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Purpose

The purpose of this manual is to assist departments/offices and divisions in the preparation of the following
budget requests:

e E&G General Fund operating and capital equipment (non-academic enhancement funded)

e E&G Special Program, E&G Self-Supporting and Auxiliary revenue, salary and benefits, operating, and
capital
Academic Enhancement-department/college
Academic Enhancement-department/college equipment replacement and project (replaces academic
equipment requests)

¢ E&G Graduate Assistantship

e E&G Student Employment

Budget preparation, like planning, is a multi-level, bi-directional process involving communication from the
President, Vice Presidents, Deans, Directors, and Chairs. Ultimately, financial management is decentralized to
managers who are held accountable. Budget requests should be based on divisional priorities that are consistent
with approved University/College strategic initiatives and goals. This manual will detail how and when
communication should take place in order to arrive at budgets that support unit activities and processes and
overall University operations for the upcoming fiscal year.

The Process

Initial E&G & Auxiliary Budget Submission (CPP22) and Current Qutlook

The initial E&G budget for FY2021-22 was submitted to the State System on September 4, 2020. This budget
was part of a CPP submission which included figures for the two fiscal years just completed (FY2018-19 &
FY2019-20), the current fiscal year (FY2020-21), the budget request year (FY2021-22), and the future year (FY
2022-23). As required by the State System, this submission included personnel right-sizing plans to meet the
following requirements by July 1, 2022 (pre-integration): a) 19.4:1 student to faculty ratio and b) a balanced
budget by July 1, 2022. The following salient assumptions, most of which are required by the State System as
part of the budget submission process, were used for FY 2021-22:

e 1.8% annualized FTE enrollment increase

e 1.0% tuition increase

e 1.0% increases for the following fees which comprise the majority of the E&G fee revenue: Technology
Tuition, Academic Enhancement, and Student Success

e Noincrease in State Appropriation

e Staffing assumptions reflect a targeted Faculty reduction of 21 FTEs and Non-Faculty reduction of 70
FTEs.

e Salary/wage and benefit increase assumptions that align with State System assumptions, which included a
2.8% increase for salaries and wages for faculty and non-represented employees, 3.1% for SCUPA
and Coaches, 3.2% for the AFSCME bargaining unit, and 3.4% for the OPEIU bargaining unit.
Projected increases for healthcare/annuitant hospitalization (0.0%-4.00%) and retirement benefits
(0.0%-4.80%) are included for all units.

e CPlincrease included (2.4%), where appropriate, for non-E&G base operating/capital budgets



FY 2021-22 INITIAL E&G BUDGET SUBMISSION (CPP22; September 4, 2020)

Request Year (projected)
Revenue/Sources FY2021/22
Tuition 574,573,637
Fees 20,938,858
State Appropriation 38,405,845
All Other Revenue 4,805,138
Total Revenue/Sources $138,723,478
Expenditures and Transfers
Compensation Summary:
Salaries & Wages 568,023,954
Benefits 34,852,962
Subtotal, Compensation 5102,876,916
Student Financial Aid 6,458,654
Utilities 2,428 723
Other Services and Supplies 23,612,751
Subtotal, All Services and Supplies 532,500,128
Capital Expenditures & Transfers 2,786,551
Total Expenditures/Transfers $138,163,505
Revenue/Sources Less
ExpendituresfTransfers 4550, 883

Although the initial FY 2021-22 E&G budget submitted on September 4, 2020 projected a slight surplus, the
impacts of potential integration and the ongoing pandemic on enrollment and state appropriation remains to be
seen. For example:

As of November 2020, official fall 2020 FTE enroliment was 2.9% below the initial CPP projection, largely
due to the COVID-19 induced pivot to full online learning on August 31, 2020. If this enroliment dip is
maintained, an annual deficit of $2.1M in tuition revenue beyond what was initially project for FY 2021-22
may result.

While the Board of Governors tentatively approved a 1% increase in tuition rates for the 2021-22 fiscal
year, as included in the assumptions above, fiscal pressures facing our students and their families may
alter this tentative approval, further reducing available revenue. Final tuition rates for FY 2021-22 will be
set in April 2020.

Although no increase over the FY 2020-21 state appropriation was built into the FY 2021-22 initial
projection, it is possible that less funds are received given the pressures on both the short- and long-term
financial outlooks due, in large part to the impacts of COVID-19 on the Commonwealth’s tax base.

