Procedure Number | 4.8P
Budget Development and Management Procedure

Effective Date October 28, 2015

1.0 PURPOSE

The Board of Trustees of Laramie County Community College is ultimately responsible for ensuring
the fiscal resources entrusted to the College are utilized to the fullest extent possible to achieve the
lyallidzii2yna Yiaaizys LyKSISyt ty (kS Yiaaizy 1a (kS SELISOiI-ii2y iKI-i 1Sa2d1054 MIS RSployed and
managed toward educational programs and services that help students achieve their educational
goals and meet the needs of the community, state, and region.

In accordance with WY88 16-4-103, 16-4-104, 16-4-109-
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C. Biennial Budget Authority ¢ The State General Fund appropriation which is approved by the
Wyoming Legislature and the budget amount authorized by the WCCC for all other revenues
collected by a community college during a two year period.

D. Cost Center Budget ¢ A set of accounts, which identify the costs of specific college, school, or
departmental activities.

E. Funds ¢ Organizational groupings of financial resources whose principal or interest is set apart
from other resources for a specifically defined objective.

1) Unrestricted ~ Current (General) Fund ~ The primary operating fund for the College. The
Current (General) Fund is used to account for the revenues and expenditures that result
from performing the primary supporting mission of the College. ¢KS (SUY" 40dzSyté Y SI-ya
that the funds will be expended in the near term for operating purposes that are directly or
indirectly related to the instruction of students. The principal revenue sources for the
Current Fund include the State support (State Aid), local tax collections (local appropriation),
tuition and fees, miscellaneous income and a cash reserve.

2) One Mill ~ Wyoming §21-18-303(b) allows for a Community College District Board to
approve up to one (1) additional mill levy on the assessed value of the District for a period
not to exceed two (2) years for the regular support and operation of the College. The
renewal of this one mill levy is up for the LCCC Board of Trustees to consider at this time.

3) Unrestricted - Auxiliary Fund ¢ The primary function of the Auxiliary Fund is to account for
College enterprise operations generally expected to be self-sustaining from the revenues
collected. Such services exist to furnish goods and services or facilities to students, faculty,
staff and the general public, and require fees that are directly related to, although not
necessarily equal to, the cost of the goods or services. This fund is also used to account for
the cost of enterprise operations that may require a current fund subsidy.

4) Restricted Fund ¢ The primary function of the restricted fund is to account for money
received for a specific purpose and restricted by an outside entity.

5) Plant Fund ¢ The primary purpose of the Plant Fund is used to record revenue received for
the acquisition, construction, or improvement of property, and to record expenditures for
capital assets. Revenue may be generated through borrowing (including general obligation
bonds, revenue bonds, and loans from lending institutions), and from gifts or transfers of
money from other funds.

F. Agency Fund ¢ The primary purpose of the Agency Fund is to account for money which a college
administers as a trustee pursuant to law, trust agreement, or Wyoming Community College
Commission policy which restricts the use of the money to a specified purpose and which is held
and distributed as an agent.

G. Committees
1) Budget Process Advisory Committee (BPAC) ¢ A broad-based committee that serves as

ambassadors throughout the budgetary process and acts in an advisory capacity in
forwarding process recommendations to PrSaIRSyita /1-0lySio ¢KS Y'SYaShia 27 (KS
committee are solicited from the President, LCCCEA, Faculty Senate, and Staff Senate and
include four faculty, four staff (to include both educational services and professional)and
two administrative members. The terms are two years. Conditionally, the members are
limited to one member per school/department to receive the broadest representation.
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2)

Budget Resource Allocation Committee (BRAC) ~ A sub-committee of College Council that
analyzes and reviews budget requests for one-time expenditures, and makes funding
recommendations to College Council. (See Procedure 1.1.5) The members of the
committee are solicited from College Council.

5.0 PROCEDURES

A. Roles and Responsibilities

The budget is decentralized along organizational lines. The decentralized budget places responsibility
at the operational level for budgetary planning. Opportunities for input and review are built into
each step of the process. The following are the roles and responsibilities of various individuals
and/or groups associated with the budget development and management process.

