
FY 2025-26
Budget Management



Importance of Budget Management 
• Ensures financial stability: Prevents overspending and financial surprises by providing a clear picture of 

income and expenses. This helps avoid deficits and promotes a healthy financial foundation.

• Supports strategic goals: Aligns financial decisions with the institution's overall mission and objectives, 
ensuring that resources are directed toward strategic priorities and long-term success.

• Enhances decision-making: Provides a framework for making informed choices by identifying where 
money is going and revealing areas for potential savings or reallocation.

• Drives accountability and transparency: Promotes responsibility among budget holders and provides 
stakeholders with confidence by demonstrating financial integrity and clear reporting.

• Improves resource allocation: Helps prioritize spending and allocate funds efficiently to the most 
critical areas, ensuring basic needs are met and valuable projects can be funded.

• Mitigates risk: By tracking expenditures closely, institutions can identify and address potential financial 
risks, leading to greater stability and predictability.

• Increases adaptability: Allows for the flexible reallocation of resources in response to changing 
circumstances, which is crucial for staying agile in a dynamic environment.

• Maintains compliance: Helps institutions meet financial requirements and reporting standards, 
particularly important in the public and non-profit sectors.
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Budget Management Responsibility

• Look for opportunities to save 
o Procurement Management
o Travel Controls
o Membership Awareness

• Monitor the budget regularly

• Identify and analyze budget variances
o Prior Year vs Current Year
o Budget to Actuals

• Address budget variances 
o Positive 
o Negative

Departmental administrators and budget managers are responsible for reviewing information in Banner for 
accuracy and ensuring that sufficient revenue budget and expenditure budget is available to support the 
fiscal year activities.
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Procurement Management
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1. Review your current list of vendors.

2. Confirm that the vendor address and 
required forms are up to date.

3. Ensure that the appropriate 
procurement method is used, in 
compliance with policies.

4. Verify that you are receiving the most 
competitive pricing. Review contracts 
with Purchasing before sending to 
Legal.

5. Enter the respective purchasing 
document in Banner for Budget 
Manager pre-approval.



Vendor Review
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• GENERAL
Question:  Should vendor forms be attached to requisitions?

Answer: No, please do not attach forms to the requisition. This will only slow down the approval process for your request. Please submit 
the vendor forms to purchasing@jsu.edu.

• W9
Question: Vendors that are individuals need to provide a W-9 annually and a copy of their ID. Are the disclosure and compliance forms 
required?

Answer:  Yes, as long as the vendor is not employing anyone as a DBA. However, individuals are required to submit a Disclosure Statement 
if the $25,000 spending threshold is met. Individual IDs - Please make sure the copy is legible.

Procurement Vendor Update 2025.xlsx This "view only" 
file provides vendor compliance information. A filter is 
available to assist with reviews. 

Vendor compliance review is the process of ensuring that suppliers and other 
third-party vendors adhere to a the Federal and State-specific standards, 
policies, and regulations, as well as any applicable legal or contractual 
obligations.

All contracts and agreements 
MUST be sent to Legal for 
review and signature via 

iContracts
contracts@jsu.edu. The Contract Intake 

Form is available on the Procurement 
website.

mailto:purchasing@jsu.edu
https://jsu-my.sharepoint.com/:x:/g/personal/splatt_jsu_edu/EcNZv828AGJPmeu8bqVTuSgBUGvTV1L7Lid2HSTVC6weeg
mailto:legal@jsu.edu


Vendor Review
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• DISCLOSURE STATEMENTS
Question:  Is a Disclosure Statement required for every vendor, or is it based on an amount?
Answer:  The Disclosure Statement is based on an amount spent with a vendor, campus-wide, for the whole fiscal year period. That amount 
recently increased from $5,000 to $25,000. Unless a single transaction is at this threshold, it would be difficult for all vendors to be monitored. 
Thus, if the vendor is willing, please obtain the Disclosure Statement at the time of the initial transaction to ensure we have the information if 
the threshold is met.

• E-VERIFY CERTIFICATE
Question: We are running into some issues with some of our vendors because their state does not require E-Verify, and it is only 
voluntary at the federal level. Can you tell me what we should do for those vendors that do not have an E-Verify number?

