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IRA Advisor Appt. Form
• Advisor Eligibility Requirements 

o Employee of the University. ASI employees are not eligible to 
serve as Advisors. 

o Must identify a second advisor if they are on leave of absence 
during any part of the year. 

o Approved by his/her immediate Supervisor or Department 
Chair. 

o Approved by Dean and/or Division Head.



Budget Request Packet

Request Form

Line-Item Explanation

Budget Questionnaire



1. IRA Budgeted Group: your organization's name

2. Budget Year: FY 2023-24

3. Type: Annual Budget Request

4. Signatures : Financial Services is accepting electronic 
signatures/approval. There are three options on how to
complete this process.

✓ Printed Paperwork –manually sign, and scan or take a 
picture of paperwork. PDF and JPEG files are acceptable.

✓ Adobe Sign using Acrobat – Use Adobe Acrobat to create 
your own personalized signature and electronically sign 
the document.

✓ Type your name – Type your name in the signature field.
Then email the document to Financial Services
at asifs@cpp.edu. Keep reading! When you email the form, 
copy (cc) two authorized signers on your account. One 
student authorized signer (other than yourself) and an 
advisor. Both the authorized signer and advisor can reply 
to your email with “approved.” Financial Services will
save the email as proof of approval.

Required
Sponsor Academic Department or Organization 
Academic Advisor
Only one student signature is requiredB
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• Current Budget
• Numbers from your most recent approved 

budget reline

• FY 23-24 Budget
• Budget Request numbers for 23-24

• Difference
• Auto calculates the differences between Current 

Budget and FY 23-24 Budget

• For office use only

• Added: Committee Recommendation & 
President Approved Amount Lines



Line-Item Explanations
• Description Detail/ Explanation

o Line-Item Description Auto populates from Budget Request 
Form

o Non-IRA Sources of Funds Full disclosure of all other funding 
sources (i.e., Foundation or state accounts)

o Make sure to include your calculations and assumptions for each 
line item. i.e. Conference $ 5,500

o Airfare $250 X 10 Students = $2,500

o Lodging $150 X 5 Rooms X 3 Nights = $2,250

o Meals $25 X 3 days X 10 Students = $750

• Per Student Rate / Number of Students (Expenses)
• Number of Students : Projected attendees

• Expense / number of students

i.e., Conference $5,500 $5,500 / 10 students = Rate $550

• Column A - FY 23-24 Budget
• Auto Populates from Budget Request Form

• Column B - Non-IRA Budget Request
• Auto Calculates ( A-C)

• Column – C- IRA Budget
• Income Section IRA Budget Allocation

• Expenses Section to spend IRA Allocation





Scoring 
Rubric

The committee uses the Rubric to evaluate 
and score budget proposals.



IRA Fee Revenue

Fee Per 
Student *

Enrollment 
Headcount

Total IRA Fee 
Revenue

• IRA fee per student does not change from year to year

Factors that can that can affect your IRA budget allocation

1. Projected enrollment

2. Possible addition of new IRA groups

3. Anticipated increases in funding request for existing groups



IRA Funds

Fee Per 
Student *

Total IRA Fe 
Revenue

• IRA fund prohibits state-funded and state-sponsored 
travel to these states:

1.Alabama
2.Arizona
3.Arkansas
4.Florida
5.Georgia 
6.Idaho
7.Indiana
8.Iowa
9.Kansas
10.Kentucky
11.Louisiana
12.Mississippi

13.Montana
14.North Carolina
15. North Dakota
16.Ohio
17.Oklahoma
18.South Carolina
19.South Dakota
20.Tennessee
21.Texas
22.Utah
23.West Virginia



Things to Remember

➢ Budget Requests are due to Financial Services on March 10, 2023, by 5
pm

➢ Only requests submitted on the new forms will be accepted

➢ All Budget requests must be typed, signed and fully completed

➢ No need to budget for carryover (unspent IRA Funding will be centralized & used 
for next year’s allocation)

➢ Gray Shaded Cells = not required

➢ Green Shaded Cells = Automatic Populated/Calculated

➢ Blank Cells= write in required



Contacts

• lmrotunni@cpp.edu

Lisa Rotunni 

Executive Director

Academic Resources

IRA Co-Chair

• asivicepresident@cpp.eduASI President 

IRA Co-Chair

CFO, ASI
• imcabezas@cpp.edu

Ivonne Cabezas 

Associate Director of
ASI Financial Services

Microsoft Teams Video/Telephone Call

Please use individual staff email addresses to 

connect

Arven Ariola

Budget Analyst

Janette Santana

ASI Financial Services 

Manager

• jksantana@cpp.edu

• acariola@cpp.edu

Aliza Ortega
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mailto:imcabezas@cpp.edu
https://www.cpp.edu/od/resource-kits/virtual-instruction-remote-work/microsoft-teams.shtml
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Email: asifs@cpp.edu
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