Personnel right-sizing, being done over a two-year span (FYs 2020-21 and 2021-22), is being steadily achieved
through a number of avenues, including the elimination of vacant positions. As of November 2020, non-faculty
FTEs were in line with current projections and the fall student to faculty ratio was 18.5:1 compared to an expected
19.1:1. Personnel-right sizing will continue, in a way that minimizes the impact to current faculty and staff, so that
the budget is balanced and the required student to faculty ratio of 19.4:1 is met by July 1, 2022 (pre-integration).



The initial FY 2021-22 Auxiliary operations budget projected a balanced budget with use of $1.0 million transferred
into operations from the Auxiliary plant fund. This projection assumed a return to normal operations. However, the
ongoing impact of the pandemic may alter this projection. Since March 2020, auxiliary operations, particularly
housing and dining, have been significantly impacted by the pandemic. As of November 2020, an additional
$8.7M shortfall, above the $4.1M originally projected, was estimated for FY 2020-21, largely due to the pivot to
fully remote learning that occurred early in the fall 2020 semester. This shortfall is expected to grow as spring
2020 occupancy rates continue to decline. These revenue declines force a use of reserves, without another
source of revenue, which impacts long term financial projections. On December 27, 2020, the Coronavirus
Response and Relief Supplemental Appropriations Act, 2021 was signed into law, providing relief to universities
across the country as they respond to the coronavirus impacts. While allocation of this funding is still being
determined, it is likely that a significant portion of Bloomsburg’s allocation will go toward the shoring up of Auxiliary
reserves.

While the E&G General Fund and Auxiliary reserves provides a short-term alternative to help close the gap while
the institution continues to work on the long-term budget improvement initiatives outlined above, it is not a long-
term, sustainable solution.

As the institution moves toward it’s required pre-integration metrics (19.4:1 student to faculty ratio and a balanced
budget), the budget improvement initiatives listed below (primarily focused on salary and benefits and enroliment
increases), will need to continue:
e Retention Initiatives
¢ Ongoing faculty, staff, and administration workforce planning and program cost review
Personnel cost improvement initiatives
Support programs review and prioritization
Strategic enrollment planning project
Strategic resource allocation

As new and updated information related to the FY 2021-22 E&G and Auxiliary budgets becomes available, it will
be built into the Spring 2021 budget briefing which is expected to be delivered in March/April 2021.



E&G General Fund Operating and Capital Equipment (Non-Academic Enhancement Funded)
Line Item Budget Requests

As was communicated by President Hanna on July 22, 2019, E&G base operating budgets were reduced in
FY2020-21 using the average of unspent funds from the FY17/18 and FY16/17 budgets. The base budgets were
also temporarily reduced due to limited travel opportunities resulting from COVID-19. The temporary travel
reduction has been added back to the base budget in each area starting in FY2021-22. Each Vice President and
Assistant Vice President/Dean/Director may reallocate funds within his/her division/area so that resources are
appropriately aligned with budget need. If, after the initial base budgets are distributed, it becomes clear that
there will be significant changes to revenue and/or expenditures projections, these budgets will be subject to
change.

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline
1. Budget office sends request for computer services and December 2020
telecommunication budgets to Assistant Vice President
Technology & Library Services

2. President sends FY21/22 budget preparation letter to December 2020
Executive Staff
3. Vice Presidents meet with Assistant Vice Presidents, Deans January 2021

and/or Directors to set guidelines for development of
departmental budgets

4. Budget office distributes FY21/22 Budget Preparation January 2021
Manual
5. Budget office sends operating and capital line item budget February 15, 2021

requests to President and Vice Presidents for distribution to
Assistant Vice Presidents, Deans, and Directors, as
appropriate

6. Computer services and telecommunication budgets due to February 15, 2021
Budget office from Assistant Vice President Technology &
Library Services

7. Academic Department Heads and Directors submit March 8, 2021
operating and capital line item budget requests to Deans
and Vice Presidents, as appropriate

8. Deans and Vice Presidents review operating and capital March 8-15, 2021
line item budget requests with Academic Department
Heads and Directors and make adjustments and
reallocations, as appropriate

