
Date effective 8.30.22 

1 
 

  

 

 

 

 

 

POLICY NUMBER: 2304 

POLICY TYPE:  Administration  

POLICY TITLE:  Budget Input Policy    

POLICY MANAGER:  Executive VP Administrative Services/Chief Financial 

Officer 

 

 

POLICY PURPOSE: 

The purpose of this policy is to elicit creativity, share new perspectives, identify new strategies 

for planning, develop innovative approaches to solving problems, and discover new 

opportunities. This policy manifests our shared values in the budget planning and development 

process.  

This policy applies to all employees who have an assigned role in the budget development 

process, including the Finance Council and College Assembly, and all employees and students 

who have an interest in participating in the budget development process. 

POLICY: 

Madison College will educate and engage its community, employees, and students in the 

budget planning and development process to cultivate a stable and sustainable financial future. 

The College will promote transparency, inclusivity, and two-way communication to foster 

engagement at each level of the process. We will empower anyone in the college community to 

express interests and to understand the response they receive.  

Madison College will employ multiple strategies to implement this policy, including through 
additional policies, procedures, best practices, guidelines, and training.  The Finance Council and 
College Assembly will help provide an engagement medium in the budget process through 
engagement opportunities, recommendations to make engagement opportunities more 
meaningful and enjoyable and policy and practice recommendations.  

COLLEGE POLICY 
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RESPONSIBLE ADMINISTRATOR: The Executive Vice President, Finance & Administration or their 

designee(s) will administer the policy. The responsibility to successfully develop and implement 

the policy lies with the entire campus community.  

DEFINITIONS: 

Budget planning – The work of determining the annual or multi-year budget estimate for the 

college. 

Budget development process – The process steps outlined by the college’s Budget Office for 

developing the annual budget (see attached flow chart) 

Inclusivity – The practice of including people in the process who would otherwise be excluded 

or marginalized. 

Shared values –The mission, vision, and values of the college. 

Stable – Not likely to change dramatically from year-to-year 

Sustainable – A financial state that is maintained as long as is desired. 

Transparency – Having the ability to see into or understand the information underlying the 

budget decisions. 

Two-way communication – Both parties in a discussion act as both senders and receivers of 

messages and, with those roles, are responsible for both transmitting information and ensuring 

that information was received, and the content and context of the response is understood.  
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APPENDIX: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Budget Office 
creates Forecast 

budget*

Cabinet weighs in 
on initial 

assumptions

Budget managers 
edit and submit 

budgets

Manager budgets 
are reviews by 
VPs/Cabinet

The input becomes 
the Initial Budget*

Cabinet makes 
recommendations 
to balance budget

Preliminary 
(Balanced) Budget 

is complete*

A public hearing is 
held

Board approves 
Final Budget

August - November December - March April - June 

• *Indicates that the budget snapshot at this stage is shared throughout the college, including through 

Shared Governance groups, student groups, employees, the District Board, and other interested 

parties. 
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GUIDELINES/PROCEDURES 
 

The Capital Budget is an annual and long-term plan for the Madison College’s capital improvements and 

equipment purchases. Determining the amount of capital expenditures and the overall capital budget is 

part of the budget process because it impacts both operating expenses (through the ongoing impact of 

capital decisions, such as maintenance, repairs, custodial services, and similar support), the capital 

budget expenditures, and the debt service expenditure.  

Capital budgeting is different for different types of capital expenditures. The expenditures categories are 

derived from the Wisconsin Technical College System (WTCS) requirements outlined in the Financial 

Accounting Manual. The categories are: 

• New construction/new facilities, including 

o Land acquisition 

o Purchasing facilities 

o Newly constructing square footage 

• Remodeling, including 

o Renovating existing space 

o Reconfiguring existing space 

• Site improvements, including construction or renovation of 

o Parking facilities 

o Sidewalks or streets 

• Maintenance projects, including 

o Replacement of mechanical systems 

o New roofs 

• Capital equipment, which is any item or set with a useful life of two or more years and a value 

over $5,000. Capital equipment purchases must comply with the college’s capital equipment 

policies and purchasing policies.  

This procedure identifies the processes and practices used for developing the capital budget, excluding 

the technical work completed by the Budget Office staff. This document does not supersede any existing 

policy. As much as possible, policies governing this procedure are linked as referenced. This procedure 

also does not dictate annual capital spending requirements.  

