests

https://www.powerdms.com/public/JSUAL/documents/1292318


O&M
Requests



FY 2025-26 Budget Development
Departmental Budget Request

•Summarize your budget request at the 
FOAP Level. Use the Budget Status Query 
by Account Report to populate your 
current budget information (See the next 
slide).

•Forward the Excel document (NOT pdf) to 
your immediate supervisor along with all 
request justification documentation (old Form 
A).

•Your Supervisor will review the form and 
forward to their Vice President for 
approval.

•Approved requests will be forwarded to 
the Budget Committee for consolidation 
and Cabinet review via the Consolidated 
Budget Request Form (previously Form D).



Use this report to generate a report to complete the Departmental Budget Request
(old Form B) current year budget information.

Populating Departmental Budget Request Budget Information



Download the information to complete the Department Budget Request Form (old Form B) current year budget information.

Populating Departmental Budget Request Budget Information

Helpful Hint: Conduct a Variance Analysis to identify the gap between the planned outcome 
(The Budgeted) and the actual outcome (Actuals).



Download to a CSV file for additional analysis.

FOAP Departmental Budget Analysis Tool



FY 2025-26 Budget Development
Unit Budget Change Request 

(previously FORM A)

• Please complete a form for each budget augmentation or one-time 
O&M requests (i.e. 70000s). Position & Capital Budget Requests have a new 
process (TBA).

• Complete narrative sections and select the respective check box.

• Forward the Excel file to your immediate supervisor along with a 
copy of your Annual Unit Operational Plan.

• Your Supervisor will review the form and forward to their Dean/Vice 
President for approval.

• Approved requests will be forwarded to the Budget Committee for 
consolidation and Cabinet review.

 All Forms: Due from Supervisor/Dean to Cabinet– January 7, 2025

 All Forms: Due from Cabinet – January 13, 2025

 Send Cabinet approved forms to Budget Committee – February 3, 2025 
(Finance only)



FY 2025-26 Budget Development

Revenue Request Summary FORM C – ONLY Vice President Complete
Cabinet Members will attach original request for approved requests and supporting documentation to 

this summary and submit to Chair of the Revenue Subcommittee (Jessica Wiggins).



FY 2025-26 Budget Development

Expense Request Summary FORM D ONLY Vice President Complete
Cabinet Members will attach original request for approved requests and supporting documentation to 

this summary and submit to Chair of the Expense Subcommittee (Josh Robinson).



FY 2025-26 Budget Expenditure Rubric 

Request will be evaluated based on the expenditure rubric.



Position Planning 
& Salary Request



FY 2025-26 Position Budget Development
Position management is an important process throughout the institution. Personnel costs 
currently represent at least 90% of JSU's annual budget. Evaluating staffing needs is a key 
factor in ensuring that resources are being utilized in a manner that maximizes the quality 
and quantity of services provided to our diverse student population. 

Also, the community we serve, and our programs are constantly evolving, thus staffing 
needs must be reevaluated periodically to be aligned with the needs of the community 
served. Additionally, given limited resources, position needs must be prioritized to ensure 
that positions are filled based on the level of importance and in the context of honoring 
JSU's mission.

As a result, JSU's position prioritization process should provide a formal, transparent 
method to:

• Prioritize vacant positions to ensure that positions are filled based on the level of 
need

• Identify and prioritize new positions

• Evaluate changes in positions resulting from workload shifts (increased/decreased 
responsibilities, other added/eliminated positions)



FY 2025-26 Position Budget Development

https://www.jsu.edu/hr/management-and-administration/personnel-actions.html

Personnel Action Change and Position Justification Requests 
forms are required for documenting any change requests and 
justification to be reviewed by the President and Cabinet. All 
requests are routed electronically through the appropriate 
chain of command to the Department of Human Resources. 
The HR Representative will add the request to the agenda for 
PAC review. The approvals/denials are then communicated to 
the Division Vice President/Provost and to the request 
originator/form initiator.

Department Reorganization

The effective date for ALL department reorganizations are October 1st

of each fiscal year.  Changes cannot be made after the start of a new 
fiscal year.

SPLIT: identify a single existing department and split it into one or 
more separate departments. 

MERGE: identify multiple existing departments that will be combined 
into 1 single department.

Re-Organize: move a department between divisions or to another 
department within the same division



FY 2025-26 Position Budget Development
General Funded Position Process

The review process begins with the identification of classified and 
management positions by JSU departments (Argo’s Position Budget 
Reports). Next, the positions are prioritized. The position prioritization 
work results in three prioritized lists, one for management, faculty, and 
classified positions. The purpose of the priority lists is to determine 
which positions to fill first based on available resources. The position
prioritization process will be performed during Personnel Action 
Committee meetings. 

The weighting mechanism used to rank positions is the following:

• Based on department/institutional level needs:
1. How do the duties and responsibilities of the position fulfill the

following:
• New or existing department/program needs
• Needs of the department, identified through program and 

operation planning or , if applicable
• JSU’s Strategic plan

2. Will this position contribute to meeting increased demand or
growth?

3. Can job duties be shared amongst current staff?
4. Can the requested position be postponed?
5. Will this reduce the need for hourly employees and offset the

cost of hiring a permanent employee?
6. Can process improvements or technology eliminate the need for this

position?

