
 

BUDGET 
Policy Number:  BUS-010 Responsible Department: Business/Finance 

 

Effective Date: 12/01/16 Last Revision Date:  02/16/2017 

PURPOSE:   

To provide guidelines for the preparation, approval, implementation and amendment of CWI’s annual budget. 

SCOPE:    

Applies to all Budget Officers of CWI who are responsible for preparing and monitoring its budgets. 

DEFINITIONS: 

Budget: An estimate of revenues and expenditures of CWI for a fiscal year 

Budget Officer: Current Fiscal Year – The person appointed to monitor and manage spending within 
his/her respective area. 

Future Fiscal Years – The person appointed to assemble budget material and 
information and to physically prepare the proposed budget for his/her respective 
area.  

Capital Expense: Expenditures for buildings, land, vehicles, furniture, fixtures and equipment that 
exceeds $5,000 and has a life expectancy of more than one (1) year. 

Cost Center: Distinctly identifiable departments, divisions, or units of CWI, whose managers are 
responsible for all associated costs and for ensuring adherence to cost-budgets.   A 
cost center may also be referred to as a “cost pool.” 

Division of Financial 
Management (DFM): 

The Division of Financial Management is the Governor’s Budget Office. The Division 
assists the Governor in developing revenue projections and agency expenditure 
recommendations for presentation to the Legislature. 

Encumbrances: Funds that have been committed or set aside to pay a specific future purchase. 
Purchase orders create encumbrances when posted to the General Ledger. 
Encumbrances reduce the available spending authority. 

Fiscal Year: A twelve-month period covered by CWI’s yearly budget. CWI is on a fiscal year that 
begins on July 1 and ends on June 30. 

Full-time Positions (FTE): Full-time and part-time regular CWI staff.  The number of FTP is set by the Board of 
Trustees and cannot be increased without Board approval. 

Initiatives: New or expanded projects or program to enhance or add new services.  

 

Legislative Budget Office 
(LBO): 

The Legislative Budget Office provides independent, non-partisan analytical support 
to the Joint Finance Appropriations Committee in setting the state budget each year. 
The LBO coordinates hearings, compiles budget information and works closely with 
legislators in analyzing budget requests and agency performance and developing 

http://www.businessdictionary.com/definition/department.html
http://www.businessdictionary.com/definition/division.html
http://www.businessdictionary.com/definition/unit.html
http://www.businessdictionary.com/definition/manager.html
http://www.businessdictionary.com/definition/costs.html
http://www.businessdictionary.com/definition/cost-budget.html
http://www.businessdictionary.com/definition/project.html
http://www.businessdictionary.com/definition/program.html


funding options for each agency and institution. 

Line Item: Additional decision units requesting funding for new or expanded activities after 
maintenance of current operations. 

Maintenance of Current 
Operations (MCO):  

Resources needed to continue current levels of service. 

Office of State Board of 
Education (OSBE):  

Staff support to the State Board of Education. 

One-Time Budget 
Transfer: 

The movement of budget money from one account to another for the current fiscal 
year only. 

Operating Expense (OE): Costs incurred in the day to day operation of CWI. Operating expenses include but are 
not limited to expenses for the purchase of supplies, services, utilities, etc.   

Personnel Costs: Expenditures related to personnel including wages, fringe benefits, and payroll taxes 
incurred by CWI during a fiscal year. 

Wages: Expenditures paid to employees for work or services provided for the operation of 
CWI.   

Fringe Benefits (Health 
Insurance & Variable): 

Employer costs, in addition to direct wages or salaries, such as company car, house 
allowance, medical insurance, paid holidays, pension schemes, subsidized meals. 
Some fringe benefits are regarded as part of a taxable income. 

State Board of Education 
(SBOE): 

The Idaho State Board of Education (SBOE) is a policy-making body for all public education 
in Idaho and provides general oversight and governance for public K-20 education. SBOE 
serves as the Board of Trustees for state-sponsored public four year colleges and 
universities and the Board of Regents for the University of Idaho. 

Supplemental 
Appropriation: 

A change to the appropriation that adds to or adjusts spending authority for objects, 
funds, or programs that are granted by the Legislature in the current fiscal year.  
Program transfers in excess of ten percent (10%), per Idaho Code §  57-3511, should 
also be included. 

Travel Expense: Costs associated with employee travel, including but not limited to airfare, car, 
lodging, meals. Note: This does not include non-employee travel. 

______________________________________________________________________________ 

POLICY 

The purpose of this policy is to provide guidance to CWI's employees and departments in the preparation, 
implementation and monitoring of CWI’s annual budget. This policy establishes authority and responsibility for 
budgeted resources to the President, Vice President and Dean/Director levels within CWI. Each person within CWI 
will contribute to the conservation and effective use of institutional resources. Decentralized budget 
authority/monitoring is intended to give unit leaders needed flexibility to effectively manage unit operations. 
These leaders are responsible for ensuring that resources are not over-expended. 

CWI requires all employees to act in accordance with all state, federal and local laws and regulations. Employees 
are expected to practice reasonable judgment in the utilization of institutional resources.  
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http://www.businessdictionary.com/definition/holiday.html
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BUDGET DEVELOPMENT  

State of Idaho Budget Development  

May: SBOE sends Budget Line Item templates to agencies and institutions requesting the forms be completed and 
returned by the end of the month.  It is the responsibility of Executive Team and President’s Cabinet to identify 
Line Item needs for the next Fiscal Year. The Controller and the Budget Office compile the list of Line Items and 
shall send the preliminary Line Item list to SOBE on or before the due date.  