9. Final operating and capital line item budget requests due to March 15, 2021
Vice Presidents for approval

10. Approved operating and capital line item budgets due to the March 29, 2021
Budget office

11. Budget office sends request for utilities budget to Assistant April 2021
Vice President for Facilities Management

12. Utilities budget due to Budget office from Assistant Vice May 21, 2021
President for Facilities Management

13. Budget office notifies budget holders of approved operating June 28, 2021

and capital line item budgets
14. FY21/22 budgets available in SAP July 1, 2021




E&G Special Programs, E&G Self-Supporting, and Auxiliary Budget Requests

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline
1. President sends FY21/22 budget preparation letter to December 2020
Executive Staff
2. Vice Presidents meet with Assistant Vice Presidents, January 2021

Deans, and/or Directors, as appropriate, to set guidelines
for development of budgets

3. Budget office distributes FY21/22 Budget Preparation January 2021
Manual
4. Budget office sends budget requests to Vice Presidents February 15, 2021

and Deans with a copy to Academic Department Heads,
Assistant Vice Presidents, and Directors, as appropriate

5. Vice Presidents and Deans review budget requests with March 8-15, 2021
Assistant Vice Presidents, Academic Department Heads,
and Directors, as appropriate, and make adjustments and
reallocations as necessary

6. Final budget requests due to Vice Presidents for approval March 15, 2021
7. Approved budgets due to the Budget Office March 22, 2021
8. Budget office notifies budget holders of approved budgets June 28, 2021
9. FY21/22 budgets available in SAP July 1, 2021




Academic Enhancement Department/College Line Item Budget Requests

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline
1. President sends FY21/22 budget preparation letter December 2020
to Executive Staff
2. Vice Presidents meet with Assistant Vice January 2021

Presidents, Deans, and/or Directors, as
appropriate, to set guidelines for development of

budgets

3. Budget office distributes FY21/22 Budget January 2021
Preparation Manual

4. Budget office sends academic enhancement line February 15, 2021

item budget requests to Provost/Vice President of
Academic Affairs and Assistant to the Provost for
distribution to non-Academic Vice Presidents,
Assistant Vice Presidents, Deans, and Directors,
as appropriate

5. Non-Academic Vice Presidents, Academic March 8, 2021
Department Heads and Directors return academic
enhancement line item budget requests to
Assistant to the Provost, Deans, Assistant Vice
Presidents, and Vice Presidents, as appropriate

6. Assistant to the Provost, Deans, Assistant Vice March 8-15, 2021
Presidents, and Vice Presidents review academic
enhancement line item budget requests with
Academic Department Heads and Directors and
make adjustments and reallocations, as
appropriate

7. Assistant to the Provost reviews academic March 8-15, 2021
enhancement line item budget requests with Non-
Academic Vice Presidents and makes adjustments
and reallocations, as appropriate.

8. Final academic enhancement line item budget March 15, 2021
requests due to Vice Presidents for approval

9. Approved academic enhancement line item April 19, 2021
budgets due to the Budget office

10. Preliminary FY21/22 budgets available in SAP July 1, 2021

11. Assistant to the Provost and the Budget office July 1 — July 30, 2021

finalize academic enhancement budgets




Academic Enhancement Department/College Equipment Replacement and Project Requests

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline
1. President sends FY21/22 budget preparation letter December 2020
to Executive Staff
2. Assistant to the Provost meets with Assistant Vice January 2021

President, Deans, and/or Directors, as
appropriate, to set guidelines for development of
budgets

3. Assistant to the Provost sends out the call for January 2021
academic enhancement equipment
replacement and project requests to Assistant Vice
President, Deans, and Directors, as appropriate

4. Budget office distributes FY21/22 Budget January 2021
Preparation Manual

5. Academic Department Heads, Directors, and March 15, 2021
Assistant Vice President submit academic
enhancement equipment replacement
and project requests to Deans, Assistant to the
Provost, and Provost/Vice President of Academic
Affairs, as appropriate (Reference Appendices A
and B)

6. Deans, Assistant to the Provost, and March 15-19, 2021
Provost/Vice President of Academic Affairs review
Academic enhancement equipment replacement
and project requests with Academic Department
Heads, Directors, and Assistant Vice President
and make adjustments, as appropriate

7. Final academic enhancement equipment March 19, 2021
replacement and project requests due to Assistant
to the Provost for approval

8. Assistant to the Provost notifies Assistant Vice April — May 2021
President, Deans, and Directors of approved
academic enhancement equipment replacement
and projects

9. Assistant to the Provost transfers budget to August 20, 2021
department/office funds center. Preliminary
equipment replacement and project line item
budgets available in SAP

