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Note: Budget Reconciliation Templates should be set up at the start of the fiscal year (July 1%) in order to
prepare for monthly budget reconciliations

Stepl.

Open the Budget Reconciliation Template provided by PBO to begin setting up your budget for the new
fiscal year (July 20XX- June 20XX) see image below

‘COLLEGE"
Department Mame
Department Authority
Department Mumber
Aoocount Expires
Report Date

FRevized Y'TOActual  Encumbered Tatal B ailable
Budgst Expenses Expenses Expenzes Balance
Contractual Staff Salarg [So2000-502133° o 0 ] 0 1]
Contractual Staff Fringes [s02200-5023: o 0 ] 0 1]
Student Help [so2601] o 0 ] 0 1]
Graduate Assistant (502701 0 0 ] ] ]
Communications [603003-603333) o 0 ] 0 1]
Travel [604002-604:333) o 0 ] 0 1]
Vehicle Maintenance [60T0M-607333) o 0 ] 0 1]
Contractual Services (605001-605533) o 0 ] 0 1]
Supplies (60300M-603333) o 0 ] 0 1]
Equipment [610001-611353) o 0 ] 0 1]
Grants [612001-6122333] o 0 ] 0 1]
Other [13001-614533] o 0 ] 0 1]
Total Operating Costs 1] 0 ] 0 ]
Regular Salary & Fringe ] 0 ] 0 ]
PTFaculty Salary o 0 ] 0 1]
Lecturers Salary ] 0 ] 0 ]
PTFaculty & Lecturers Fringe o 0 ] 0 1]
Total Aocount Costs 0 ] ] ] ]

Update Check for Total Operating Costs

Total Expenses from Labor Distribution 0
Total Erpenses from Operating Encumbrances ]
Tatal 0
‘ariance Summary vs Detail ]
I » M| Summary Labor Distribution Operating Encumbrance '



Step2.

Rename this file to make it specific to your department budget (for example: Dept. 12220 FY2015). Be
sure to save this template in order to update monthly. *It may be best to save the DAT and DPR reports in
a separate folder for each month see example image below
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Step3.

Select the first tab on your Budget Reconciliation Template; entitled "Summary" see image below

‘COLLEGE’
Department Mame
Department Authority
Department Mumber
Account Expires

Report Date
Revized YTOActual  Encumbered Tatal Auailable
Budget Expenzes Expenzes Expenszes Balance

Contractual Staff Salary [So2000-502138 0 ] 0 ] ]
Contractual Staff Fringes [s02200-5023: 0 ] 0 ] ]
Student Help (502601 0 ] 0 ] ]
Graduate Assistant (502701 0 0 ] ] ]
Communications [B03003-603335) 0 ] 0 ] ]
Travel [B04002-6043:35) 0 ] 0 ] ]
Vehicle Maintenarnce [607001-6072333) 0 ] 0 ] ]
Contractual Services (608001-608333) 0 ] 0 ] ]
Supplies [603001-603333] 0 ] 0 ] ]
Equipment [E40001-61533] 0 ] 0 ] ]
Grants [B12001-612333] 0 ] 0 ] ]
Other [E43001-514:358) 0 ] 0 ] ]
Total Operating Costs 0 ] 0 ] ]
Regular Salary & Fringe 0 ] 0 ] ]
PTFaculty Salary 0 ] 0 ] ]
Lecturers Salary 0 ] 0 ] ]
PTFaculty & Lecturers Fringe 0 ] 0 ] ]
Tatal Account Costs ] ] ] ] ]

Update Check for Total Operating Costs

Tatal Expenzes from Labar Distribution ]
Total Expenses from Operating Encumbrances n]
Total ]
\ariance Summary vs Detail n]
1 F H | Summary Labor Distribution Operating Encumbrance T



Step4.

At the top of the “Summary” sheet, identify your department information in the heading

see images 4a. and 4b. below

4a. (Department information heading)

"‘COLLEGE’
Department Mame
Department Authority
Department Mumber
Account Expires
Report Date

