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BUDGET MONITORING
& MANAGEMENT
Best Practices for Mississippi Public Universities Using Ellucian Banner 9


	PURPOSE
A practical guide for budget managers, department chairs, deans, directors, administrative staff, and other employees responsible for monitoring university funds.




Prepared as a customizable university training manual
August 2026
Questions?
After reading this manual, please contact:
Susan Sobley, Director of University Accounting  |  (662) 329-7214
Rachel Sudduth, Assistant Director of University Accounting  |  (662) 329-7345


How to Use This Manual
This manual combines sound budget-management practices with common Banner 9 Finance inquiry tools. It is designed to be customized to the institution's chart of accounts, approval structure, budget rules, year-end calendar, and locally configured Banner security.
	IMPORTANT
Banner form availability, field labels, security access, and local business processes vary by institution. The institution's official policies and procedures always control. This guide should not be used to authorize an expenditure that is otherwise prohibited or restricted.
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1. Budget Accountability and Internal Control
Budget monitoring is an ongoing management responsibility, not a year-end exercise. A budget manager should understand the resources entrusted to the department, verify that transactions are accurate and allowable, anticipate future obligations, and communicate potential problems early.
Recommended responsibilities of a budget manager
Review assigned funds and organizations at least monthly; high-volume or financially sensitive areas may require more frequent review.
Verify that expenditures and revenues are recorded to the correct FOAPAL. (see section 2. for explanation of FOAPAL)
Review outstanding commitments and encumbrances and investigate items that are no longer valid.
Identify transactions that are unusual, duplicated, unsupported, or unrelated to the department.
Project known obligations through the end of the fiscal year rather than relying only on the balance displayed in Banner.
Ensure expenditures comply with the purpose and restrictions of the funding source and with applicable university, IHL, state, federal, and grant requirements.
Request corrections promptly and retain appropriate supporting documentation.
Notify the appropriate Budget, Accounting, Purchasing, Grants, or other central office when a deficit or compliance concern is identified.
	KEY CONTROL PRINCIPLE
The person who approves spending should not treat approval as the end of the process. Periodic review of posted transactions and remaining budget is a separate and important internal control.



2. Understanding FOAPAL and Fund Restrictions
Banner Finance commonly organizes accounting information through FOAPAL elements. Institutions may use some elements more extensively than others.
	Element
	Purpose
	Budget-manager question

	Fund
	Identifies the source or accounting entity for the resources.
	What money is this, and what restrictions apply?

	Organization
	Identifies the department, unit, or responsibility center.
	Who is responsible for this activity?

	Account
	Classifies the type of revenue, expense, asset, liability, or transfer.
	What kind of transaction is this?

	Program
	Classifies the institutional function or purpose.
	What university function does this support?

	Activity
	Optional additional tracking for events, projects, or initiatives.    NOT USED
	Is this tied to a specific activity?

	Location
	Optional location or asset-related tracking. NOT USED
	Does the institution require location coding?



	BEST PRACTICE
Do not assume that a positive Banner balance means the money can be spent for any purpose. Availability and allowability are separate questions.



3. Understanding the Banner Budget
A useful budget review separates the accounting balance from the manager's forecast. Banner can show what has been budgeted, posted, and encumbered; the manager must also consider obligations that have not yet reached Banner.
	Term
	Meaning

	Original Budget
	The budget established at the beginning of the budget period.

	Budget Adjustments
	Approved increases, decreases, or transfers posted after the original budget.

	Adjusted Budget
	Original budget plus or minus approved adjustments.

	Year-to-Date (YTD) Activity
	Transactions posted during the fiscal year.

	Encumbrances/Commitments
	Amounts reserved for obligations such as purchase orders, depending on institutional configuration.

	Available Balance
	The system-calculated balance remaining after the budget, activity, and commitments recognized by Banner.

	Projected Uncommitted Balance
	Management estimate after considering additional known obligations not yet reflected in Banner.



