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Draft1

Email goes out to 
all departments 
regarding HR 

Staff Email

Prepare  
Personnel 

Related request
Dept. 
Mang. Excel

Prepare 
Improvement 
Package for 

Overtime Hours 

Role Excel

Send all info to 
HR

Role Excel

Provide historical 
Data for 

Personnel to 
Departments 

Role GMBR

Start

Compare 
Summations 
from HR and 
Departments 

Role GMBR

Make 
Adjustments 

Role GMBR

Send 
Departmental 
budget to 

Finance and HR

Role GMBR
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Draft1

Key all departmental budget 
information into the budget 

work file

Staff GMBA

Print draft 
budgets by 
Department

Role Manual

Meetings with 
Department

Role Manual

Hold Meetings 
with Finance & 
to Finalize the 

Budget

Role Manual

Add new Budget 
to GMBA 

Staff GMBA

Second Review 
with Finance 
Department 

Head

Role Excel

Conduct 
Revenue and 

Expense Analysis 
by Department

Fin. 
Director Excel

Make 
Adjustments and 
Develop Year‐to‐
Date Budget by 
Department 
Fin. 

Director GMBA

From 1 To 3
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Draft1

Compile into a 
master 

spreadsheet for 
all Departments 

Role Excel

Send for 
Executive 

Director Review

Role Manual

Review Budget 
for all 

Departments
Exec. 
Dir. Excel

Approve final 
Budget 

Exec. 
Dir. Excel

Enter Final 
Budget into 

GMBA

Role System

Send to the 
ECUA Board

Role System

Discuss Budget 
and possible rate 

changes 

Role GMBA

Rate Change

No
Yes

CIP Budget

Budget Change/
Adjustment 

From 2

Rate change is 
made in system

Role GMBA
To Page 4
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Draft1

Publish Budget 
Document on 
ECUA Website 
and on CD  

Role GMBA

Public Hearing 

Board Manual

Budget Adoption 

Board Manual

Load Approved 
Budget into GMBA

Finance 
Tech GMBA

Pull Budget info 
from Prior Year  

Finance 
Tech GMBA

Key in Goals and 
Objectives 

Fin 
Tech

Word 
Document 

Create 
organizational 

Chart

Role System

Add Org Chart to 
Budget 

Document 
Fin 
Tech System

Start

Print budget 
Document 

Role GMBA

End

From 3

Generate new 
budget book

Finance 
Tech Manual
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Draft1

Send data sheets 
to the Various 
Department

Role Email

Receive all Data 
Sheets 

Role System

Add New data 
Sheets

Staff Manual

Department 
Director Reviews 
and Approves 

Role System

Start

Remove Old/
Unused Data 

Sheets
Budget 
Analyst Excel

Create a Master 
List of all Data 

Sheets Called the 
CIP Data Sheet
Budget 
Analyst Manual

Print New Date 
Sheet 

Documents
Budget 
Analyst Manual

Separate the 
Data Sheets into 

Programs
Budget 
Analyst Manual

To Page 
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Adjust Data 
Sheets 

Role Excel
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Draft1

Send all Data 
sheets back to 

Finance

Staff Manual

Compile CIP by 
Year

Budget 
Analyst Manual

Close Out Any 
Completed 
Projects

Budget 
Analyst GMBA

Run Spreadsheet to 
see Projects that have 

Been Completed 
Throughout the Year 

Budget Analyst Excel

Capitalize 
Completed 
Projects to 
Assets

Budget 
Analyst

Manua
l

Add New 
Projects

Budget 
Analyst GMBA

EndFrom 1

Sends All Data 
Sheets to 
Finance

Eng. 
Director

Iner‐ Office 
Mail

Operating 
Budget 
Approval 
Process

Board Agenda 
Item Prepared

Budget 
Analyst Manual

Rollover prior 
year money

Staff GMBA

Process open 
encumbrances

Staff GMBA

Establish 
leftover 

encumbrances 
in new year
Staff GMBA
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Request Change 
with justification 

Director Manual

Review and 
approve Change 

Role System

Review and 
Approve Change

Ex. Dir. System

Start

Notify Finance

Ex.Dir. Manual

Assign a Number 
for the Change/
Adjustment

Staff Manual

File Change/
Adjustment 
Manually

Staff GMBA

Journal Entry

Notify 
Department of 
the Change

Staff Email

Receive 
Notification of 
the Change/
Adjustment

Staff Manual

End


