
The Fiscal Division is encountering invoices and purchasing requisitions that divisions have coded with account numbers that do not have any budget.  Please make sure you use ONLY the line items (accounts) that are listed on your budget.
If you need to move money from one line item to another line item then the instructions for doing so follow.

These instructions are for use by each division in preparing budget revisions for the current year's operational budget as well as budget changes affecting a division’s permanent or continuing budget. 

Budget Revision Responsibility:
The Division Director is responsible for the integrity of the budget in all areas (operating, equipment, and transfers). All budget revisions must be approved by the Director or written designee and submitted to the Fiscal Division. Written delegated authority to a designee from a Director must be on file with the Fiscal Division.
Budget revision requests may be submitted on a facsimile of the form or electronically. The Budget Revision Form (BUD001) may be obtained online or from the Fiscal Division (807-2444). 
Budget revisions requests must be submitted on the BUD001 form for transfers between expenditure accounts. Sufficient justification for these transfers should be provided on the budget revision. All revisions must be approved through this process prior to incurring any commitments or expenditures.

Instructions for Completion of

Budget Revision Form (BUD001)

Division: Enter the name of the division.

2-3 Word Description: Enter a short description (title) of the budget revision

FUND: Enter the four digit FUND number for the division with primary responsibility for the referenced transfer. (3)
Revision #: Please number your budget revisions sequentially within each year for your FUND.  Example   # 4000 0708 1, i.e.  FUND Year and first revision

Account: Using your BD701 as a template, enter the six digit budget level expenditure account (53XXXX) for expenditure revisions. (1) & (2)
Current Year: 

$ Amount: Enter the dollar amount, in whole dollars (no cents), of the revision related to the current year and account referenced on each line. 

I/D: Indicate whether the particular line of the revision is an Increase or Decrease 

Justification: 

When requesting a budget revision to accommodate a funding requirement, justification is required outlining the proposed use. Justification citing the specific goal as approved in the division’s most recent budget or rationale supporting a new goal/object indicating how it enhances the mission of the division is to be included. 

(Sample)
	Expenditure Account
	INCREASE
	DECREASE

	
	
	

	533110  General Office Supplies
	
	$ 250

	532590 Rent/Lease Other Prop
	$  250
	

	Balance
	$  250
	$ 250


 For Example:   Funds for rental of a trade show booth space were not included in any line item for a Division’s approved budget.  Funds are available in other line items and the division will only be doing this for one year.  Next year, they will not participate in the trade show.

1.
Request that we transfer funds from your funding source (your existing line account) to the proper account for the rental of the booth space.

2.
If you are not sure which line item to use for your expenditure, then you must call the Budget Officer for assistance.  They will walk you through the process.

The Prepared By line should identify the person in your division preparing the revision to whom questions may be addressed. 

The Authorized Signature must be the Division Director or designee. Designees may be identified (or revoked) through email notification from the responsible Director to the Fiscal Division. This notification will authorize the designee to approve "paper" revisions and electronic submissions.

 Please remember that the bottom line of all expenditure account budget revisions (accounts 5321XX – 5359XX) in a submission must equal "zero" when adding and subtracting Increases. 
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Budget Office Use Only

JV #

Division  NAME: Legal  FUND#  3000

2-3 Word Description (title) of Transfer: Transfer funds for booth space in DC Revision#  3000070801

(complete justification at bottom)                                                                   

(1) (2) (3) (4)

Expense Account Title Expense Account FUND Current Year

Number $ Amount   I/D

General Office Supplies

533110 3000 250 $               D

I=Increase Budget

Rent/Lease Other Prop

532590 3000 250 $               I

D=Decrease Budget

Whole Dollars Only

                 

    (7) Justification: 

Transferring funds from General Office expense account to the Rent/Lease Other Prop Expense account for registration 

for a conference in DC.

             Prepared By    Phone       Date       Authorized Signature
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		Budget Revision Request

																Page _1__ of _1__

		Budget Office Use Only

												JV #

		Division  NAME:				Legal								FUND#		3000

		2-3 Word Description (title) of Transfer:				Transfer funds for booth space in DC								Revision#		3000070801

		(complete justification at bottom)

		(1)		(2)		(3)		(4)

		Expense Account Title		Expense Account		FUND		Current Year

				Number				$ Amount		I/D

		General Office Supplies		533110		3000		$   250		D				I=Increase Budget

		Rent/Lease Other Prop		532590		3000		$   250		I				D=Decrease Budget

														Whole Dollars Only

		(7) Justification:

		Transferring funds from General Office expense account to the Rent/Lease Other Prop Expense account for registration

		for a conference in DC.

		Prepared By						Phone				Date		Authorized Signature