Answer: If the vendor in question has any employees inside the State of Alabama, they are required by the Beason-Hammon Alabama 
Taxpayer & Citizen Protection Act (Act 2011-535), signed by Governor Robert Bentley, beginning April 1, 2012, all employers within the 
State of Alabama must verify the legal presence of their employees.

Question:  If a company is not located in Alabama and does not hire people to work for them in the State of Alabama, are they required to 
complete the Certificate of Compliance?

Answer:  No, they are not required. Caution:  Do not make yourself liable for being the one to make this determination. The company in 
question should let you know. Just because they may be located in a different state does not automatically mean that they are not operating in 
the State of Alabama



Procurement Method
Purchasing Guidelines and Procedure: Policy IV 03 01

• Purchase Requisitions are required for PO processing (see webpage for "Entering New Requisitions“)

• No purchases should be made without prior authorization

• Budget availability required prior to creating a requisition or processing a PO amendment

• Direct Vouchers will only be processed in limited situations with discussion with the Controller’s Office
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https://www.powerdms.com/public/JSUAL/documents/1291649
https://www.powerdms.com/public/JSUAL/documents/1291649
https://www.jsu.edu/controller/procedures-instructions/index.html


Procurement Method
Purchases requiring additional documentation (not all inclusive):

• Computer systems, printers, copiers, mobile device purchases (regardless of price) and peripherals or software 
purchases with an individual item cost of $500 or more require a Request to Purchase Computer Hardware/Software 
form or other approval from Information Technology.  Approved form (along with quote from IT) must be attached to 
the requisition before submitting it for approval.

• Purchases for food or beverages must include the Request for Meal Purchase (Form 22). The approved form must be 
attached to the requisition before submitting it for approval. Recruitment meal expense – Policy I 02 02 01 
Recruitment and Selection
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The State of Alabama requires that a Vendor 
Disclosure Statement be completed for all 
proposals, bids, contracts (including POs), or grant 
proposals of more than $25,000.

https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=0ad2edf8-00c9-40ba-9e0b-4c086579866a&targetUrl=https://dynamicforms.ngwebsolutions.com/Submit/Form/Start/0ff207c9-87db-47b8-9012-c8eaa445b434
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=0ad2edf8-00c9-40ba-9e0b-4c086579866a&targetUrl=https://dynamicforms.ngwebsolutions.com/Submit/Form/Start/0ff207c9-87db-47b8-9012-c8eaa445b434
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=0ad2edf8-00c9-40ba-9e0b-4c086579866a&targetUrl=https://dynamicforms.ngwebsolutions.com/Submit/Form/Start/3739cf25-48ad-41e7-943c-fc8721a549db
https://public.powerdms.com/JSUAL/documents/1291313
https://public.powerdms.com/JSUAL/documents/1291313


Procurement Reminders
• Sales Tax Status

Jacksonville State University (Jax State) is exempt from state sales taxes on all purchases under the Alabama Department of 
Revenue Sales and Use Tax Rules 810-6-3.47.04. As an instrument of the State of Alabama, Jacksonville State University is not 
required by the State to have a registration or permit number nor are they available to state agencies. Jacksonville State 
University is not exempt from any type of lessor tax. Note: Legislate Act 2015-534 exempts JSU from obtaining an annual 
certificate of exemption according to its classification as an Alabama public institution. The exemption letter is available from 
the Controller’s Office upon request.

• Invoicing – Working with vendors submitting invoices? Here's some things to know:
1. Invoices should have an associated Jax State Purchase Order. The invoice date must be dated after the PO date 

(Prepayments are the exception). The department should submit the invoice with the signed receiving document. Jax 
State can only pay for items received.

2. All invoices should include:
• Purchase Order Number (if required)
• Description of good or service
• Quantity
• Unit price
• Invoice date and number
• Bill to and Remit to address

3. Vendor disbursements are processed on Thursdays.
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Competitive Pricing

Your order does not have to reach the $25,000 threshold in order 
to use the consortiums. If your vendor is on one the state approved 
consortiums, your order will qualify for that lower pricing.

It is important to make sure if you are using a bid, whether it be a 
Jax State let bid, a State of Alabama bid, or a consortium bid; that 
you ask for that pricing when getting your quotes and that you 
make sure that you are being invoiced correctly. 