Revised YTO Actual Encumbered Tatal Auailable
Budget Expenses Expenszes Expenzes Balance
Contractual Staff Salamy [sozo000-502133° 0 0 ] 0 ]
Contractual Staff Fringes [s02200-5023: 0 0 ] 0 ]
Student Help (502601 0 0 ] 0 ]
Graduate Hssistant (502701 0 0 0 ] 0
Communications [603005-603333] 0 0 ] 0 ]
Travel [s04002-604333 0 0 ] 0 ]
Vehicle Maintenance [E0T001-607333) 0 0 ] 0 ]
Contractual Semices (605001-605333 0 0 ] 0 ]
Supplies [(6030M-603333) 0 0 ] 0 ]
Equipment [E10001-61133:3) 0 0 ] 0 ]
Grants [£120M-612333) 0 0 ] 0 ]
Other [513001-614333) 0 0 ] 0 ]
Total Operating Costs 0 0 ] 0 ]
Regular Salary & Fringe 0 0 ] 0 ]
PTFaculty Salary 0 0 ] 0 ]
Lecturers Salary 0 0 ] 0 ]
PTFaculty & Lecturers Fringe 0 0 ] 0 ]
Total Account Costs 0 0 ] 0 ]
Update Check for Total Operating Costs
Total Expenses from Labor Distribution 0
Total Expenses from Operating Encumbrances 0
Total 0
ariance Summary vs Detail 0
{ » M| Summary  Labor Distribution Operating Encumbrance L



4b. (Department Budget heading completed)

COFALC

Oepartment Mames Mass Comm
Cunthiz Cooper

Department Authority
Department Mumber Fzzzo

Aeccount Expires Jume 30, 2005

Report Date

Revized
Budget

Contractual Staff Salary [S02000-502133
Contractual Staff Fringes [s02200-5023:

Student Help (502601
Graduate Azsistant [502701)

Communications [603003-603333)

Travel [E04002-6043:33)

Vehicle Maintenance [607001-6072333)
Contractual Services (608001-602333]
Supplies [602001-603333)

Equipment [E10001-611333]

Grants [B12001-612333]

Other [B12001-514333]

Y¥TO Bctual  Encumbered

Expenzes Expenzes

Lo e s o ] [} Lo

oo oo oo O

oo oo oo o

Total
Expenzes

Lo Y Y ] Lo Lo

HAuvailable
EBalance

Lo Y Y ] Lo Lo

Total Operating Costs

Regular Salary & Fringe
PTFaculty Salary

Lecturers Salary

PTFaculty & Lecturers Fringe

]

o oo o
ooo o ]

]

oo oo

Lo o o Y ]

Lo o o Y ]

Tatal Account Costs

L]
L]

o]

o]

Update Check for Total Operating Costs

Tatal Expenzes from Labar Distribution
Total Expenses rom Operating Encumbrances
Tatal

\ariance Summary vs Detail

4+ M| Summary Labor Distribution

o oo

Operating Encumbrance

d



Stepb.

Run the DAT report for June 30, 2014 (The last month in the prior fiscal year)
see image below

Report Book

Run Control ID: NVS_DIST1_JLSCOTT  Report Manager Process Monitor lE|

As Of Date: Specify v 06302014 3
Tree Effective Date:  Use As Of Reporting Date Ignore Runtime Errors
- SelectAl Deselect Al
Report Requests personalize | Find | View 100 | B | % First ©1 1400 07313 I st
Seq BusinessUnit  ReportID Description Run
1 TOWSN DAT12220 Mass Comm Comm Study Op Exp



Step6.

Refer to your prior year DAT report (June 30, 2014) to update your FY 2014 expenditures
see images 6a. and 6b. below

6a. (DAT: FYD Expenditures for FY 2014)

