
FY26 Budget Development Instructions
October – December 13th
Salary Review
1. Review all salaries in your area using the Argos Budget Development Salary Review reports.
2. Confirm the following: 
· Salary Amount
· Distribution between budget lines
3. If correct, proceed to the LABOR Phase in Budget Development and add the following note: “mm/dd/yy Reviewed YOUR NAME.”
4. If incorrect, either: 
· Make changes to the Argos downloads and send the files to the Budget Office, or
· Contact the Budget Office for assistance in updating the information.
M&O Review
1. Review all expense account lines in the EXP Phase in Budget Development.
2. Move funds as needed between accounts and budgets, ensuring transfers are within the same fund number.
3. In each budget line, add a narrative in the Account Note box detailing expenses under three main categories: 
· Essential Needs: Necessary for operations without which the department cannot function.
· Mission/Vision Needs: Directly contributing to the mission of ATU, such as programs or initiatives directed by your VP.
· Other Needs: Important but non-essential needs.
4. Notify your VP or their designee when you are finished.
December – January 17th
Final VP Confirmation
· Ensure all budgets have been reviewed and approved.
· VP’s Office should send confirmation to the Budget Office on or before January 17th.