	EXAMPLE
Banner available balance: $50,000
Less estimated remaining payroll: $20,000
Less known contract/utilities: $8,000
Less planned and approved purchases not yet encumbered: $5,000
Projected uncommitted balance: $17,000



4. Core Banner 9 Inquiry Forms
The following forms are commonly used in Banner Finance environments. 
	Form
	Common use
	What to review

	FGIBDST
	Organization Budget Status
	Adjusted budget, YTD activity, commitments/encumbrances, and available balance by account.

	FGIBAVL
	Budget Availability Status
	Budget availability at the institution's configured budget-control level.

	FGITRND
	Detail Transaction Activity
	Individual transaction detail supporting summarized activity.

	FGIDOCR
	Document Retrieval Inquiry
	Accounting distribution and detail for a specific document.

	FGIENCD
	Detail Encumbrance Activity
	Encumbrance detail and related activity, where used.

	FGIBDSR
	Executive Summary
	Higher-level summary inquiry, depending on institutional use and access.




A consistent Banner inquiry routine
Open the appropriate Banner Finance inquiry form.
Confirm the fiscal year and chart, if prompted.
Enter the Fund and Organization for which you are responsible.
Use Account and Program filters when needed; do not over-filter if you are performing a complete monthly review.
Review summarized balances first.
Drill into accounts or use transaction-detail inquiry to investigate material, unusual, or unexpected activity.
Record questions and follow them through resolution.
	



Core Banner 9 Reports
In addition to Banner inquiry forms, the following core Banner 9 reports are useful for routine budget monitoring and transaction review. Budget managers should use these reports as appropriate for their assigned funds and organizations.

	Report
	Primary Use
	Budget Monitoring Application

	FGRBDSC
	Budget Status Report
	Provides a printed budget-status view that can be used to review budget, activity, commitments, and available balances for assigned areas.

	FGRODTA
	Organization Detail Activity Report
	Provides detailed organization activity that can be used to review and reconcile transactions posted to the department or organization.



Printing the reports. Refer to the Banner Training Manual for step-by-step instructions on running and printing FGRBDSC, FGRODTA, and other Banner reports.

Best Practice: Use the summary budget report together with detailed transaction activity. A summary can identify where a potential problem exists; the detail report helps determine the transactions causing the variance or balance.

5. The Monthly Budget Review Process
A documented monthly review is recommended. The following sequence keeps the review focused on both accuracy and future sufficiency.
	Step
	Review
	Action

	1
	Overall budget position
	Review adjusted budget, YTD activity, commitments, and available balance.

	2
	Transaction detail
	Scan activity for incorrect, unusual, duplicate, or unexpected charges.

	3
	Encumbrances
	Verify open commitments remain valid and are stated at reasonable amounts.

	4
	Payroll
	Review salary and fringe activity and consider remaining payroll obligations.

	5
	Revenue
	Compare actual collections to expectations where the department is responsible for revenue.

	6
	Unposted obligations
	Identify contracts, travel, PCard activity, invoices, hiring actions, and purchases not yet reflected.

	7
	Forecast
	Estimate the projected balance through June 30.

	8
	Corrections
	Submit necessary expenditure corrections or budget actions promptly.

	
	
	



6. Transaction Review and Reconciliation
Transaction review should answer three basic questions: Is it ours? Is it coded correctly? Is it allowable?
Review document number, transaction date, description, amount, account, and other FOAPAL elements.
Investigate unfamiliar vendors, journal entries, payroll charges, transfers, credits, and unusually large or round-dollar transactions.
Verify that PCard and travel activity ultimately posts to the intended funding source and account classification.
Do not correct a valid charge merely because another budget has more money.
Use the institution's established process for expenditure transfers and retain the business purpose for the correction.
	TIMELINESS
Corrections should be requested as soon as an error is identified. Delayed transfers increase audit risk, make management reports less useful, and can create problems near fiscal year-end.