Report ID DAT12220

Towson University

Run February 12_ 2015 at 14-53

Contact:
> As of June 30, 2014
N e ——
Accowst  Dizcription Exdget Badget Actuals Ficcal YID Price YTD Pre Enc E Availabls Balanc:  ZRsmain
03003 Pastage Regular Bulk 0.00 450.00 ariz B26.46 1,054,465 0.00 0.00 [1T6.48] 3a.21%
03003 Express Mail UPS Fed Exp DHL 0.00 40.00 0.00 4112 202.24 0.00 0.00 [1.72] -4.50%
03103 Line Charges 16,000.00 15,405.00 1,413.00 16,555.10 16,557.31 0.00 0.00 [1,450.10) -3.61%
03103 Leng Distance 0.00 1000 &.51 24312 160.53 0.00 0.00 (Ta12) 46.54%
03NS Telecom Service Repair 0.o0 2,500.00 0.o0 2415.00 .00 0.o0 0.00 &5.00 3.40%
031 Local Charges 0.00 15.00 3.54 166.36 146.72 0.00 0.00 (51.36) -45.15%
o3t Cellular Phone Pager Cost 0.00 430,00 40.01 1347 0.00 0.00 0.00 [33.47) -6.97%
om 16.000.00 1316000 1.504.48 20.837.83 1840132 0.00 [ X1} 1.737.83) -3.07%)
o400z In State Travel 0.00 44000 0.00 mrz 27033 0.00 0.00 [211.72) -B1LT5%
F04005 Ot oF State Travel 0.00 17,015.00 1,000.00 736565 65150 0.00 0.00 364332 S6.T1%
04014 In $take Recruiting 0.00 0.00 0.00 0.00 1385 0.00 0.00 0.00
o407 Ok oF State Flec ] 0.00 45.00 0.00 4415 0.00 0.00 0.00 0.85 1Ea%
BJ 04-Trarel 0.00 11,500.00 1.000.00 8,121.55 #,915.74 0.00 0.00 3,378.45 E3.53%
05166 Food Services Catering 0.00 6,000.00 0.00 a144.72 T.023.33 0.00 0.00 [3.144.72) -52.41%
05206 FEI Criminal Check 0.o0 10.00 .00 10.00 10.00 0.o0 0.00 n.oo 0.00%
05318 EFponsorships 0.o0 0.00 0.00 o.oo 300.00 0.o0 0.00 0.0
G321 Qther Promational Expenzes 0.00 0.00 0.00 0.00 24185 0.00 0.00 0.00
F0Ea20 ChEk Art Services Print Market 0.00 215.00 0.00 274.25 TT.50 0.00 0.00 0.5 0.27%
OBJ 08-Costractual Serrices 0.00 25,445.00 283378 3642862 28.985.61 0.00 [ X1} (10,983.62) -43.07%
Foans Other Suppli 0.00 A01.00 3,000.00 332262 363.00 0.00 0.00 [3.02162) -335.36%
Foatat Parking Hangtags 0.00 0.00 226.00 226.00 354.00 0.00 0.00 [226.00]
G LEL] Academic T Suppl 0.00 146.00 0.00 145,35 417327 0.00 0.00 0.05 0.03%
F03505 Academic Softwars 0.00 20,252.00 0.00 20,353.25 6,455,395 0.00 0.00 [T.28) -0.35%
03601 Admin T Supplics 0.00 5.00 0.00 4.56 55.73 0.00 0.00 0.4 2.50%
03605 Admin Softwar: 00 T2.00 0.00 700 0.00 0.00 0.00 0.00 0.00%
0BJ 03-Supplies and Marer 14T, 23700 66.613.00 6,094.22 46,127.00 30,T33.9% 0.00 0.00 20,632.00 F0.3TH
10131 Houzchold Equip Carpet Rep 0.o0 1,210.00 0.00 1,210.00 0.oo 0.o0 0.00 0.0 n.o0x
1021 Academic T Replemt Equipment 0.00 2,200.00 0.00 213500 5,860.60 0.00 0.00 2.00 0.03%
0221 Admin T Replemt Equipment 0.00 1,580.00 0.00 283343 0.00 0.00 0.00 1,253.43) -13.33%
0222 OTE Admn IT Reple Equip 0.00 0.00 0.00 0.00 35201 0.00 0.00 0.00
OBJ 10-Equipment Replacement 0.00 9.650.00 0.00 12,2481 1757043 0.00 000 [2.538.11) -26.32%
A0S Eduzation Veocation Equip Mew 0.00 0.00 0.00 0.00 3,855.56 0.00 0.00 0.00
Ffzn Academic T Mew Equipment 0.00 2,734.00 4,156.33 BEET.IE 351263 0.00 0.00 [6,333.16) -253.59%
21 Admin T Mew Equipment 0.00 526.00 0.00 2,254.45 300,07 0.00 0.00 [1.728.45) -E2E8.E0%
Ffzes Admin IT Printers Mew 0.00 133.00 0.00 133.00 0.00 0.00 0.00 0.00 0.00%
0BJ 11-Addl Equips 0.00 3,903.00 3.286.72 24,018.34 28,223.62 0.00 0.00 (14.103.34) -142.59%
13210 Fubscriptions 0.o0 1343.00 0.00 470183 3,251.70 0.o0 0.00 [2,752.53) -141.24%
Tia220 Aszociation Dues 0.00 0.00 0.00 320,00 255.00 0.00 0.00 320,00
DBJ 13-Fixed Charges 000 1.343.00 0.00 502183 3.506.T0 000 [X11] [3.07T2.83) -ISTEER
0.00
OBJ 04-14 Operating Expenses 147,237 00 131,272 00 13222 72 131,965.45 M7 942 14 0.00 000 (633.45) -053%
OBJ 01-14 Total Expenzes 2,301,558.00 3.001,944.25 24053492 2,971,694 67 2,846,232 63 000 0.00 30,249.58 1.01%
Revenne Minns Expense 2,301,558 00 3,001,944._25 240,534 92 2,971,634 67T 2,646,232 63 0.00 0.00 [30,243.58) .
M | Budget Balance  Rev & Exp Trans Budget Trans . SF Detail .~ PO Balances REQ Balances %1 e