DEVELOPING A CAPITAL BUDGET FORECAST 
The capital budget forecast is developed based on inputs from various plans from across the college, 

including: 

• Facilities Strategic Plan (and related policy) 

• Three-Year Facilities Plan 

• Ten Year Maintenance Plan 

• Technology Refresh Policy 

https://mywtcs.wtcsystem.edu/wtcsinternal/cmspages/getdocumentfile.aspx?nodeguid=d0861521-7276-4ed7-bfcc-4d4b5e815610
https://mywtcs.wtcsystem.edu/wtcsinternal/cmspages/getdocumentfile.aspx?nodeguid=d0861521-7276-4ed7-bfcc-4d4b5e815610
https://madisoncollege.edu/managing-district-capital-equipment
https://madisoncollege.edu/managing-district-capital-equipment
https://madisoncollege.edu/procurement-purchasing-regulation
https://madisoncollege365.sharepoint.com/sites/MATRIX/SG/Shared%20Documents/170116-01%20Madison%20College%20Facility%20Study%20Executive%20Summary.pdf
https://madisoncollege.edu/facilities-master-plan-administration-regulation
https://madisoncollege365.sharepoint.com/sites/facilityserv/intranet/SitePages/Home.aspx
https://madisoncollege365.sharepoint.com/sites/facilityserv/intranet/SitePages/Home.aspx
https://madisoncollege365.sharepoint.com/sites/MATRIX/SG/Shared%20Documents/11-17-15%20Refresh%20Policy%20Combined.pdf#search=refresh
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These plans are reviewed and a comprehensive capital and debt service budget forecast is created. This 

forecast informs the overall recommendation to the District Board for both the annual capital 

expenditure and debt service levy requirements. The following criteria are typically applied when 

recommending the overall capital budget: 

• The project recommendations in the plans referenced above 

• The number of requested projects  

• The history of requests and expenditures for projects and equipment 

• The necessary borrowing to support the projects and the impact the borrowing would have on 

the tax levy and taxpayers 

• Other factors, including projects funded outside capital borrowing, such as those funded 

through gifts or a voter-approved referendum.  

This basic financial plan results in the overall, annual capital spending limitation. The budget is then 

further subdivided into construction projects (new construction/facilities, remodeling, site 

improvements, and maintenance), which all have limitations on the borrowing per project and the 

number of projects the college can complete in a single year and equipment, which does not have a per 

project limit.  

CONSTRUCTION PROJECTS 
For the most part, construction projects originate from the Ten-Year Maintenance Plan or the Facilities 

Strategic Plan. However, departments and programs can also make project requests outside those plans. 

TEN YEAR MAINTENANCE PLAN 
The Director of Planning and Construction Management and the Engineering Services Manager are 

responsible for developing and maintaining, with input from outside consultants, a plan for 

comprehensive maintenance and facility renewal. The plan is designed to indicate an annual 

maintenance expenditure by facility. This recommendation is then reviewed by the Director of Planning 

and Construction Management, the Engineering Services Manager, and the Capital Budget and Policy 

Analyst to determine the specific projects for the upcoming year with the goal of keeping maintenance 

expenditures fairly level from year-to-year, aligning maintenance work with other construction projects, 

and with Technology Services to ensure technology infrastructure needs are addressed at the same 

time. 

FACILITIES STRATEGIC PLAN 
The Facilities Strategic Plan is a ten-year plan developed by the Facilities Planning and Investment 

Council. This plan suggests projects over a 10-year period and requires annual review. In order to 

complete this annual review, Madison College incorporates review of the Facilities Strategic Plan into 

the development of the Three-Year Facilities Plan, which is required annually by WTCS.  

THREE-YEAR PLAN 
The Three-Year Plan Team meets several times between January and May to develop and recommend 

the three-year plan. The team consists of facilities and technology services professionals, the Capital 

Budget and Policy Analyst, and representatives from spaces impacted in the plan, including the regional 

campuses.  
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Before the Three-Year Plan is finalized, the team loops out to FPIC for input and feedback on the 

proposed plan. This loop out will typically occur in April. 

In order to promote transparency in this process, projects considered by the team are scored using the 

Facilities Project Scoring Matrix originally developed as part of the Facilities Strategic Planning Project. 

The reviewed projects and their associated scores will be posted annually with the Cabinet-approved 

three-year plan each year. A facilities professional and three-year team member will review the matrix 

with the Facilities Planning and Investment Council (FPIC) every two years in the fall semester, beginning 

in 2020, to request a review and updates to the matrix based on changing college priorities, input from 

use of the matrix, and other criteria deemed appropriate by FPIC.  

CONSTRUCTION PROPOSALS FROM DEPARTMENTS AND PROGRAMS 
There are times when departments and programs need construction projects outside of the Facilities 

Strategic Plan. Typically, these are smaller (less than $100,000) projects that arise due to staffing change 

or curricular changes. These proposals are submitted using the Capital Request Process. The Capital 

Request Process allows anyone throughout the college to submit a project request and the project flows 

through the process as outlined in the process map. All projects require the approval of the Vice 

President for Administration or their designee before proceeding.  

CAPITAL EQUIPMENT  
Capital equipment is further subdivided into Project Equipment, Technology Refresh, Technology 

Projects, Non-Academic Equipment, and Academic Equipment.  