10.Assistant to the Provost finalizes academic August 20, 2021
enhancement equipment replacement and project
budgets




E&G Graduate Assistantship Budget Request
(Note: Reference Appendix C for Flow Chart)

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline

1. Graduate Studies office sends request for October 2020
Graduate Assistantships to President, Vice
Presidents, and Deans

2. Graduate Program Coordinator, Job Supervisor, October 2020
Area Director, or Faculty submits GA Request
form to appropriate Graduate Program
Coordinator for approval

3. Budget office notifies Graduate Studies office of October 2020
base funding pools for graduate assistantships
(GA) — waiver and stipend

4. Graduate Program Coordinator determines the GA November 19, 2020
Request is suitable for students in their program,
signs the form, and forwards to College Dean.
College Dean sends the signed form to the
Graduate Studies office

5. Graduate Studies office notifies department/office February 5, 2021
if position is appropriate for GA and if position will
receive funding from GA base pool budget for 6
credit waiver and % time stipend (10
hours/week).

6. Graduate Program, Department/office, or Faculty
can consider a Graduate Student Work Study
position by following established hiring procedures
for positions determined not appropriate for GA.
The Department can post the position or contact
Financial Aid to post the position. (It is
anticipated that this option will be utilized
infrequently)

7. Department/office identifies alternate funding
options to increase the position by % time (10
hours) if approved position is for %2 time (20
hours/week) - based on notification from
Graduate Studies office - see #5 above.
Possible funding options include:

e Use of department/office E&G and/or March 15, 2021
Academic Enhancement operating budget

e Use of Dean/Director, Vice Provost, Vice March 15. 2021
President, or President residual carryforward ’
reserves or re-allocation of funds within the
college or division, etc.

e Reallocation of Academic Enhancement March 15, 2021
department/office operating budgets

e External funding sources April 30, 2021

8. Department/office submits “GA Alternate Funding May 5, 2021
Source for Stipend and/or Waiver” form to
Graduate Studies office if the position is not
fully funded from GA base pool budget — based
on notification from Graduate Studies office — see




#5 above (Reference Appendix D)

9. FY21/22 budget available in SAP in Graduate July 1, 2021
Studies funds center
10.Graduate Studies office transfers budget for On or after July 1, 2021

stipend and waiver to department/office funds
center for portion of GA funded by GA base pool
budget. Transfer for waiver is estimated based
on in-state tuition

11.Graduate Studies office sends list of GA students September 9, 2021
and alternate funding sources to Budget office
12.Graduate Studies or Budget office transfers On or after September 10, 2021

budget to department/office funds center for
portion of GA funded by alternate source (non-GA
base pool budget). Reference #7 above.

E&G Student Employment Budget Requests

Budget steps and timeline subject to revision pending updates from the State System and/or the
Commonwealth. Changes, if any, will be communicated as soon as known.

Budget Step Timeline

1. President and Vice Presidents determine amount April 19, 2021
of state and federal work study funds available in
total and by division

2. Budget office sends request for budget allocation April 26, 2021
by funds center to President and Vice Presidents
for distribution to Deans, Assistant Vice
Presidents, and Directors, as appropriate

3. Approved budgets allocated by funds center due June 18, 2021
to the Budget office

4. FY21/22 budget available in SAP July 1, 2021




E&G General Fund Residual Budget Carryforward Program

On April 8, 2020, President Hanna issued a memorandum regarding restrictions on discretionary spending during
the COVID-19 emergency and changes to the FY 19/20 carryforward programs. The strategy for the FY 20/21
carryforward will remain consistent, as outlined below:

e E&G General Fund - All unspent base operating budgets remaining in departmental budgets at the
conclusion of FY 2020-21 will be swept to the Institutional Reserve.

The amount of remaining operating or capital funds will be determined after the accounting and budget offices
have completed the fiscal year end closing process. Definitive timelines will be issued in July upon receipt of
State System reporting deadlines.

Carryforward Process Timeline
1. Carryforward of FY20/21 open commitments Beginning approximately July 27, 2021
(purchase requisitions, purchase orders, travel
requests, and funds reservations) and associated
budgets to FY21/22

2. Carryforward of FY20/21 residual budget to Beginning approximately August 14, 2021
FY21/22

E&G Special Programs, E&G Self-Supporting, and Auxiliary Carryforward Program

On April 8, 2020, President Hanna issued a memorandum regarding restrictions on discretionary spending during
the COVID-19 emergency and changes to the FY 19/20 carryforward programs. The strategy for the FY 20/21
carryforward will remain consistent, as outlined below:

e E&G Special Programs, E&G Self-Supporting (non-Academic Enhancement) — Remaining balances will be
reviewed at the conclusion of FY2020-21 will be carried forward 100% within the special programs and
self-supporting funds centers. Use of carryforward balances will be monitored.