7. Encumbrances and Purchase Orders
An encumbrance represents a commitment against budget. An old or overstated encumbrance can make available budget look artificially low; a missing commitment can make it look artificially high.
Review open purchase orders at least monthly.
Confirm whether goods or services have been received and whether invoices are pending.
Identify completed, cancelled, or duplicate commitments that should be closed or liquidated under institutional procedures.
Investigate partially liquidated purchase orders when the remaining balance is no longer expected to be used.
Coordinate with Purchasing or Accounts Payable rather than attempting to bypass the purchasing process.
8. Payroll and Personnel Costs
Payroll is often the largest component of a university budget. A department can appear to have a large available balance early in the year simply because future payroll has not yet posted.
After each payroll is processed, Payroll provides each budget manager with a report detailing the payroll expenses charged to their budget for that pay period. Budget managers should review these reports and use them to reconcile salary, wage, and student worker expenses to their budgets, verify that payroll charges are accurate, and promptly report any discrepancies.
Compare salary activity to authorized positions and expected pay.
Consider fringe benefits when forecasting personnel costs.
Review new hires, vacancies, terminations, supplemental pay, overloads, and position changes.
Investigate payroll charged to an unexpected fund, organization, account, or program.
Consider the timing of nine-month, twelve-month, summer, and other payroll arrangements applicable to the institution.
9. Revenue Monitoring
Departments responsible for generating revenue should monitor collections as carefully as expenditures. A budgeted revenue amount is an expectation, not a guarantee.
Compare actual revenue to the approved budget and to the same point in prior periods when useful.
Consider enrollment, participation, sales, fee collections, grant reimbursement timing, or other drivers of revenue.  If revenue collected (ie- course fees) is available for use your budget will be adjusted accordingly.
Do not increase spending solely because revenue was budgeted if collections are materially below expectations.
Coordinate with central offices when revenue appears miscoded or when a shortfall may affect spending authority.
10. Budget Transfers and Expenditure Corrections
	Situation
	Typical response

	The budget is in the wrong place
	Use the institution's approved budget-transfer process, if permitted. (Budget Adjustment/Budget Transfer Form)

	The expenditure was charged to the wrong FOAPAL
	Request an expenditure/accounting correction with appropriate justification and support. (Budget Correction Form)

	The expenditure is correctly charged but creates a deficit
	Do not move it merely to hide the deficit; identify a legitimate funding solution and obtain required approvals. (Budget Adjustment/Budget Transfer Form)

	Restricted funds are involved
	Confirm that the transfer or correction is permitted by the funding source before processing.



	DOCUMENTATION
A correction should explain why the original charge was incorrect and why the new coding is appropriate. The explanation should be understandable to a reviewer who was not involved in the transaction.



11. Restricted, Auxiliary, Grant and Fee Funds
Different funding sources can carry different legal, contractual, grant, fee, or institutional restrictions.
General/appropriated resources: monitor against institutional and state spending authority and university policy.
Auxiliary funds: consider the operating purpose of the auxiliary and its revenue-generating responsibilities.
Grants and contracts: follow award terms, approved budget, period of performance, cost principles, and sponsored-program procedures.
Student, course, or program fees: spend consistently with the approved purpose and institutional requirements.
Capital/project funds: monitor project scope, funding source, contracts, and remaining commitments.
	REMEMBER
Budget authority answers 'Is money budgeted?' It does not, by itself, answer 'Is this purchase permitted?'