6b. (Select the “Operating Encumbrance” tab on your Budget Reconciliation Template. Update the FY 2014 Expenditures

column)

Operating Encumbrance

Recurring Monthly Cost/ Anticipated Expenditures

Communications - Postage (§03001-603018)

Travel In State (504002/604003/504008)
Travel Out of State (604005-604011)

Motor Vehicle Maintenance (607001-607999)

Photocopy/Printing Services (608142 & 608145)

Supplies (509001-509999)

Tuition GATA 612110

Other 613001-614999

Total Encumbrance

|
l Encumbered Encumbrance
Amount July August October January February March April  May  June Total Balance
FY 2014
Expenditures
668.00 0.00 B 0.00 0.00
Communications - Line charges (603019-603999) 20,230.00 0.00 | 0.00 0.00
712.00 0.00 | 0.00 0.00
7,410.00 0.00 B 0.00 0.00
0.00 0.00 | 000 0.00
13,813.00 0.00 | 0.00 0.00
Cenlractual Senices(excluding printing) (808001-608999) 22,616.00 0.00 | 0.00 0.00
46,127 00 0.00 | 0.00 0.00
Equipment (Excluding Purchase Orders ) (610001-611998) 36,266.00 0.00 | 0.00 0.00
Name - Semester 0.00 0.00
0.00 | 000 000
0.00 | 000 0.00
0.00 " 000 000
0.00 0.00 0.00
5,022.00 0.00 | 000 0.00
152,864.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Lsbor Distribution | Operating Encumbrance - ¥ [«] il

> M| Summary

0




Step7.

Update the “Encumbered Amount” column with your projected operating encumbrances (including all
equipment expenses) that you anticipate for the full fiscal year. Refer to your “FY 2014 Expenditures” as
a tool to make an estimate see image below

MCOM
12220
Operating Encumbrance DO NOT CHANGE
Encumbered Encumbrance
Amount July August S October November January February March  April May  June Total Balance
Recurring Monthly Cost/ Anticipated Expenditures FY 2014 FY 20153
Expenditures
Communications - Postage (603001-603018) 668.00 800.00 | 0.00 800.00
Communications - Line charges (603019-603999) 20,230.00 20,500.00 B 0.00 20,500.00
Travel In State (604002/604003/604008) 712.00 1,000.00 | 0.00 1,000.00
Travel Out of State (604005-504011) 7,410.00 8,000.00 | 0.00 8,000.00
Motor Vehicle Maintenance (607001-607999) 0.00 0.00 | 0.00 0.00
Photocopy/Printing Services (608142 & 608145) 13,813.00 14,000.00 | 0.00 14,000.00
Contractual Services(excluding printing) (608001-608999) 22 616.00 25,000.00 B 0.00 25,000.00
Supplies (609001-609999) 46,127.00 47,000.00 | 0.00 47,000.00
Equipment (Excluding Purchase Orders ) (610001-611999) 36,266.00 33,000.00 | 0.00 33,000.00
Tuition GATA 612110
Name - Semester 0.00 0.00
0.00 000 0.00
0.00 " 000 0.00
0.00 T 000 0.00
0.00 0.00 0.00
Other (613001-514993 5,022.00 5,000.00 |- 0.00 5,000.00
Total Encumbrance 152 864.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1564,300.00
P M| Summary Labor Distrbution | Operating Encumbrance %1 4

*Step 7 Note: The far right columns “Total” and “Encumbrance Balance” have prewritten formulas that will update
the encumbrance balance on the summary sheet as you update your operating expenses each month. Be careful not
to overwrite these formulas.



Step8.

Select the "Labor Distribution” tab on your Budget Template see image below

Mass Comm Labor Distribution

PAYMENTS Total Encumbrance
Employee Mame StatusTitle Salary Fringe Total July August September October November December January February March April May June Salary/Fringe Balance
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
Other non payroll 502123
0.00 0.00 0.00 0.00 0.00
Total Contractual Employees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
502601 Student Help
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
Total Student Employees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
502701 Graduate Assistant
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
Total Graduate Employees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
» M| Summary | Labor Distribution .~ Operating Encumbrance £ 4] Il
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Step?.