¢ Any remaining funds will be carried forward at 100% within the Auxiliary fund centers. Use of Auxiliary
carryforward balances will be monitored.

Carryforward Process Timeline
1. Carryforward of FY20/21 open commitments
(purchase requisitions, purchase orders, travel Beginning approximately July 27, 2021

requests, and funds reservations) and associated
budgets to FY21/22

2. Budget office sends final budget status reports and Approximately July 30, 2021
carryforward template requests, as necessary, for
E&G funds with large balances to be carried
forward (Reference Appendix E)

3. Carryforward of FY20/21 residual budget to Beginning approximately August 14, 2021
FY21/22




Academic Enhancement Carryforward Program

On April 8, 2020, President Hanna issued a memorandum regarding restrictions on discretionary spending during
the COVID-19 emergency and changes to the FY19/20 carryforward programs. The strategy for the FY 20/21
carryforward will remain consistent, as outlined below:

e Remaining balances will be swept into a central Academic Enhancement reserve.

Transfers from the residual budget carryforward funds centers will only be made for uses approved by the
appropriate Vice President in consultation with the President.

The amount of remaining personnel, operating, or capital funds will be determined after the accounting and
budget offices have completed the fiscal year end closing process. Definitive timelines will be issued in July upon
receipt of State System reporting deadlines.

Carryforward Process Timeline
1. Carryforward of FY20/21 open commitments Beginning approximately July 27, 2021
(purchase requisitions, purchase orders, travel
requests, and funds reservations) and associated
budgets to FY21/22

2. Carryforward of FY20/21 residual budget to Beginning approximately August 14, 2021
FY21/22
Definitions

E&G General Fund-Funds Centers that start with “1011”.

E&G Special Program-Funds Centers that start with “1012”.

E&G Self-Supporting-Funds Centers that start with “1013”.

Academic Enhancement-Funds Centers that start with “1013” in Fund 1013010000.
Auxiliary-Funds Centers that start with “1021-1024".

Please contact Eileen Pulaski-x4029, Julie Kaschak-x4022, or Audra Halye-x4700 with questions.



Appendices

APPENDIX A - Academic Enhancement Equipment Replacement Form

ACADEMIC ENHANCEMENT EQUIPMENT REPLACEMENT — FY 2021-22
Reguests for the replacemyent of classroomy/lab eqguipment should be submitted on the form below to

Amy Osborne, Pravost’s Office, Carver Hall after Chair and Dean/Director approval.

*niultipls items may be submitted in prioritized list form
Deadline: March 15, 2021
- QUOTES SHOULD BE ACCURATE AMND INCLUDE NECESSARY SUPPLEMENTAL ITEMS
SUCH AS MAINTEMANCE AGREEMEMNTS, CABLES, ADAPTERS AMD INSTALLATION COSTS

Callege/Unit:
Department:
Arademic Enhancement Fund Center (if established): Commitment kem:
Requestor:
Academic Year:

Technology needs have been addressed [if approprizte) __ Duplication check
Strategic Priority:

List all funding sources and the percent being requested from Academic Enhancement:

Equipment requested:

Arademic Enhancement Justification: Must support general instructional operations or academic facilities.

Replacament: Include life cycle of equipment being replaced.

Total Budget:
Flease attach guotes for all equipment and all installation costs, including facilities charges expected.

Requestor Signature: Date:
Department Chair Approval: Date:
Callege Dean/Director Approval: Date:
Frowvost Approval: Date:

Additional Comments,/Infarmation:

MNOTE: If approved, completion of a budget template may be required. AD 11-25-15 - Academic Affairs



APPENDIX B - Academic Enhancement Project Request Form

ACADEMIC ENHANCEMENT PROJECT REQUEST - FY 2021-22
Froposals for academic enhancement projects should be submitted on the form below to
Amy Osborne, Provost's Office, Carver Hall after Chair and Dean/Director approval.