June: SBOE provides agencies with guidance on line items to be included in the CWI budget request. 

July-August: CWI’s Comptroller and Budget Office are responsible for preparation of supporting budget forms in 
accordance with the Idaho State Budget Development Manual and instructions from SBOE.   

August: SBOE approves agency and institution line items and any current year supplemental budget requests. 

SBOE inputs draft budget request into the Division of Financial Management automated budget system. SBOE 
submits one copy of budget materials to the Office of State Board of Education (OSBE). 

September 1: Comptroller transmits Budget Documents to Division of Financial Management and Legislative 
Budget Office. 

CWI Internal Budget Development  

October: Comptroller and Budget Office are responsible for sending out budget forms (Budget Request 
Maintenance of Current Operations (MCO) and New Initiatives) and historical budget information to Budget 
Officers to be used in developing cost center budget requests.  Budget Officers are responsible for developing a 
maintenance of current operations budget. Budget Officers may request new initiatives using forms provided by 
the Budget Office. Cost Center budget documents need to be returned to the Budget Office no later than 
November 30th of the current year.  

The Budget Office will compile all budget requests into one document to be presented to the Executive Team (ET) 
in January.  

February-April: ET is responsible for reviewing all budget requests and preparing budget recommendations for 
presentation to the President’s Cabinet (PC).   

May: PC will review and adjust the ET Budget Recommendation based on CWI’s revenue forecast and estimated 
program needs. 

June: PC Budget Recommendation is presented to the Board of Trustees for a first reading.  If no other reading is 
needed, the Board may approve the Budget.      

After the Budget has been approved by the Board of Trustees, Budget Officers are responsible for monitoring and 
managing their respective budgets.  The Budget Officers will make sure funds are expended in accordance with 
applicable policies and procedures and that budgets are not over spent.  Budget Officers are also responsible for 
requesting budget changes, budget access using the Budget Access Request and Maintenance form, submitting 
transfer requests using the Budget Transfer Request form, and approving expenditure transactions.  Budget 
Officers will review their budgets at least monthly and resolve variances when necessary. 

https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-FY18BudgetRequest.xlsx
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-FY18BudgetRequest.xlsx
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetAccessRequestAndMaintenance.pdf
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetTransferRequest.pdf


GUIDELINES  

CWI has established the following guidelines for the preparation, approval and implementation of its annual 
Budget: 

• The President and The Vice President of Finance & Administration shall establish a process for preparing 
an annual budget for review and approval by the Board of Trustees beginning in October of the prior fiscal 
year.  

• Expenditures of approved budget funds shall support CWI’s strategic plan and advance CWI’s mission, and 
shall be made in accordance with applicable policies and procedures. 

• The fiscal year begins July 1st of each year and ends June 30th of the following year. 
• Only the Board of Trustees and/or its designees (President, Vice President of Finance & Administration) 

shall have the authority to allocate funds for expenses not originally included in the approved budget. 
• CWI's operational budget shall include a projection of income and expenditures for the fiscal year. 
• The Board of Trustees shall review and approve CWI’s annual budget. The annual budget can be amended 

only by action of the Board of Trustees. The only exception is a change to a grant award resulting in an 
increase/decrease in grant funding. 

• An annual budget shall be approved by the Board of Trustees for the fiscal year before July 31st of the 
preceding fiscal year. If the Board of Trustees does not approve a budget for a fiscal year, it shall adopt an 
interim budget in order for funds to be expended for the operation of CWI. 

• The Board of Trustees and/or its designees (President, Vice President of Finance & Administration) may 
accept for administration funds from another state or other agency or organization that are restricted for 
specific purposes. 

• The Board of Trustees and/or its designees (President, Vice President of Finance & Administration) shall 
review the budget at least once each fiscal year by January 31st to consider its amendment, and at other 
times during the fiscal year as necessary. 

• The Board of Trustees and/or its designees (President, Vice President of Finance & Administration) shall 
have the authority to designate funds for specific purposes not provided for in CWI’s annual operational 
budget. 

FORMS:  

Budget Request Form – MCO/New Initiatives 
(https://mycwi.cc/fac_staff_resources/Business/Business%20Office%20Forms/BUDGET-
FY18%20Budget%20Request%20Form.xlsx) 

Budget Access Request and Maintenance Form 
(https://mycwi.cc/fac_staff_resources/Business/Business%20Office%20Forms/BUDGET-
BudgetAccessRequestAndMaintenance.pdf) 

Budget Transfer Request (https://mycwi.cc/fac_staff_resources/Business/Business%20Office%20Forms/BUDGET-
BudgetTransferRequest.pdf) 

 

https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-FY18BudgetRequest.xlsx
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-FY18BudgetRequest.xlsx
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetAccessRequestAndMaintenance.pdf
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetAccessRequestAndMaintenance.pdf
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetTransferRequest.pdf
https://mycwi.cc/fac_staff_resources/Business/BusinessOfficeForms/BUDGET-BudgetTransferRequest.pdf
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