1)
2)

3)

4)

5)

6)

7)

8)

9

The Board of Trustees is responsible for establishing the Strategic Plan and Board goals.
Delegated by the President, each fiscal year, the Vice President for Administration and
Finance is responsible for developing, reviewing, and implementing a budget development
LI20Sad (K1-G 13 hyiSIN-GSR @ik (KS /25380 {iul-iSF0 ttly 1yR ty SR (2 iKS /2535 321
objectives and Key Performance Indicators (KPI0s).

¢KS tISERSYI I-yR tiISaIRSYA /1-0lySi IS ISalJonsible for developing decision-making
criteria (rubric) to evaluate funding requests.

The Budget Director and the Vice President for Administration and Finance Services are
responsible for developing revenue estimates for all funding sources and making funding
recommendations {2 iKS tISAIRSyl IyR tISHIRSya /1-0lySio

The College Council is responsible for reviewing and making recommendations to
tISaIRSyNA /1-0tySi 2y iKS 6dR3SH RSOWI2Y-making criteria, funding for one-time and
personnel requests through the Budget Resource Allocation Committee.

The Vice President for Administration and Finance or designee is responsible to safeguard
the budget process to ensure the processes are a broad-based inclusion of the faculty and
staff, promote transparency and Y Hyfl-y Iy SaaSytil€ 72004 2y Syadiy3 (KS /253508 Fa014
health.

Annual budgets are prepared in accordance with WCCC rules and Wyoming state statutes.
A budget will be developed for each of the following funds:

a. Unrestricted ¢ Current (General) Fund

Unrestricted - One-mill Fund (if appropriate)

Unrestricted - Auxiliary Fund

Restricted Fund

Endowment Fund (if appropriate)

Plant Fund

g. Other funds as needed

Funds are managed in compliance with the budgets adopted by the Board of Trustees at the
annual budget hearing.

The Budget Director is responsible for reviewing the process each year through the Budget
Process Advisory Committee (BPAC) and producing the Budget Process Manual (See
Appendix A). The Budget Process Manual includes the request guidelines, requesting forms,
the Trend Data, the budget development timeline, the decision making rubric and the
process map (See Appendix A). The guidelines will include instructions for completing the
budget request forms (Trend Data). The request forms (Trend Data) will provide actual
expenditures for the three previous years, budget for the current year and columns to

~® o0 o
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request the next year budget, rational for the request, the Strategic Plan goal(s) and Key
Performance Indicators (KPIs) the request supports.

10) Implicit in the budget development process are feedback loops facilitated by the
appropriate administrators, at each stage of the process, to ensure communication and
feedback from the College community is integral to the budget development and
management process.

B. Budget Development Process

The budget development process is a complex activity, requiring significant involvement of

numerous individuals and groups necessitating a lengthy timeline from start to finish. Thus, the

budget planning and development cycle for each fiscal year begins during the fall of the previous

fiscal year and is accomplished through the following process. (See the Budget Process Manual-

Appendix A.)

1) The budget timeline along with the Budget Request Guidelines are prepared by the Budget
Director and communicated to cost center managers.
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C. Budget Management

1) Administration and Finance is responsible for the overall control of the budget, while
individual schools/departments (cost center managers) are responsible for their budget
estimates and subsequent expenditures. All expenditures initiated by individual
schools/departments must receive approval through organizational lines of authority.

2) The Budget Director is responsible for analyzing, modifying, and reconciling the budget,
including providing monthly reports of budget and expenditures to the Board of Trustees
IyR (i2 tISaIRSyina /1-otySie ¢KS . zR3Sh SISO 1 NSALI2YEIGES T21 LIi2dIRly3 (il-tyly3 2y
budget processes and budget-related information within the finance system.

3) The Budget Director is responsible for any adjustments or modifications to the budget,
including documenting the need for the changes. Budgets for salary and benefits are
centralized for all cost centers. Budget for operating and travel expenditures are
decentralized and can be used for other operating needs. Reserves or vacancy savings are
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