Enter the name and salary amount of your anticipated contingent staff & student help see image below

Mass Comm Labor Distribution
PAYMENTS Total Encumbrance
Employee Name Status/Title  Salary Fringe Total July August September October November December January February Mar April May June Salary/Fringe  Balance
Contractual Employees
Duck, Daffy 4.000.00  320.00 4,320.00 0.00 4,320.00
Fudd, Elmer 4.000.00  320.00 4.320.00 0.00 4,320.00
Martian, Marvin 5.000.00  400.00 5.400.00 0.00 5.400.00
Sam, Yosemite 8.100.00  648.00 8748.00 0.00 8.748.00
Other non payroll 502123 0.00 0.00 0.00 0.00 0.00
Total Contractual Employees 21,100.00 1,688.00 22,788.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 22.788.00
502601 Student Help
Bird, Tweety £.000.00 000 5,000.00 0.00 5,000.00
Bunny, Bugs 2,500.00 000 250000 0.00 250000
Cat, Sylvaster £.000.00 000 5,000.00 0.00 5,000.00
Pig, Porky £.000.00 000 5,000.00 0.00 5,000.00
Coyote, Wiley 2,000.00 0.00 200000 0.00 2,000.00
Total Student Employees 19,500.00 0.00 19,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 19.500.00
502701 Graduate Assistant
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
Total Graduate Employees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Total 40.600.00 1.,688.00 42.288.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 42,288.00
I » M| Summary | Labor Distribution  Operating Encumbrance %3 [4] [ ]

*Step 9 Note: (Formulas) Fringe benefit expenses will auto calculate once you enter the salary amount for
contractual employees. Be careful not to overwrite this column see image below

D19 A | =C19%0.08°
A B c D E F G H | J K L M N o B Q R S

Mass Comm Labor Distribution |

A PAYMENTS Total Encumbrance

Employee Name Status/Title  Salary Fringe Total July August September October November December January February March  April May June Salary/Fringe  Balance
Contractual Employees
Duck, Daffy 4,000.00  320.00 4.320.00 0.00 4,320.00
Fudd. Elmer 4,000.00  320.00 4.320.00 0.00 4,320.00
Martian, Marvin 5000.00  400.00 5.400.00 0.00 5.400.00
Sam, Yosemite 8.100.00  648.00 8.748.00 0.00 8.748.00
Other non payroll 502123 0.00 0.00 0.00 0.00 0.00

Total Contractual Employees 21,100.00 1.688.00 22.788.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 22,788.00
502601 Student Help
Bird, Tweety 5,000.00 0.00 5,000.00 0.00 5.000.00
Bunny, Bugs 2,500.00 0.00 250000 0.00 250000
Cat, Sylvester 5,000.00 0.00 5,000.00 0.00 5.000.00
Pig, Porky 5,000.00 0.00 5,000.00 0.00 5.000.00
Coyote, Wiley 2,000.00 0.00 200000 0.00 2,000.00
Total Student Employees 19,500.00 0.00 19,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 19.500.00
502701 Graduate Assistant

0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00
Total Graduate Employees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Total 40,600.00 1,688.00 4228800 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 42,288.00
C» M| Summary | Labor Distribution -~ Operating Encumbrance .~ ¥1 [41 [
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Stepl0.

Run your July DAT report (July 31, 2014) in order to load your current year Budget (FY2015)

see

Re

image below

port Book

Run Control 1D:

NWS_DIST1_JLSCOTT

Report Manager

Process Monitor

Run

As Of Date:

Tree Effective Date:

| Specify

v

Use As Of Reporting Date

(071312014 {5

| Ignore Runtime Errors

Select All || Deselect All

Seq
1

Step

Business Unit

Report 1D

TOWSN

11.