Restricted Funded Position Process
As grant appropriations and restricted programs needs and
funding sources are unique to each program, management and 
classified positions requested are determined through a separate 
process from the general fund process.

Restricted program funded management and classified position
needs as determined by the Program Manager in consultation 
with the Vice President overseeing the program. The Vice
President and Program Manager will work with Grant Accounting 
in the Controller’s Office to identify an appropriate funding source 
and determine sustainability. Upon determination that the 
position can be sustained through the restricted funding source, 
the Vice President will submit the position request to Human 
Resources for discussion and as a recommendation to the 
President.

To ensure transparency, positions filled through this process will 
be reported as an informational item at the Budget Committee 
meetings.



FY 2025-26 Position Budget Development
• Position Control - Position control is JSU’s process for tracking and maintaining personnel actions and budgets for State funds so that personnel 

budgets are monitored, and units do not overspend. It also ensures there are sufficient funds to cover employee salaries.



FY 2025-26 Position Budget Development



FY 2025-26 Position Budget Development
EXISTING POSITION ADJUSTMENT REQUEST FORM

• Use the Personnel Action Request Form (e-PARF)

• Requested Effective Date of Change: on or after August 15, 2025

• Justification: Use ORIE’s Dashboards enrollment, performance 
evaluations, operational plans, and data qualitative information to 
support your requests.

JSU funds annual cost of living (COLA) salary increases that are approved 
by the Board of Trustees every October. A request form is required for 
any other additional compensation payments to a current employees for 
the upcoming fiscal year. 

Additions to headcount, salary increases, promotions (non-academic), 
and position replacements which require additional funding outside of 
the approved fiscal year budget may need to be funded by salary savings. 
Salary savings from an existing position being used to permanently fund 
personnel requests will result in a permanent decrease in that position’s 
budget. The final mount of salary savings available for use is determined 
and approved by the Office of the Provost and by the Office of Finance & 
Administration. 

• Submit the Personnel Action Request Form for final VP approval to 
HR on January 7, 2025.

https://dynamicforms.ngwebsolutions.com/Submit/Cosigners?form=49ebb1af-2085-4601-9d29-790d9a402921&section=548502&token=lXPHUVCq4FF9nt_CzsmeSRiKI0LMsGKEjD7bMbk-riM


FY 2025-26 Position Budget Development
NEW POSITION OR VACANT RECRUITMENT REQUESTS

• Submit a Position Justification Request Form (PJRF)

• Anticipated Start Date: on or after August 1, 2025 or October 1, 2025 (non-
academic)

• Justification: Use ORIE’s Dashboards enrollment data and qualitative 
information to support your requests.

• Attach the New Program/Initiative Request Form – See JSU’s Department 
Head Resources Page (add link form Kim Presson)

• Submit the Position Justification Request Form for final VP approval to HR 
on January 7, 2025.

https://dynamicforms.ngwebsolutions.com/Submit/Welcome?form=324f23dd-70e8-464c-a1f7-09c3b6b9cf3f&section=268167&token=hhHw7lTV3840S_kUit8oVYUsuGM56Hf9L48pW05S7BI


Program & Course 
Fee Review and 
Request



Program & Course Fees Allowable Expenses

Course instructional materials are all materials that are designed for use by pupils and their teachers as a learning 
resource and help pupils to acquire facts, skills, or opinions or to develop cognitive processes. Technology-based 
materials include, but are not limited to, software programs, lesson plans, and databases. Each program has BOT 
approved allowable usages (ex. site licenses, maintenance of accreditation requirements, student travel, etc). 
Course fees can not be used for salaries and wages for a JSU instructor, support staff, or administrative staff (includes 
Graduate Assistants.

Policy IV.13 Course and Program Fee Policy 

Course Fees - Reminder

Program Fees – Graduate Assistant Labor Policy update in process

One (1) GAA per college can be funded through the Program Fees at the discretion of the Dean and 
Provost. The GAA must work to support a direct instructional program or to enhance the student learning 
experience. This GAAs is not permitted to serve as administrative office staff. Program fees can be used to pay 
department accreditation expenses. 

https://public.powerdms.com/JSUAL/documents/1425718


FY 2025-26 Budget Development
Program & Course Fees - Part 1 (Revenue Budget)

• Departments review current Program and Course Fees 

• Dean’s will review prior year revenue – Run a Banner Self Service Query (must check include revenue accounts –
see below)

• Discuss the new or modified proposed fees with the Provost via the Dean

• Submit the FORM 102:  Program and Course Fee Request Form (if preliminary Provost approval received)

https://jsu.edu/bursar/fees/course-fees.html


Departmental Budget Request Budget Information

Note: Use must check include revenue accounts 



Program & Course Fees Budgeting
Respective FOAP information is below. The budget is adjusted in the Dean’s Budget (FOAP) to reflect the actual receipts a month after the 
semester start.

Program Revenue Account: 51290

Course Revenue Account: 51291



FY 2025-26 Budget Development
FORM 102:  Course Fee Request Form 

• Detail your program & course fee request on Form 102

• Forward the form to the Provost.

• Approved requests will be forwarded to the Budget Committee for consolidation and Cabinet 
review. January 20, 2025

• Submit the Project Budget Line Item Request to the FY24 Budget Development Dropbox
(percentages can be used in lieu of amounts) by January 20, 2025

Project Budget Line-Item Request

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/public.powerdms.com/JSUAL/documents/1537025


51291



Discussion
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