
 “MONTHLY” 

BUDGET REVIEW INSTRUCTIONS
At the end of each month you should review the following reports:
PM-340A/OM-340A Report - Salary Tracking by Account Report
PM-240B/OM-340B Report - Salary Tracking by Employee Report
PM-680/CCM-680 Report - Project Budget Tracking by Account
CCM-565A – Transaction Query by Account Report
______________________________________________________________________

The PM-340A/OM-340A Report:  compares budgeted or planned hours and costs for Staff Request records and the Other Expense records within salary and benefit budget object codes in BASIS+ projects to the actual transactions from FBMS and Labor Adjustments.  

The PM-240B Report: shows budgeted/planned hours, actual payroll hours charged and balance hours available. It will also include Time-Off Award hours charged. 

The OM-340B Report:  compares budgeted or planned hours and costs for Staff Request records and the Other Expense records within salary and benefit budget object codes.
When reviewing these reports:
1. Review information on report for accuracy, by making sure employee hours are charged to the correct project/account. 
2. Please be sure every employee knows what account and the number of hours they should be charging to avoid numerous labor adjustments.
If any hours need to be moved, please notify Angel by email to request a labor adjustment be processed.

_____________________________________________________________________________

The PM-680/CM-680 Report:  displays budget summary information for a project and/or account.  Report displays gross and net funding as well as bureau, facilities, and cost center overhead funding amounts.  This report also includes budgeted and actual salary costs by employee, other expenses, and displays the net balance available per account.  Net Balance Available includes any remaining salary and expenditures, left to be charged.

When reviewing PM-680/CCM-680:
1. Check funding.  Advise Angel of any discrepancies.
2. Check budgeted items and make sure budgeted amounts are accurate and ensure that the % spent to date is reasonable. You can reconcile at the BOC3 and BOC4 levels.
3. Compare the “Budgeted” columns with the “Actual” columns.

4. If all charges are correct and your Expenditures column total is more than your Budgeted column, you will need to increase the amount you have budgeted in BASIS+.

      5.   You should ask/answer the following questions:

a. Is the account, over spent?

b. Are you expecting a new agreement or additional funding?

c. Are the employees listed working on the project?

d. Are there any employees listed that shouldn't be?

e. Compare “Budgeted” Hours against “Actual” Hours. 

f. Do Budgeted Hours need to be adjusted?

g. Do some incorrect charges need to be moved to another project/account?

h. Has my spending plans changed?  Do I need to decrease the amount I have budgeted in that BOC?

i. Have any credits that will be received, been entered as a credited budgeted item?    (Ex:  JV’s from one account to another)

6.   Report any questionable salary costs or any charges that need to be moved to                         Angel.  She may suggest easier ways of fixing these errors.  

7. For Unburdened/Low Burdened Accounts:

a. Once you enter your budgeted items, please email Angel to request these accounts to be funded and Admin will process a funding change.  Admin will increase the funding in the unburdened account and decrease the funding in the regular account.  

b. As expenditures continue to hit the account, you need to either request additional funding be moved into the account or request expenditures be moved out of the account, if invalid. 

___________________________________________________________________
If you need a detailed report of actual expenses, review the CCM-565A Report or contact Angel for assistance.
CCM-565A – Transaction Query by Account Report:  shows spending information                                                                                                                                    (commitments, obligations and expenditures) received from FBMS nightly interface.
If you need additional information on the hours your employees have been budgeted                   in other centers, please review OM-300 Report or contact Angel for assistance.
OM-300 -Employee Assignments by Organization Report:  provides a detailed listing of the hours budgeted for an employee for all the projects in BASIS+, which include projects within our center and any other cost center.