DAT12220

Mass Comm Comm Study Op Exp

Select the “Budget Balance” tab on the DAT Report see image below

Report ID DAT12220

Towson University

Run April 23, 2015 at 17:42

Contact:
Az of July 3, 2014
Accoust Description Original Budget Bericed Budget Actuals Fizcal YTD Prior YTD Pre Enc Ei b i Balanc: IBcmain
Hercane
Total Net Revennes 000 0.00 0.00 0.00 0.00 0.00 000 0.00
01005 Faculty 12 Manth X . 0.00 0.00 153537 0.00 0.00 0.00
FEo1007 Faculty Reg UG on Track 1,262,7131.00 1,262,731.00 60,752.55 £0,752.55 T4,338.33 0.00 0.00 1,201,375.45 35.19%
Roioi Faculty NonTenurs Mot on Track £0,754.00 £0,754.00 2,319.54 2,319.54 2,300.25 0.00 0.00 ETETAAE 35.20%
P00 Etaff Exempt 146,513.00 146,513.00 &,137.33 &,797.39 553153 0.00 0.00 137,115.61 34.00%
FE01017 Etaff Mon Exempt 31,437.00 31,437.00 5,430.3% 5,430.33 £,035.75 0.00 0.00 &5,346.67 34.00%
PO Eocial Fecurity Contribution 122,576.00 122,576.00 5132.07 5,732.07 £,535.61 0.00 0.00 16,5435.33 35.32%
P04 Unemployment Compensation 0. 0.1 203,62 203.62 25213 0.00 0.00 (203.62)
FEOT Health Insurance 0.00 0.00 152213 1,522.73 15,405.52 0.00 0.00 (nsaz.13)
PO Rtirees Health Inzs Surcharge 0.00 0.00 2,056.62 2056.62 510313 0.00 0.00 (2,056.62)
FEo11 Employes Penzion System 0.00 0.00 1515.55 1,515.85 154457 0.00 0.00 (1,515.55)
FEO1E02 ESupplemental Retirement Match F32,711.00 F32,111.00 .00 0.00 0.00 0.00 0.00 F32,11.00 100.00%
Regular Salaries & Wages 2.076,762_00 2,076,762.00 99.237.06 93,297.06 123.806.30 000 000 1,977,464 54 35.22%
FE02007 Contg Staff Non-Exmpt Lev | 25,000.00 25,000.00 .00 0.00 0.00 0.00 0.00 25,000.00 100.00%
Contractual Payment 2500000 25,000.00 0.00 0.00 0.00 000 000 25,000.00 100.00%
FE02205 Eocial Fecurity Contractual 2,000.00 2,000.00 337 337 30.96 0.00 0.00 133663 33.83%
FEoz2207 Unemployment Comp Contractual 0.00 0.00 012 012 113 0.00 0.00 [0.12]
Costractual Frisge 2,000.00 2.000.00 343 3.43 32.09 000 000 1.996.51 33.53%
FEo2em Etudent Help £,000.00 £,000.00 44.00 44.00 40475 0.00 0.00 5,356.00 33.27%
Student Help 6.000_00 6.000.00 44.00 44.00 40475 0.00 000 5.956.00 33.27%
0BJ 02-Costractwal Payrol 33.000.00 33.000.00 4T.43 4743 436.84 000 000 3235251
FEOI003 Postage Regular Bulk 0.00 0.00 F3.43 F3.43 10143 0.00 0.00 [33.43)
FROS103 Line Charges 16,000.00 16,000.00 1336.00 1,336.00 1,366.00 0.00 0.00 14,604.00 a.28%
FEO3103 Long Distance 0.00 0.00 10.01 10.m 1247 0.00 0.00 (10.01)
FEO3121 Local Charges 0.00 0.00 332 332 10.58 0.00 0.00 (3.32)
Fo312T Cellular Phone Pager Cost: 0.00 0.00 40.01 40.0 T3.36 0.00 0.00 [40.01)
Commusications 1600000 16,000.00 145543 148543 156354 000 0_00 151057 ELXED
FE04005 Dut of State Travel 0.00 0.00 .00 0.0 350.00 0.00 0.00 0.00
OBJ 04-Travel 000 0.00 0.00 0.00 35000 000 000 0.00
FROG1SE Ewvents Conf Service Rental 0.00 0.00 0.00 0.00 223.00 0.00 0.00 0.00
DT E Phatocay 0.00 0.00 137.73 183173 28138 0.00 0.00 (137.73)
FEOS14E TU Printing Services 0.00 0.00 45.25 45.25 B6.53 0.00 0.00 [45.25)
P04 Other Fervices 0.00 0.00 165000 165.00 0.00 0.00 0.0 (16500
OBJ 08-Contracteal Services 000 0.00 407T.95 407.95 530.91 0.00 000 407.96)
FEOA003 Office Supply under 500 cach 147,237.00 147,237.00 0.00 0.00 5157 0.00 0.00 147,237.00 100.00%
FEOS00E Office Fupply Interdpremnt] 0.00 0.00 13.45 13.45 0.00 0.00 0.00 (13.45)
FEOSHE Other Supplics 0.00 0.00 0.00 0.00 24611 0.00 0.00 0.00
FLOS505 Academic Foftware 0.00 0.00 0.00 0.00 F57.00 0.00 0.00 0.00
03601 Admin IT Supplies .00 .00 .00 .00 252 .00 .00 .00
OBEJ 09-Supplies and Materials 147.237.00 147.237.00 13.45 13.45 68186 000 000 147,223 55 33.33%
FEA0101 Office Equip Furnitur: Reple 0.00 0.00 .00 0.00 2,116.00 0.00 0.00 0.00
OBJ 10-Equipment Replacement 000 0.00 0.00 0.00 2,116.00 000 000 0.00
P2 Academic [T New Equipment 0.00 0.00 T23.54 723.54 0.00 0.00 F63.00 (1.035.54)
TE1221 Admin IT Mew Equipment 0.00 0.00 o.00 0.00 £3.33 0.00 0.00 0.00
0BJ 11-Addl Equipmst Fursiture 000 0.00 T29.54 723.54 63.93 000 36300 (1.098.54)
OBJ 04-14 Operating Expenses 147.237.00 147.237.00 115097 1.150.37 3.808.76 0.00 36300 14571703 35.97%
OBJ 01-14 Total Expenses 2.272,933.00 2,272.993.00 10198435 10198435 129.615.74 0.00 36300 2.170,645.05 35.50%
Revenme Minns Expense [2,272,993.00) (22372 939.00) [101,984_95) (101,984 35) [129,615.74) 0.00 36300
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Stepl2.