Deadline: March 15, 2021
"kultiple items may be submitted in pricritized izt form
QUOTES SHOULD BE ACCURATE AND INCLUDE NECESSARY SUPPLEMEMNTAL ITEMS
SUCH AS MAINTEMAMCE AGREEMENTS, WARRANTIES, CABLES, AND INSTALLATION COSTS

caollege/Unit:

Department:

scedemic Enhancement Fund Center (if established): Commitment Item:

Reguestor:

scedemic Year:

Technology needs have been addressed? _ Dwplication check

List all funding sources and the percent being requestad from Academic Enhancement:

Project Description:

Acgdemic Enhancement Justification: Must support general instructional cperations or academic facilities.

Linkage to strategic Plan(s) [Department/College/Unit/University):

Anticipated Outcomes:

Azzezsment Plan:

Total Budget:
Flease attach guotes for all eguipment and all installation costs, including facilities charges expected.

Reguestor Signature: Data:
Department Chair approval: Date:
College Dean/Director Appraoval: Date:
Frovost Approval: Date:

additional Comments/Information:

MOTE: If project is approved, completion of a budget template may be required. AD 11-25-15 — Academic Affairs



APPENDIX C - E&G Graduate Assistantship Budget and Process Flowchart

E&G Graduate Assistantship Budget and Process Flowchart for Academic Year 2021-2022

/(_Smduate Program,

|' Department, Office or
Faculty has neaed for
Graduate Assistant

Graduate Office notifies Department/Office that the
position will be supported by February 5, 2021,

Iz position ¥ time

The Graduate Program Coordinator, Job Supervizor, Area Director, or Faculty will complete

the E&EG Groduate Assistantship Request and forward it onto the
appropriate Graduate Program Coordinator for approval. *

If the Graduate Program Coordinator determines the GA Request is suitable for sudents

in their program, they will sign the form and forward it onto their College Dean.

is appropriate

20 hrs.fwk) but only funded for
ime (10 hrs_fwk) by the Graduat

Yes

Department Office must

identify alternate

funding source for
additional % time (10
hrs./wik ) for stipend

"%

Graduate Office will transfer budget for waiver &
stipend to department funds center (indicated on
the GA Request] after July 1, 2021

|

Position will only
be funded for s
time

P

Department;office completes Appointment of o

F Y

GA Review Committee review all
G4 Requests to determines if the position

Graduate Office

The College Dean sends the sipned form to the Graduate Office by November 19, 2020.

No

for support from the

Graduate Dean & GA Review
Committze notifies Department)
Office the position will not be
supported by February 5, 2021

¥

Graduate Program, Department, Office
aculty can consider 3 Graduate Student W,
Study position by following establizhed hiring

| procedures. As applicable, the Department

\ can post the position or contact Financial Aid
to post the position

v

Y

Department,office
submits GA Alrernate
Funding Source form
to Graduate Studies
office by May 7, 2021

—

The hiring supenisor mustinitiate the app lication
process utilizing ADOBE SIGN. The electronic
application and the instructions for the supervisorto
follow are located on the “5" drive under BU
Documents/Fin Aid /Work-study. This acts as the offidal
request for the placement card. All Graduate Work
Study students are eligible for 510.25/hour. Position is
limited to @ maximum of 20 hoursfweek during Fall,

Spring, & Summer terms.

Graduate Studies and Budget
offices will transfer budget for
stipend and waiver to
department,/office funds center|
after July 1, 2021

Groduote Assistontship form each semester and
submits to Graduate Office by the following dates:
Fall 2021 - July 1, 2021; Spring 2022 —
Nowvember 5, 2021 ; Summer 2022 —
March 18, 2022

Graduate Office issues
Grodugte Assistantship

-~

The Graduate Student Work Study budget is available
for use only in stuations where the E&G Groduate
Assstontship Reguest has been submitted as per
procedure and it has been determined that the position
does not meet the criteria for a Graduate Assistantship.
This option will be utiized infrequenthy.

h 4

Contract to student

‘_-_—‘/‘"_-\

Student signs contract, completes
employment paperwork/cearances and
returns all to STUDENT PAYROLL office prior
to start of semester

Payroll and Bursar Office process
contract and s=nd a copy
to Graduate Office

* Al GA Requests MUST fit into an existing Graduate Program at BU. Therefore all GA Requests will be approved by the Graduate Program Coordnator of the Graduate Program in which theGA Request best fits.

