 Budgeting Do's and Don'ts
Allow adequate time for delivery of good or services

Use available resources to assist you in planning and budgeting: For example, UCIS, Business Services, Controller, Human Resources, Budget and the web pages provided for you.

Be aware of total costs for personnel including related fringe benefit expenses and available alternatives.

Plan ahead so that your budget does your program the best good.

Look at your budget from an annual and not just a day to day perspective.

Use flexibility provisions to manage your budget or budgets.

Use the computerized budget and accounting system to your advantage. 
· The UNCP accounting and budgeting system includes numerous screens to facilitate management of budgets and these include the various BANNER forms or screens:
· FGIBAVL Summary at budget level
· FWIBDST Summary at detail level with subtotals at budget level
· FGIBDST Summary at detail level without subtotals at budget level
· FGIOENC Listing of outstanding obligations [both requisitions and purchase orders
· FPIORQF Listing of incompleted requisitions by ORG 
· Numerous other screens to track transactions by vendor name or number, by requisition number by purchase order number are available from the BANNER home page and use of the MY BANNER feature will facilitate your use of those screen or forms that you find useful 
· Although the system is designed for tracking detail on individual ORGs and ACCOUNTs, composite reports are also available for UNCP financial managers who would like to have screens that present aggregate reports for multiple ORGs. 
Use the appropriate forms 
· For example, travel policy and forms are available at http://www.uncp.edu/fpb/travel/index.htm 
· Allow adequate time for approval 
Full and valid account number 
· It is critical that all documents include a full FOAP [Fund, Org, Account and Program] and processing of on-line requisitions, for example, requires full and valid numbers including appropriate ACCOUNT for the goods or services 
· For list of expenditure and receipts ACCOUNTs, consult http://www.uncp.edu/co/fin_accounting/index.htm 
Access to screens 
· Changes in responsibility levels for any ORG need to be communicated to the Controller's Office 
· Controller's office also provides access codes when requested in writing by the designated UNCP Financial Manager for each ORG 
Efficient and Economical 
· As a state agency with SRCI [Special Responsibility Constituent Institution], UNCP enjoys a degree of flexibility in reallocation of state appropriated budgets but this flexibility requires that the University (and this means at all levels of responsibility, not at some vague administrative level) follow the guidelines established as found in the North Carolina Statues:   http://www.ncleg.net/EnactedLegislation/Statutes/HTML/BySection/Chapter_116/GS_116-30.1.html l 
"(4) Are conducting programs and activities and expending funds made available in a faithful, efficient, and economical manner in compliance with and in furtherance of applicable laws and regulations of the State, and, if applicable, federal law and regulation." 
· UNC Selection Criteria and Operating Instructions for Special Responsibility Constituent Institutions are available at http://www.ncleg.net/EnactedLegislation/Statutes/HTML/BySection/Chapter_116/GS_116-30.1.html
· Interpretation of the above section of the NC Statutes has concluded that this forbids, for example, the purchase with state funds of any complimentary gifts such as embossed pens, pennants, clothing, etc. 
· Consider long term benefits and costs: as a responsible party trusted with management of budgets, one should always be looking for methods to improve efficiency and this does require analysis of both the benefits and costs of any change in current practices 
· Avoid unnecessary cost and waste: use recyclable envelopes and avoid costly printing of letterhead and envelopes where possible. 
· Review UNCP Spending Guidelines INSERT HYPERLINK once loaded to Helpful Hints
Appropriate ACCOUNT codes 
· Use the appropriate ACCOUNT code that properly categorizes the expenditure by type of expenditure 
· Avoid ACCOUNT codes that are vague or unclear such as "other" 
· Follow guidelines as listed which indicate ACCOUNT codes that are not to be used 
· For example, the 22300P, 24000P, and 25000P object codes should be used only for budget transfers and not for data entry of requisitions; in fact, BANNER system will NOT allow requisitions to be coded to these budget pool ACCOUNT numbers.
· Specific obligations should be entered against a clearly defined ACCOUNT code and not just recorded as capital outlay or current services: allow the computer to work for you instead of against you 
· The data base of budgets and transactions is a public record and should allow for ready comparability between fiscal years and consistency should be secondary only to accuracy in recording transactions 
Budget Transfers 
· There will be times when reallocation of budgets will be necessary 
· Requests for transfers should be phrased in terms of whole dollars and submitted as a completed Request for BUDGET TRANSFER that is to be sent via email to the Office of Financial Planning and Budgets
· Know the difference between your various ORGs and don't request, for example, a transfer of budgets between a restricted and unrestricted ORG. 
· Do think globally and consider both inter- and intra-ORG budgetary reallocations to increase efficiency and effectiveness 
· Let the Budget pool rules work for you when you reallocate budgets 
· Be sure to indicate if request for reallocation is temporary or permanent 
Review status of outstanding obligations 
· Continually review the status of outstanding obligations, both requisitions and purchase orders, on FGIOENC. If an obligation needs to be cancelled, contact the Purchasing Department. 
· Don't forget to review FPIORQF for any pending requisitions that are still awaiting action by the designated UNCP Financial Manager for the identified ORG. 
State vs. non-state funds 
· Whenever state funds are used, particular care for compliance with both UNCP and North Carolina policies must be observed. 
· For example, two areas that consistently appear to be of concern are costs related to travel and food. In short, the applicable rule is that state funds should not be used for food purchases unless travel related; and travel related food expense, including rigid requirement for "internal conferences" are defined by the North Carolina Office of State budget and Management [OSBM)] 
· OSBM provides a North Carolina State Budget Manual that includes guideline on allowable costs for all state agencies, including UNC system. This manual is available for viewing at http://www.osbm.state.nc.us/osbm/pubs.html 
· UNCP guidelines for travel: be aware of policies as found at http:www.uncp.edu/busines/contents.htm 
· Whenever there is a conflict the more restrictive policy will govern. 
· Alternatives to use of state funds for questionable expenditures should be the standard practice. 
· Review UNCP Spending Guidelines INSERT HYPERLINK once loaded to Helpful Hints
