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PROCUREMENT 
CARD PROGRAM 

 
POLICY & PROCEDURE 

 

 Airfare 

 Hotel 

 Registration 
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In Budget Review enter default year. 
Enter your full department code as prompted using 63* rather than the full GL.  
 63* for Purchased Services 
 64* for Supplies 
 65* for Travel      Categories-GL 
 66* for Equipment 
 
Using the ‘*’ is required to access to the Category budget and all amounts in the Category.  
The row identified as Discretionary or Budgetary Totals gives you:  

 Act-amounts actually paid (check has been cut) 

 Enc- amount encumbered in Purchase Order status 

 Bgt-amount budgeted for that GL 

 Unexp- available budget unexpended which is Bgt minus both Act and Enc 
To check the transaction details, move highlight to desired line and enter. Enter ‘No’ to 
exclude voided transactions when prompted. Enc will give you PO #.  
 
If you do not have enough funds in a GL and you need to make an expenditure, you must 
complete a BAR form and submit to VP of Finance & Administration. 
 
Fund – Enter 100 if I&G, 150-Restricted I&G, 101 or 151-If Public Service or Grant 
GL – Enter GL (range 6100-6699) 
Func – Department Assigned Number 
Srbf -  Enter 2001 if Instruction & General otherwise it’s specific to department. 

CARS BUDGET SCREEN 
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BAR (Budget Adjustment Request) 
 
Purpose:  Method used to Increase/Decrease or Adjust Budget 
 
 Reasons to Increase  
 

1. You have additional revenue 
2. Approved Additional Staff 
3. Authorization from other department to transfer funds 
 

 Reason to Decrease  
 

1. You have less revenue 
2. Authorization from President/Deans to transfer from other departments 
 

 Reason to Adjust 
 

1. Move Items charged/reported incorrectly 
2. Move funds from one line item to another (ie, 6400 to 6300) 
 
 

Steps to Complete BAR 
 

1. Determine need 
 
2. Determine Budget Availability 
 
3. Complete Form 

· Detail Justification of need to transfer 
· Obtain Dean’s signature 
· Obtain President’s signature 
 

4. Submit to Vice President of Finance & Administration  for approval and input 
 
 

You will receive notification from VP of Finance & Administration as to deadline to submit final BAR’s.  
All BAR’s are combined and computed to form the College’s BAR that is submitted to Higher Education 
Department by a specific date designated by HED.  The final BAR is then used to develop the subse-
quent year’s proposed budget.  For this reason it is imperative to monitor budget and departmental 
needs. 
 

NOTE 
Final BAR’s are completed by mid-February estimating the budget needs within the department for any 
expenses thru June 30 of the current year.  Any purchases/services made via an RP with an unavailable 
balance will be disapproved and department will have to resubmit the purchase in the new fiscal year 
(July) if the purchases/services are still needed. 
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Budget Request Form—New Budget 

 
1. Enter your adjusted budget (based on the final BAR for current fiscal year.)  Enter the budg-

et for GL codes 6300, 6400, 6500, 6600, and GL 6190 if you are requesting work 
  studies.   Salary and benefit line items are usually budgeted by the Fiscal Office based on pri-

or year FTEs and any projected salary/benefit cost increase.   
 
2. On a separate page, for each line, detail all your department’s major  expenditures and 

based on the total, enter the increase or decrease for each line item in the  appropriate 
columns and calculate the figures for the new fiscal year budget.  Consider the 

       following as you develop your budget: 
 

Ø Projected student enrollment (growing/stable/dwindling) 
Ø Classes needed (new classes/program requirements) 
Ø Supply needs 
Ø New/Special events 
Ø Licensing/software 
Ø Dues, memberships, fees 
Ø Contractors, presenters 
Ø Maintenance contracts for specific equipment 
Ø Equipment needs 
Ø Staffing needs 
Ø Major remodeling 

 
b. If you are projecting or requesting an increase in FTE, include that in the 
 increase column.  You may obtain base salary and benefit information for new/increased 

FTEs from the Human Resources Department. 
 

c.  All equipment must be justified, detailed with one cost estimate. 
 

3.    Meet with your immediate supervisor to have your Budget Request approved/signed.  You 
will also meet with the Vice President of Finance & Administration  to review and submit 
your Budget Request at an appointed time.  The Budget Request will not be accepted if you 
have not obtained the signature of your supervisor. 

 
 4.  All Budget Requests will be reviewed by the VP of Finance & Administration, the Dean,  
  the President and the Finance Committee.  Changes based on college priorities, goals, avail
  able funds, and projected needs, will naturally occur during this review process.  The 
  proposed budget will then be developed based on the President’s recommendations.  The 
  proposed budget will be presented at a public meeting of the Board of Trustees for 
  approval; once it is approved, it will be submitted to HED for final approval.   
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“Some things can be  
inherited 

But good reputations, 
Trust,  

respect,  
and wages  

must 
All be earned.” 

Finance & Administration 
 

Vice-President for Finance & Administration 
Donna Flores-Medina 

 

Fiscal Office Manager  Executive Office Manager 
Francina Martinez   Evelyn Montoya 
 

Cashier, Urszula Abeyta 
Student Account Manager, Francina Martinez 

Special Project Coordinator, Georgia Baca 
Accounts Payable, Cathy Gonzales 

 

For additional copies, questions or suggestions  on contents of this manual,  

call Evelyn Montoya     

505-454-2507 or email at emontoya@luna.edu 