** students must complets the FASFA, the student employment applation (found on the 5" drive under BU Documents/Fin Aid,Work-study ) for the semester in which they wil be working, be scheduled for at least 6 oeditsina
mraduate program , and a placement @ rd issued and signed to student payroll prior to requesting the Differential Pay Request form. The form must include justification for the pay inorease and must be signed by respective vice

aresident and then sent to finandal aid for approval.



APPENDIX D — E&G Graduate Assistantship Alternate Funding Source for Stipend and/or
Waiver Form

"

Bloomsburg

URIVERAITY
E&G Graduate Assistantship Alternate Funding Source
for Stipend and/or Waiver 2021/2022

Thiz form is used to notify the office of Graduats Studies of an alternate funding sowrce for the Graduate Assistantship
(&) stipend and/or waiver whean the Graduate Assistantship is not funded by the GA baze pool budget. It is the
responsibility of the department to obtain funding. Please complete the form, obtain approval signature(s), and return
to the Office of Groduate Studies by May 7th, 2021. The office of Graduate Studies or the Budget office will enter
budget transfers. For questions on this form, contact the Office of Graduate Studies or the Budget office. Individual
departments/offices will be required to cover out of state tuition costs, if the GA waiver is not funded by the Ga base
pool budget. If your GA Appointment is a non-resident, you will be reguired to resubmit this form with the required
additional funds to cover the out of state tuition difference |please see other side of this form for exact costs).
Possibie sources af furmds:

L] Lise of deportrsenl/ oo E8G andior Ao FAlnseihet! Opheraning Sadget;

L] i off Dewt, e 1o, Wice Prveod, Wi Prédidieat, oF Prsident resideal cormyfonsaed ssfenees of ealiocatios off funds wehin te collipe of sl

* Extermal fumding sources

* increase o Acads Enforoemaent depaetaend/office operating budgets

Departmentfﬂfﬁ-:e EQLIE'-?TI NG Funding for APPROVED GA

AF pou ore feormds lov o i GAs, pliase compherte o SEPARA TE form for sock G4 regoes
Dept./Office Name: Dept_fOffice Fumids Center £:

(Budpert wd! be brongfrre indo S soiory £
Semafi commitreemt fierefa) it S Suedy St
1 S20SAT shipend L7 A5ESN] woear)

Sti%nd Amount |5]: Waiver Amount (S}

[Frint & Sign)] Program Cosvdinator ol Supenstees Demte

Funding Source

Funds Center £:
[ Beiges welll b rrovsierned from chis Funds Center bt the Depr, /AOffice Fumey Center & in thee setion above]

Commitment tem(s) & to transfer funds from: Amount |5):
[ Bt will] b frevisfienned froes this Covarmitment Aironys] £ 4900 Chi Soipesd! B Waiier T gl Stindnd Snount 8 Waier Aot b))
Covivintmnanl e for the Dent AOfRoe Fundy T ber & enad i df seato abices)

[Peint & Shini DeanyDirector /st Wie President,/ Ve Preshient, President Resposasiie for D Funds Cenler Date

Funding Source

[Cormple e Sy i e o mastipie funding fouroes |
Funds Center #:

Commitment Item(s) # to tansfer funds from: amount (5):

[Print & Shgni Dean Director/ Assl Viee Presiient/Vice Presadent/President Responailie for this Fumsds Cemter Date




APPENDIX E — E&G Self-Supporting Personnel, Operating, & Capital Budget Available

Balances — Example

COLA Non-Personnel Status Report for FY 2020-2021
As of 7117121

o000 Fooood K Fro00 X Fo0od o F000L K 200, X%
o000 Fooood K Fro00 X Fo0od o F000L K 200, X%
o000 Fro00 X Fo0od o F000L K 200, X%
Soooodo Froood Fro0od K Fa000 K FA000LK 00 X%
Soooodo Fro0od K Fa00od. X FAO00LK 00 X%
Soooodo Froood Fro0od K Fa000 K FA000LK 00 X%
Soooodo Froood Fro0od K Fa000 K FA000LK 00 X%
Soooodo Froood Fro0od K Fa000 K FA000LK 00 X%
Sood X S0k K B0 KK f e e L e o, %
Sood X B0 KK f e e L e o, %
Sood X S0k K B0 KK f e e L e o, %
Sood X S0k K B0 KK f e e L e o, %
Sood X B0 KK f e e L e o, %
Sood X S0k K B0 KK f e e L e o, %
B e v e e d e d e e e e 4 e fed B e v e e g e v s o e XK %%
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