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Budget Amendments
What is a Budget Amendment?  
Budget amendments, previously known as Budget Transfers, move budget from one chartfield string to another.  
Why would I need a Budget Amendment?

Budget amendments are used to reallocate available budget according to a set plan.  

Expenses should be budgeted at an account level according to your department spending plan.  

Budget amendments should not be used in lieu of Transfer of Expenses (TOE) which move actual expenses after they have posted.
Who should request a Budget Amendment?   
The department allocating budget should initiate the budget amendment request.  
When do I submit a Budget Amendment?

Inter-Department budget amendments, from one Department ID to another, are accepted year-round.  

Intra-Department budget amendments, within the same Department ID, are accepted in September and March.  
How do I complete a Budget Amendment?
Below is the step-by-step process for the Budget Amendment Request Form. 
Step 1:  Download the Budget Amendment Request Form from the University Budget Office website.

Step 2:  Complete the form.
· Below is a list of the form columns and description on how to complete them.
	Column
	Column Name
	Description

	A
	System use only (blank)
	No data entry needed - Leave blank (Hidden)

	B
	Account Type
	No data entry needed - Leave blank

	C
	Account
	Enter expense account # beginning with a 6xxxxx

	D
	Fund-Department
	Select from the drop down or type as formatted in the example below. 
*There must be a space, dash, space between Business Unit - Fund - Dept 

  Ex. SBCMP - SB001 - D0400

	E
	Class
	If required, enter class code for chartfield string

	F
	Project
	If required, enter project code for chartfield string

	G
	Budget Scenario
	Choose from drop down: DEPTADJ for one-time transfers or ADJBASE for permanent baseline transfers

	H
	Journal Line Description
	Enter an explanation for each line using 30 characters or less 
*Lines should begin with TO Account-Dept or FR Account-Dept followed by a brief
  description to identify the transaction.  See example on page 2

	I
	Ledger Group
	Choose STD_BUDG from the drop down

	J-U
	Jul – Jun
	Enter the amounts being moved to (+) and from (-) the chartfield strings in the current month 

*Total of this column must net to zero

	V
	Total
	No data entry needed – 1st cell auto populates

	W-BV
	Jul – Jun / Total (repeated)
	No date entry needed – Leave blank (Hidden)


· Example of completed 2-line budget amendment – not all columns are visible on this example
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· Tips for completing the Form
· Do not alter the form in any way.
· Do not use special characters in Journal Line Description (commas, periods, slash, % # $...) 

· Do not include cents on amounts being transferred.
· You must enter valid data in each cell or you will receive an error message.

· When copying and pasting into the form, Paste Special > Value. 

Not doing so will disable the drop-down menus and possibly cause data validation errors.

· If using the dragging option to copy information, make sure data is copied rather than sequential.
· All data must be entered between the blue lines.  Additional rows can be inserted as needed.

· Delete any blank rows between the blue lines.

· Use the Data Validation Excel feature to check for errors.
Navigation: Data tab > Data Validation dropdown (Data Tools) > select Circle Invalid Data
Invalid data will be circled and must be corrected.  

Step 3:  Submit the form.

· Email the completed Budget Amendment Request Form to your Division/College analyst.  
· Division/College Analysts will review the request for accuracy and create a Change Request to enter the Budget Amendment into Questica
· Incorrect or incomplete forms will be returned for corrections and resubmission.
Additional Tips for Managing Budget
· Budget cannot be transferred between business units.

· With the exception of lottery funds, budget cannot be transferred between funds.
· There must be budget available at the account level in order to move budget from that line.

Please contact your Division/College analyst or the Budget Office directly, x75134, with questions.
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