12. Forecasting the Year-End Position
A simple forecast is often more useful than a snapshot of the current available balance.
	Forecast component
	Example

	Banner available balance
	$50,000

	Remaining payroll and fringe
	($20,000)

	Open/expected contracts and utilities
	($8,000)

	Approved purchases not yet reflected
	($5,000)

	Expected additional revenue (use conservatively)
	$0

	Projected uncommitted balance
	$17,000



Recommended forecasting frequency
Monthly during normal operations.
More frequently for departments with limited balances, volatile revenue, major projects, or known financial pressure.
At least monthly during the final quarter, with increased attention as institutional year-end deadlines approach.
13. Preventing and Resolving Budget Deficits
Identify the cause: overspending, revenue shortfall, incorrect coding, unplanned payroll, missing budget, or timing.
Correct genuine accounting errors promptly.
Stop or defer discretionary commitments when appropriate.
Develop a documented funding plan rather than waiting for year-end.
Obtain approvals for legitimate budget transfers or other funding actions.
Escalate unresolved or material deficits to the appropriate dean, vice president, Budget Office, or Finance leadership under institutional policy.
	DO NOT WAIT UNTIL JUNE
A deficit discovered early can often be managed. A deficit discovered after commitments have been made may leave the institution with fewer compliant options.



14. Fiscal Year-End
Matching Principle and Fiscal-Year Recognition
Under accrual accounting, revenues and expenses should be recognized in the fiscal year to which they relate. Budget managers should not assume that the fiscal year of the invoice date, purchase order, payment date, or cash receipt automatically determines the proper accounting period. The underlying period in which the goods or services are provided or the revenue is earned is the key consideration.
Best practice for contracts and subscriptions. When a contract, license, maintenance agreement, subscription, or similar arrangement covers more than one fiscal year, the cost should be allocated between the applicable fiscal years based on the period of benefit, in accordance with the University's accounting procedures. The portion applicable to the current fiscal year is recognized in the current year, and the portion applicable to a future fiscal year is treated appropriately for that future period.
	Example
	Current Fiscal Year
	Next Fiscal Year

	12-month subscription: Jan. 1-Dec. 31
	Jan. 1-June 30: 6 months
	July 1-Dec. 31: 6 months


Budget manager responsibility. When reviewing year-end activity, identify invoices, contracts, subscriptions, and other transactions that span June 30 and notify Accounting when an amount may require proration, accrual, deferral, or other fiscal-year adjustment. Similarly, revenue should be recorded in the fiscal year in which it is earned, subject to the University's accounting policies.
Review contracts, subscriptions, licenses, maintenance agreements, and similar items that cross fiscal years so the expense is allocated to the proper fiscal year rather than charged entirely to one year merely because of the billing or payment date.

The institution's annual year-end calendar controls. Budget managers should plan backward from published deadlines.
Review outstanding purchase orders and receiving status.
Submit invoices and payment documentation by established deadlines.
Complete PCard reconciliation and required documentation.
Submit travel reimbursements and other outstanding obligations timely.
Review deposits and revenue activity.
Submit approved budget transfers and accounting corrections before cutoff dates.
Identify goods or services received before June 30 that may require accrual under university procedures.
Do not manipulate transaction dates or coding to shift a valid obligation between fiscal years.
Retain documentation supporting the department's final review.
15. Mississippi Public-University Compliance Considerations
Mississippi's public universities operate within a broader public-sector accountability framework. The Mississippi Institutions of Higher Learning Board provides governance and financial oversight of the public university system. Mississippi Department of Finance and Administration resources also address statewide accounting, internal control, procurement, travel, and related fiscal requirements. Applicability can vary by transaction and institution; local university policies and delegated authorities should be consulted.
IHL Board policies and bylaws, including applicable financial oversight and institutional governance requirements.
Mississippi DFA procurement requirements and statewide contracts where applicable.
Mississippi DFA travel rules and institutional travel procedures.
Applicable state accounting and internal-control guidance.
State appropriations and other funds with legislative or statutory restrictions.
Federal award requirements, funding-source restrictions, bond covenants, and other source-specific requirements when applicable.
	COMPLIANCE HIERARCHY
When requirements overlap, budget managers should not decide conflicts independently. A transaction may require review by Accounting, Budget, Purchasing, Grants, Travel, Legal, or another responsible office.