Refer to the “Revised Budget” column on the DAT report to enter your Budget on the Summary sheet of
the Budget Reconciliation Template see images 12a. and 12b. below

12a. DAT: Revised Budget Column

Report ID DATI2220

Towson University Run April 23, 2015 at 17:42

Contact: l
] As of July 31, 2014
Courrent Mosth
Accoust Driginal Budget Beorized Budget  Actsals Fizcal YTD EBrigr YTD Prc Enc Encambramcs Arailabls Balanc: IRcmain
FEO005 Faculty 12 Month X X .00 .00 15I5AT [T) [] 0.00
Fot00? Faculty Feg UG on Track 1,262,731.00 1,262,731.00 60,7525 50,752.55 T4,335.59 0.00 000 120197545 A5.19%
P01 Faculty NonTenure ot on Track £0,734.00 £0,734.00 2,313.54 2,319.54 2,300.25 o.00 000 57,5746 #5.20%
e TNTE] Ftaff Exempt 146,513.00 46,515.00 £,737.33 £,737.33 855153 0.00 000 137, T15.61 24.00%
Foi0iT Eraff Mon Exempt #1457.00 45700 543055 5,430,553 505575 o.00 .00 E5,846.67 24.00%
FEOINE Focial Fecurity Contribution 12257600 122,576.00 573207 575207 £,59561 0.00 0.00 16,543,35 a5.32%
TS Unemplaument Compensation 0.00 [T] 208,62 208,62 25213 0.00 000 [20362)
ROHT Health Inzurance 0.00 0.0 HE22T3 HE22Ta 15A0E5E 0.00 .00 (RN
otz Fictirces Health Ins Surcharge 0.00 [T] 205662 2,056.62 510513 0.00 000 [2,056.62)
ROt Emplayes Pensian Syztem 0.00 [T] 151855 151585 154487 0.00 000 [1.515.55)
R01502 Fupplemental Retirement Makch F82,71.00 F52,71L.00 0.00 0.00 o.o0 0.00 0.00 F82,71L.00 00.00%
Regular Salaries & Wages Z076.762 00 | 20716, 16200 33, 237.06 33, 237_06 123_606.30 [X]] [XT] 1,377,464 34 A520%
Foz007 Contg Staff Non-Exmpt Lev | 25,000.00 25,000.00 0.00 0.00 0.00 0.00 0.00 25,000.00 100.00%
Costractual Payment 2500000 2500000 000 [X]] 000 [X]] [XT] 25, 00000 00.00%
FO2E08 Focial Fecurity Contractusl 2,000.00 2,000.00 337 AT 096 0.00 0.00 1399663 3953
Fo2207 Unemplaument Camp Cantractusl 0.00 000 [RF] 012 113 0.00 0.00 [0.42)
Costractwal Fringe 200000 200000 EXE] EXE] 3209 [XT] [T 1.996.51 EEEE
F02601 Thudent Help £,000.00 £, 00000 44.00 44.00 40475 0.00 0.00 5.356.00 29.27%
Student Help 6,000_00 &, 00000 4400 4400 40475 [T 000 595600 R
0BJ 02-Costractual Payroll 3300000 33.000.00 [SNE] [SE] 43654 000 [XT] 32,352.51
03003 Postage Pegular Bulk 0.00 [T 3343 33,43 0145 0.00 000 [33.49)
FEOF0F Line Charges 16,000.00 16,000.00 1,336.00 133600 1,366.00 0.00 0.00 14,604.00 ;M2sy
03103 Lang Distance 0.00 [T] 1001 0.0 1217 0.00 000 ()]
P32 Lacal Charges 0.00 0.0 a.32 .32 1058 0.00 .00 [EER]
FEOFET Ceellular Phone Pager Costs 0.00 0.00 40.01 40.01 13,36 0.00 0.00 40.01
Communications 16_000_00 1600000 148343 148943 156384 [X]] [XT] 145057 EICEE
04005 Ok of State Travel 0.00 000 0.00 0.00 350,00 0.00 0.00 0.00
0BJ 04-Trarel 000 000 000 [X]] 3F50.00 [X]] [XT] 000
FEOG136 Events Conf Service Fental 0.00 [T] 0.00 0.00 223,00 0.00 000 i
PEd2 Phatocopy o.00 o0 13775 18775 215 o.00 .00 ETAE]
FEOS4E TU Printing Services 0.00 0.00 45,25 45,25 BEED 0.00 0.00 [45.25)
Mnz22e Oither Services 0.00 000 16500 6500 0.00 0.00 0.00 [165.00)
0BJ 03-Costractwal Services 000 000 10758 407 38 530_31 [XT] [XT] [407.38)
FEOA005 Offize Supply under 500 ench 147,237.00 147,237.00 0.00 0.00 B1ET 0.00 000 147,237.00 00.00%
FL03005 Oiffice Supply Interdprimnt] o.00 o0 13.45 1545 o.on o.00 000 [13.45)
031G Other Supplics 0.00 [T] 0.00 0.00 24611 0.00 000 0.0
FLO3505 Academic Software 0.00 [T 0.00 0.00 FET.00 0.00 000 0.0
e EC] Admin [T Supplics 0.00 .00 0.00 0.00 [2.52) 0.00 0.00 000
0BJ 03-Supplies and Materials T Z37.00 T 23700 1345 1345 68166 [X]] [XT] T 22355 EEEE
A0 Office Equip Furniturs Fieplc 0.00 0.00 0.00 0.00 2,116.00 0.00 0.00 0.00
0BJ 10-Equipmest Replacement 000 000 0.00 0.00 21600 [X]] [XT] 000
2t Academic [T New Equipment 0.00 [T] T2a54 12354 0.0 0.00 E6A00 (1,035 54)
Ffizat Admin [T Mew Equipment 0.00 000 0.00 0.00 £3.33 0.00 0.00 0.00
DBJ 11-Addl Equipmat Furnitare 000 000 T2 54 72354 [EEE] [XT] 36300 [1.095.54)
0BJ 04-14 Dperating Expenses T 23700 T IFT00 115097 115037 350816 000 F69_00 A5 TT 03 EEETH]
0B6J 01-14 Total Expenses 2372, 399.00 | 2 F712,339.00 101.964_35 101,964 35 12361514 000 36300 ZAT0,645.05 A550%
Revenne Minns Expense [2.272.399.00)] [2.772,939.00] __ (101,354.95] __[101,954.95] [123,615.74] 0.00 363.00 [2.170,6:45.05]
M | Budget Balance -~ Rev & Exp Trans Budget Trans SF Detail .~ PO Balances REQ Balances - ¥J |I| 4|
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12b. Summary sheet: Enter Budget

