
2021-2022
Activity & Service Fee
Budget Workshop



What we will Cover

• Key Dates – Budget Timeline
• Overview of Account Types
• Budget Request Form Instructions
• Support Services Expenses
• Budget Request Form Submission
• Q&A



Key Dates – Budget Timeline

• September 4
UBAC & CBAC Budget Requests are due to ASAB Office

• October 5 - 9
UBAC visits Boca Raton, Davie, and Jupiter Campus Offices 
funded by A&S Fees

• October 12–16  and  October 19-23
UBAC Hearings & Deliberations

• January 11 – 15
CBAC Hearings & Deliberations



Overview of Account Types
• A&S Operating

o Used for day to day SG, SG Department, and SG Program business
o Budget accounts only 
o When a vendor is paid, the budget reduces in the operating account and A&S Fees collected is reduced
o Not used to collect non-A&S revenue
o Budget does not roll over into next fiscal year 

• A&S Revenue 
o Revenues can be used to pay for the same expenses that A&S Fees would cover
o Revenue is governed by SG but is not A&S Fees
o Revenue comes from Events, Ad, Trips, etc. and is kept in a fund account
o To spend from a revenue account, the fund must have an available balance (cash must be in the fund)
o To spend from the revenue account, the account must have allocated budget (a budget from must be completed for the account)
o Fund balances do roll over into next fiscal year

• A&S Reserves 
o Used to house emergency and repair and replacement funds
o Revenue is transferred from A&S fees collected by way of an Operating account’s budget (transfer must be listed on a budget form)
o Fund balances do roll over into next fiscal year

You will  be required to use one budget request form, for each SmartTag you manage.



Budget Request Form Instructions

• Visit www.fau.edu/asab
• Download budget request forms: 

• 2021-2022 A&S Budget Request Form
• Download Spend Categories - Worksheet

http://www.fau.edu/asab


Budget Request Form Instructions
1.  The tabs at the bottom of the form are numbered in the order in which you should complete the form.

2.  Step 1 Account Information: Select your SmartTag and fill in the account mangers information( The account 
manager will be the position that has signature authority on the account)

The Cost Center, Account Name, Account Type, and where applicable, Facility information will auto populate.   If you 
select a Revenue or Reserve account your beginning fund balance will auto populate (Due to year end closing, beginning 
fund balances may have change, work with ASAB to adjust accordingly).



Budget Request Form Instructions
3.  Step 2 Complete the Salaries and Benefits tab (These figures 
will carryover to the Step 1 Account Information tab)
Only Pro Staff Account Manages have S&B.  Positions should be put in at their current rate 
unless changed by the VPSA Office. Only complete the grey section.  For new unfilled 
positions, put the title under Position# and leave Position Title blank.  For SP positions, 
scroll to the bottom of the page to.



Budget Request Form Instructions
4.  Step 3 Complete the OPS tab (These figures will carryover to 
the Step 1 Account Information tab)
Both Undergraduate and Graduate OPS are now on one tab.  Only complete the grey 
section.  You must select Yes under Graduate for Graduate positions.



Budget Request Form Instructions
5.  Step 4 Complete the Expenses tab (These figures will carryover to the Step 1 
Account Information tab)

• Complete the Spend Categories – Worksheet to help you determine how to group your expense. 



Budget Request Form Instructions
5.  Step 4 Complete the Expenses tab (These figures will carryover to the Step 1 
Account Information tab)

• Only fill out the grey sections.
• If you want to ask SG to transfer cash to a Reserve or Revenue account, use Transfers Out from your 

Operating SmartTag. 



Budget Request Form Instructions
6.  Step 5 Complete Revenues/Reserve tab (These figures will carryover to the 
Step 1 Account Information tab)
This tab is only for Facilities and SG Revenue accounts that collect ad and event revenue.  The 
Revenue/Reserve SmartTags can be found at the bottom on the SG Budget. Only fill out the grey sections.



Budget Request Form Instructions
7.  Step 6 Complete the Budget Justification tab (These figures will 
carryover to the Step 1 Account Information tab)
All account managers must provide a detail description of every expense.  This includes S&B, 
OPS, Expenses, and Transfers Out. Only fill out the grey sections.



Support Services Expenses
Use the information below to assist you with determining your Support Services Budget.

• Staff and OPS Background Check fees per person:
• $45.25 and up
• VECHS/FDLE - $53.75
• DCF (camps/afterschool programs) - $65.75

• Staff Liability Insurance fee per professional staff
$339 per staff AMP/SP employee*
*charged to accounts with S&B expense line

• Office phone fee 
$56.71 per line 

• Printing Charges 

SG Xerox - $0.04/black & white, $0.07/color per copy

• Computer Replacement based on IT recommendations 
Please contact SAIT to find out if you need to replace computers in your area.  The estimated 
cost to replace a computer is $1000



Budget Request Form Submission

Completed Budget Forms in Excel format, should be submitted as follows:

• All student account managers: must submit both University Wide and Campus 
Based budget request forms to their SG Advisors. The SG Advisors will review 
and submit forms to their Directors. Directors must submit forms to ASAB by 5 
p.m., September 4, 2020 to ASABbudget@fau.edu . 

• All professional staff account managers: must submit both University Wide and 
Campus Based budget request forms to their Directors. Directors will submit the 
forms to ASAB by 5 p.m., September 4, 2020 to ASABbudget@fau.edu . 

mailto:ASABbudget@fau.edu
mailto:ASABbudget@fau.edu


Q&A
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