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MEMORANDUM FOR CAMPBELL BATTALION CADRE AND CADETS
SUBIJECT: Policy Letter # 14, Budget Procedures
1. This memorandum provides procedures for the handling of all Campbell Battalion funds designated for use by
the Military Science Department, so as to preclude fraud, waste or abuse of such funds.
2. The Department of Military Science obtains Campbell Battalion funds through the annual budget process, which
begins with the receipt of a budget preparation packet on or about 1 October and ends with the submission of the
packet on or about 15 December. The department’s next school year’s budget is received on or about 30 March.
The Campbell Battalion Fiscal year runs from | July to 30 June.
3. Duties and responsibilities:
a. Professor of Military Science
(1) Battalion commander who has overall responsibility for the budget.
(2) Supervise all expenditure of funds.
(3) Appoints personnel to assist with the control of the budget as necessary.
(4) Establish annual goals for the use of allocated funds through a department needs assessment.
b. Executive Officer
(1) Battalion budget officer; has physical responsibility for the budget.
(2) Approves all request for the expenditure of funds.

(3) Responsible for completing the annual budget preparation packet.

(4) Reviews the department budget monthly in order to maintain control and to conduct a month to month
trend analysis.

(5) Communicates with the Campbell University Controller’s office as necessary, to report discrepancies or
changes.

(6) Coordinates with the Campbell University purchasing office as necessary, to purchase authorized
equipment.

(7) Signs all voucher requests for the expenditure of funds, except when the funds are to be recouped by the
XO. In this case the voucher must be signed by the PMS.

(8) Ensure all expenditures are tax exempt.

(9) Verifies monthly budget records/printouts on a continuing basis.