PROJECT EQUIPMENT 
Project equipment is furniture, technology, and other equipment required as part of completing a 

construction project. The budget for project equipment is based on the total amount approved for 

construction projects. At times, the project equipment budget will be higher if we anticipate a project 

with especially high equipment costs, like certain academic labs and other specialized spaces. 

TECHNOLOGY REFRESH 
Technology refresh projects are based on the approved refresh schedule in the Technology Refresh Plan. 

TECHNOLOGY PROJECTS 
Other technology projects, such as software implementations and expanded technology infrastructure, 

are identified through processes such as Technology Services project requests, software maintenance 

and upgrade schedules, and assessment of the evolving audio-visual and infrastructure needs of the 

College. These projects are prioritized based on various factors such as cost/benefit analysis, 

requirements for maintaining currency for security and support, academic technology needs, and overall 

alignment with the mission of the College. 

ACADEMIC AND NON-ACADEMIC EQUIPMENT 
Each school and department is requested to provide a submission through the Capital Request Form if 

they plan to use capital funding. The allocated budget for academic and non-academic equipment is 

based on the useful life of existing equipment, the existing and anticipated requests, the historical 

spending, and the balance of funds in equipment projects.  

Request for academic and non-academic equipment follow the Capital Request Process. 

https://madisoncollege365.sharepoint.com/sites/facilityserv/intranet/SitePages/Home.aspx
https://madisoncollege365.sharepoint.com/sites/AS/BO/Pages/Capital-RequestForm.aspx
https://madisoncollege365.sharepoint.com/sites/AS/BO/Pages/Capital-RequestForm.aspx
https://madisoncollege365.sharepoint.com/sites/AS/BO/Pages/Capital-RequestForm.aspx
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DEFINITIONS 
Capital equipment is any item or set with a useful life of two or more years and a value over $5,000. 

Debt Service Levy if the total amount of taxes or special assessments imposed by the college for the 

purposes of paying debt related to capital expenditures. 

New construction/new facilities is the acquisition of land, purchasing of facilities, and newly 

constructed square footage. 

Remodeling if the renovating existing space and reconfiguring existing space 

Site improvements are the construction or renovation of parking facilities and sidewalks or streets. 

Maintenance projects are the replacement of mechanical systems, new roofs, and other work related to 

maintaining the quality of the space. 

 

_____________________________________________________________________________________ 

 

YEAR-END PLANNING GUIDELINES/PROCEDURES: 

NOTE: THESE GUIDELINES WILL BE ADDED TO THE COST CENTER MANAGER TRAINING OFFERED 

THROUGH THE BUDGET OFFICE. 

The general expectation is that over/underspending (actual variance from budget) will be within 1% of 

the final budget. In addition to the Budget Office’s budget monitoring, cost center managers can see 

their current budget status at any time using the Workday CR Financial Status Report.  

OVERSPENDING YOUR BUDGET 
If you overspend your budget by less than 1%, you do not need to take action. This overspending will be 

offset by minor underspending in other departments. 

If you overspend your budget by more than 1%, the Budget Office will reach out to you to discuss 

budget adjustments for the current and future fiscal years.  

REMAINING FUNDS IN DEPARTMENTAL BUDGETS 
If you anticipate having more than 1% of your funds remaining at the end of the fiscal year, the best 

practice is to be strategic about using those funds. In most cases, this means working within your 

department(s) or your Vice President’s departments to identify a prioritized list of needs for any 

remaining funds. Ideally, the prioritized list would be completed by early March so that you have time to 

complete any purchases before the end of the fiscal year. 

If you anticipate a variance of less than 1%, we ask that you do not try to spend the remaining funds as 

that underspending offsets minor (less than 1% overspending) in other departments. 

Please remember that any unspent funding is available for one-time use only. As the cost center 

manager, you are responsible for adjusting your budget in future years to align with your actual need.  

https://madisoncollege365.sharepoint.com/sites/AS/BO/_layouts/15/WopiFrame.aspx?sourcedoc=%2Fsites%2FAS%2FBO%2FShared%20Documents%2FCost%20Center%20Manager%20Financial%20Training&action=edit&wd=target%28Budget%20Planning%20and%20Development.one%7C2341c07a-2f24-4402-86af-6f441c6242cf%2FBudget%20Management%7C86d94058-2234-4d7c-ac9b-6a5e47fa3dc7%2F%29


Date effective 8.30.22 

8 
 

Noncontrollable budget lines (full-time salaries and all fringe benefits) are not available for reallocation 

within departments because they are considered part of a central budget. 

REMAINING FUNDS IN CENTRAL BUDGETS 
The Budget Office completes year-end projections routinely from January – June of each year. If the 

Budget Office anticipates having more than 1% remaining in central budgets (including the salaries and 

fringe referenced above, utilities, and others), the Budget Director notifies the College’s Cabinet. The 

Cabinet makes decisions about the appropriate use of those funds.   
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