A cumulative list of vendors from the approved bid lists will be 
forthcoming to help you with your search. In the meantime, if you 
are not familiar with search process, contact Purchasing 
(purchasing@jsu.edu) and for help to find savings.

Many, if not most, of Jax State's vendors are a part of a bid list or consortium, if you need help searching those, 
please reach out to us. This helps Jax State stay compliant and save money. 
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mailto:purchasing@jsu.edu


Competitive Pricing
How do I find consortium or cooperative pricing?

Source: https://alison.legislature.state.al.us/epa-purchasing-coops Source: Statewide Master Agreements
1
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https://alabamabuys.gov/page.aspx/en/ctr/contract_browse_public


Competitive Pricing
Confirm on your quote and invoice that Jax State is receiving the correct discounted pricing. 

Alabama Buys Statewide Master Agreement Example Sample Vendor Invoice
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Procurement Management
Enter the pricing source on the Banner procurement document. 
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Travel Management
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1. Create a department travel/ 
professional development plan.

2. Plan to reduce annual travel 
expenditures by 15% (limit approval 
and pre-approvals) through promoting 
sustainable choices.

3. Ensure compliance with travel policies.

4. Avoid last-minute booking of hotel and 
airfare.



Travel Controls & Reminders
• Review Travel Policy: Remind employees that a Chrome River Travel Pre-Approval Form is required for any 

employee travel pre-payments.

• Promote sustainable choices: Encourage sustainable travel options that are more cost-effective.

• Avoid multiple employees attending the same event – implement a train-the-trainer program (key personnel 
only)

• Take advantage of online webinars and local trainings for CPUs or CEUs
• Encourage participation in the virtual conference and LinkedIn for professional development 
• Support in-state and regional travel 
• Limit foreign travel to only “critical” for tenure & promotion
• Consider rotating conference attendance (every other year)

Before making any commitments for Jax State to fund travel, the 
traveler must obtain the required approvals.

15

https://public.powerdms.com/JSUAL/documents/1291668


Budget Monitoring Report Tools
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1. Run the Argos Budget Manager Reports at 
the beginning of every month.

2. Review department spending plan.

3. Transfer funds to cover negative account 
balances.

4. Run the Expense Analysis by Org & Fiscal 
Period for FY25 and FY26 to identify variances 
between the current and prior month 
spending.

5. Plan to reduce monthly expenditures by 10% 
through cooperative pricing, contract 
feasibility review, and eliminating 
unnecessary purchases (wants).
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Department Budget Monitoring & Analysis
Budget variance reporting involves comparing actual financial results to budgeted amounts to identify and analyze 

discrepancies, often called variances. This process helps university administrators monitor spending, control costs, ensure 
accountability, and inform future budgeting and financial planning. 



BANNER SELF SERVICE
• Budget Finance Query: Use to check encumbrances, payments, and available budget. Budget Managers can 

drill down to see the document and activity.

ARGOS BUDGET MANAGER REPORTS
• Operating & Expense – 4-Year Trend: Provides account-level expenses for the past four years

• Expense Analysis by Org & Fiscal Period: Select the Year and Org to review the monthly expenses by account

Budget Monitoring Tools
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The Budget Monitoring Tools are available through MyJax State.

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

In the event that a Banner org/account goes into a deficit, the deficit must be resolved as soon as possible but no later 
than the next month-end (budget transfer). 
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FOAP Departmental Budget Analysis Tool

Run Report or Download to a CSV file for additional analysis.
21



FOAP Departmental Budget Analysis Tool
Run Report
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Download to a CSV file for additional analysis.

FOAP Departmental Budget Analysis Tool
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• Monitor continuously: Regularly review financial 
reports and compare actual performance against the 
budget to catch deviations early.

• Look for variances: Pay close attention to significant 
variances in line items and unusual or unexpected 
results.

• Corrective action: If significant variances are 
identified, appropriate steps are taken. This could 
involve reallocating funds or adjusting future spending.

• Use KPIs and data: Track key performance indicators 
(KPIs) and use data-driven insights to gauge 
performance and identify areas for improvement.

• Be flexible: Treat the budget as a guide. Be prepared to 
make adjustments based on changing circumstances.

Budget Management Best Practices 
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