
Business Administrator
Kristopher Williamson

1 Valley View Drive
Cortland, NY 13045

(v) 607.758.4100 (f) 607.758.4109
kwilliamson@cortlandschools.org

To: Department Leaders

From: Kristopher Williamson, Business Administrator

Date: Wednesday, November 6, 2024

Subject: Budget Development Guidelines for 2025-26

For this upcoming budget cycle, I would like to provide an opportunity for staff to share in the budget planning
process. I will be meeting with your building principals and will review my expectations for this year’s budget
process with them. Please do not hesitate to ask your principal or myself if you have any questions.

Enclosed you will find some forms to help you with the budget request process. I ask that you coordinate with the
staff in your department to fill out these forms and submit them to your principal for approval. All initial budget
requests will be due to the Business Office by 4pm on Monday, December 16, 2024. Please ensure that your
principal receives your requests in a timely manner.

The following is a basic description of each form.

● Department Leader Survey. This form is used to gather information about the financial needs of your
department. Please be as thorough as possible as you answer these prompts. You can attach
additional pages, as needed. Please use #4 of this survey to provide me with any additional budget
needs, beyond those for which you already have budget codes.

● Form B - Budget Requests. This form must be filled out for each budget code in your department.
These should already be pre-filled with budget codes for your department. Please attach additional
pages, as needed.

● Form SME - Supplies/Materials and Equipment Requests. This form should be completed alongside
the corresponding Form B to indicate details regarding the projected or anticipated expenses related to
Supplies, Materials, or Equipment needs.

● Form O - Other Categorical Requests. This form should be completed alongside the corresponding
Form B to indicate details regarding the projected or anticipated expenses related to expenses not
covered by Forms T or SME.

All forms are available for printing from the District Website on the Business Office Page. For any request that is
not contained in a form above, please provide this in writing to your principal to be submitted for consideration.

I appreciate the time you will take to help make sure your department is heard. I cannot guarantee that all
budget requests will be granted, but I will strive to meet as many requests as possible.

https://docs.google.com/document/d/1CTSPi8iV2SyKXbEZol4xDa6GchljC1qs/edit?usp=sharing&ouid=115125824730221527383&rtpof=true&sd=true
https://docs.google.com/document/d/1CTWXd9JXoAJ6pBSVncAYjRpfKPGRAp5E/edit?usp=sharing&ouid=115125824730221527383&rtpof=true&sd=true
https://docs.google.com/document/d/1JJxrIURtbJnctrL2FAXYPsDKtasWMukZ01R2WycvOo8/edit?usp=sharing
https://docs.google.com/document/d/14JUtAoi_0lAdVWCc3jjXkm-JCFHZG6NWWNUIqNRWP00/edit?usp=sharing