Authoritative resources to keep current
Institutions should maintain current links in their local edition to: IHL Policies & Bylaws; the institution's own finance and purchasing policies; Mississippi DFA Procurement Manual; DFA Travel resources; and relevant statewide accounting/internal-control guidance.
16. Monthly Budget Manager Checklist
	Done
	Monthly review item

	☐
	Reviewed FGIBDST or approved budget report for each assigned fund/organization.

	☐
	Reviewed available balances and identified accounts approaching deficit.

	☐
	Reviewed transaction detail for unusual, incorrect, duplicate, or unexpected activity.

	☐
	Reviewed outstanding encumbrances and purchase orders.

	☐
	Reviewed payroll and considered remaining salary/fringe obligations.

	☐
	Reviewed revenue collections where applicable.

	☐
	Identified approved or known obligations not yet reflected in Banner.

	☐
	Projected the department's financial position through June 30.

	☐
	Submitted necessary corrections or budget-transfer requests.

	☐
	Followed up on prior-month unresolved items.

	☐
	Escalated projected deficits or compliance concerns.

	☐
	Retained evidence of review in accordance with institutional practice.





Appendix A. Banner Quick Reference
	Need
	Start here
	Follow-up

	See budget by account
	FGIBDST
	Drill down or use FGITRND for detail.

	Check available budget
	FGIBAVL
	Confirm institution's budget-control configuration.

	See individual transactions
	FGITRND
	Use document number to investigate further.

	Research a document
	FGIDOCR
	Review accounting distribution and related detail.

	Review an encumbrance
	FGIENCD
	Coordinate closure/liquidation with the responsible office.

	See higher-level summary
	FGIBDSR
	Availability/use may vary by institution.



Tip: If a Banner result does not make sense, first verify fiscal year, chart, fund, organization, account, program, and any query filters before assuming the underlying accounting is wrong.
Appendix B. Sample Monthly Budget Review Worksheet
	Category
	Banner / current amount
	Future obligation / adjustment
	Projected amount
	Notes

	Operating expenses
	
	
	
	

	Payroll & fringe
	
	
	
	

	Travel
	
	
	
	

	Contracts
	
	
	
	

	PCard / pending purchases
	
	
	
	

	Other commitments
	
	
	
	

	Revenue shortfall / gain
	
	
	
	

	Projected uncommitted balance
	
	
	
	



Reviewer: __________________________   Review date: __________________   Follow-up date: __________________
Appendix C. Common Warning Signs and Escalation
	Warning sign
	Possible issue
	Recommended response

	Available balance is unexpectedly high
	Future payroll/commitments not reflected; missing encumbrance; budget posted incorrectly.
	Forecast remaining obligations and verify budget/commitments.

	Available balance is unexpectedly low
	Old encumbrance; miscoded charge; overspending.
	Review transaction and encumbrance detail.

	Negative available balance
	Deficit, timing issue, or budget-control exception.
	Identify cause immediately and contact Budget/Finance as required.

	Unfamiliar transaction
	Miscoding, central allocation, journal entry, or unauthorized activity.
	Research document; contact originating office if unresolved.

	Revenue below budget
	Collection shortfall or timing.
	Reforecast spending; communicate material shortfall.

	Old purchase order remains open
	Incomplete receiving/invoicing or stale commitment.
	Confirm status with Purchasing/AP and request appropriate action.

	Restricted fund has ample cash/budget
	Restriction may still prohibit proposed use.
	Verify allowability before spending.



Source and Update Notes
This guide was prepared using general Banner 9 Finance practices and current public information from the Mississippi Institutions of Higher Learning and Mississippi Department of Finance and Administration as of August 2026. Because Banner configuration and institutional policies vary, the final university edition should be reviewed by the institution's Budget/Accounting, Purchasing, Grants, and other responsible offices before publication.
Suggested public references: Mississippi Institutions of Higher Learning Policies & Bylaws; Mississippi DFA Procurement Manual; DFA Purchasing, Travel and Fleet Management resources; DFA MAAPP Manual and internal-control resources.
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