(Note: The shaded areas have prewritten formulas that will update as you enter your monthly activity.
These fields are locked)

COFALC
Department Mame MCOM
Department Authaority Cunthia Cooper
Department Number Fezzn
Account Expires Jume 30, 2005
Report Date July 31, 2004
v
Revized YTO Actual Encumbered Total Bal il
Budget Expenszes Expenzes Expenzes @
Contractual Staff Salary (S02000-302133) 25,000 0 [£2, 735 [22,733] 2,212
Contractual Staff Fringes (S02200-502333) 2,000 ] ] ] Z2.000
Student Help (S02601) 6000 0 [13,500] [13.500] [13,500]
Graduate Assistant [S02701) 0 ] ] ] ]
Communications [G03003-603337) 16,000 0 [21,.300] [21.300] [5,300]
Trawvel [BO4002-604333) 0 0 [3.0001] [3.000] [3.0001]
Vehicle Maintenance (607001-607333) 0 ] ] ] ]
Contractual Services (G05001-6053333) 0 0 [39,000) [9.000] [39,000)
Supplies [E03001-603333) 147237 0 [47.000) [47.000] 100,257
Equipment [610001-611333) 0 0 [33.000) [53.000] [33.000)
Grants [E12001-612333) 0 ] ] 0 0
Other (613001-614333) 0 0 (5,000 [5.000] (5,000
Total Dperating Costs 136,237 0 [13E,583) [136,583) [351)
Preqular Salary & Fringe 2.076.762 0 [Z.076.762]  [Z.076.T62) 0
PTFaculw Salar 0 ] ] ] ]
Lecturers Salary 0 ] ] ] ]
PT Faculty & Lecturers Fringe 0 ] ] ] ]
Total Account Caosts 2272933 0 [£,273,350] [2.273.350) [351)
Update Check for Total Operating Costs
Tatal Expenzes from Labar Distribution ]
Total Expenses from Operating Encumbrances ]
Tatal ]
Variance Summary vz Detail ]
1 v H | Summary Labor Distribution Operating Encumbrance ,J
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Stepl3.

Please see the “Reconciling PeopleSoft Reports” manual for instructions to reconcile your monthly
expenditures
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