
$$$  MONEY MATTERS $$$

Everything you’ve always wanted to 
know about Budget!!!
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Who Are We?
Budget Office

Nancy Su, Director of Budget
(x 73646) Nancy_Su@fitnyc.edu
Responsible for all Budgets

Melanie Hooven, Budget Manager
(x 73643) Melanie_Hooven@fitnyc.edu
Responsible for Dormitory, Student Faculty, Health, Athletic, Recreation and 
Capital Budgets 

Diki Bhutia, Budget Analyst
(x 73645) Diki_Bhutia@fitnyc.edu
Responsible for all Operating Budgets

Grisel Rivera-Diaz, Financial Analyst
(x 73642) Grisel_Diaz@fitnyc.edu
Responsible for Position Control

Alisa Matthews
(x 73644) Alisa_Matthews@fitnyc.edu
Budget Office Associate
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Budget Basics

Budget Fiscal Year July 1-June 30
College Budget Development of the 
next fiscal year usually occurs in the 
spring
Baseline Budgets-No frills, just the 
basics
New Initiatives-Strategic planning 
and other new needs
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Managing a Budget

Bi-Tech system – Accounting system
Personnel Services (PS) / Other than 
Personnel Services (OTPS)
Budget to Actual report (BiTech report)
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Key Fiscal Dates

Personnel Services (PS)  
Other than Personnel Services (OTPS)
Budget Calendar 
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Personnel Cost and Positions

Payroll Register reports
Overtime Authorization/Additional hours for 
part-time staff certified before work is 
done

Dept finds funding 
and Budget Transfer 

is made

SUFFICIENT 
FUNDS

HR sends 
Form 

INSUFFICIENT  
FUNDS

To Budget

Dept sends 
Form

To HR

Department fills in 
list of employees and 
hours. Manager must 

approve.

Human Resources 
fills in the correct 

hourly rates

Budget checks 
for sufficient 

budget

Payroll makes 
appropriate 
payments to 
employeesBudget sends 

Form to Payroll
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Budget Transfer

NEVER transfer:
Between PS and OTPS
Between different corporations

Personnel Services OTPS

Within
Cost Center

Budget Forms
Required

No Forms
Needed

Outside
Cost Center

Budget Forms
Required

Budget Forms
Required
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Budget Resources

Budget Forms
Budget Transfer
Overtime Authorization
Bi-Tech Access Request Form

Budget Office Website 
http://www3.fitnyc.edu/budgetoffice/

Bi-Tech Guides 
http://insidefit.fitnyc.edu/sections/departments/BITech/
BiTech.html
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Key Fiscal Dates 
 
Fall/Winter 
 

September - check Payroll Reports for new Personnel 
 - set up Purchase Order 
  
Fall / Winter - check Payroll Reports for accuracy 
 - check semi-monthly reports throughout the year 

 
 
Spring/Summer 
 

February - set up Purchase Orders 
 - check Payroll Reports for new Personnel 
 - review needs for remaining fiscal year 
 - clean up outstanding Purchase Orders 
 - receive Baseline Budget from Budget Office though VPs / Deans.                   

- review, approve and submit results through VPs / Deans to Budget Office 
  

 
April - Purchasing Cutoff dates are set (Purchasing emails) 
 - clean up outstanding Purchase Orders 
  

 
May - Final Purchasing Cutoff Dates (Purchasing emails) 
  

 
June - Budget for next fiscal year officially adopted by Board of Trustees 
 - June 30 delivery deadline – All Services/Products 
 - Year End Processing instructions (Accounting emails) 
  

 
July - new Budget available in BiTech system 
  

 
August - close of previous fiscal year by mid-August 
 - ensure final payment of invoices from previous fiscal  

   year 
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