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Los Angeles Mission College


                                                                          Administrative Services
Date:

January 20, 2009
To:

President Valles

Vice President Johnson-Hawkins


Vice President Ramirez



Dean Maury Pearl

From:

Karen A. Hoefel, Vice President



Administrative Services

Subject:
FY 2009/10 Budget Preparation Process and Tentative Budget Proposal
The process for developing the College Operational Plan for coming fiscal year 2009/10 now officially starts.  In December, I sent out an introduction to the upcoming budget and planning process and the new budget request document reviewed by the Budget and Planning Committee.  The new format requires that each departmental unit outline goals and objectives, identify all unrestricted and restricted (categorical), and SFP funding sources, and provide a written justification to support the budget request.  
You are receiving the base budget worksheets for each of your respective departments that represent the 2008/09 level of funding.  These budget documents should be reviewed with each of your department heads for completeness and accuracy.  Each department budget manager will need to complete a budget request worksheet for their respective operational budget request.  
The following budget guidelines should be noted:

· The enclosed supporting documents include a listing of regular permanent positions, both certificated and classified, that are charged to program 10100 and all categorical fund sources in your respective division/department.  

· The 2009/10 projected annual salary for regular certificated and classified employees include the adjustments to reflect step and column increases.  There is no COLA at this time.  For “B shift” positions, the Budget Office will adjust the salaries for shift differential in the campus budget request.  

· The preliminary budget data for all line items, including regular certificated and classified staffing levels, reflects the current 2008/09 funding level. 
· All budget requests must include a detailed justification.  This includes expenses for all hourly personnel, sub and relief, overtime, professional experts, student workers, etc. and all operating expenses.
· Justification and data must support a request for increased resources to accommodate enrollment growth and changes in levels of service.  
In order to allow time for review of the budget requests and input the data by the deadlines established by the District Office, please return the completed budget request documents to Frances Nguyen no later than Friday, February 15, 2009.

Once the proposed operational plan has been developed, the Budget and Planning Committee will review the op plan and departmental budget requests in consultation with the division vice president and respective department heads.  By May, the final adjustments will be incorporated into the college operational plan request.  It is the goal of this process that the college’s operational plan budget will be a budget request that reflects the appropriate level of operations consistent with FTES targets, unit assessments, strategic goals and available resources.  In the current fiscal uncertainty, budget requests may need to be revisited and adjusted.  
A copy of this memorandum is also being distributed to deans and department managers.  To access the budget information and appropriate worksheets, I request that you initiate the process from your respective offices.  Frances Nguyen will be available to meet with budget managers to assist with the development of the departmental requests.  Reference materials, information on College assessment, planning, and budgeting process and strategic plan update can be accessed online: http://lamission.edu/budget/docs/PLANNING%20PROCESS%20AT%20Los%20Angeles%20Mission%20College2.doc and http://lamission.edu/research/files/SMPDraft-10-12-2008.doc
I appreciate your attention to this process and the deadlines for submitting requests.  
Cc:
Budget and Planning Committee


Deans, Directors, Department Chairs


College Budget Staff 
