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Salary Budget Reconciliation Form Instructions

Section A: Position Information (Filled in by Budget Office)

· Employee Change, Re-class, IRP, New Position, Delete Position, Other: Check the box according to the reason for the Salary Budget Reconciliation.

· Effective Date: Enter the starting date that funding is required.

· Fraction: Enter the position fraction (Example 1.0 or .5).

· Position #: If the position is currently established, enter the PeopleSoft position number assigned (Example: 00001234).  Position numbers for new positions will be assigned by the Budget Office when the position is created.

· Job Code: Enter the four digit job code associated with position description. (Example: ASA, I = Job Code #1032)

· Department: Enter the department name where the position is located.

· Range/Level: Enter the range or level of the position.

· Incumbent: Enter current employee name, or if this is a newly established position, enter "Vacant".

· Position Title: Enter the title of the position being affected. (Example: ASA II)

Section B: No Change Required

· Check box if funding changes are not needed and provide account string information.

Section C: Current Year / Permanent Year Funding / Savings Sources

The Budget Office will check the box for either “Salary Funds Needed” or “Salary Savings”, and enter the current year and permanent basis funding needed or available.

· Current Year Funding/ Savings Source(s):
· From: Fill in the chartfield value to be used to cover the costs/ or receive the savings associated with this position for the current fiscal year. If using more than one funding source, enter the chartfield value for each and the amount to be associated with each one.

· To: Fill in the chartfield value where the position salary costs will be charged or salary savings will be transferred to. 
· Permanent (On-Going) Funding/ Savings Source(s):
· From: Fill in the chartfield value to be used to cover the costs/ or receive the savings associated with this position on a permanent basis. If using more than one funding source, enter the chartfield value for each and the amount to be associated with each one.

· To: Fill in the chartfield value where the position salary costs will be charged or salary savings will be transferred to on a permanent basis beginning the next fiscal year. 
Section D: Approval

· Print the form and obtain the authorized signature.

Section E: Notes

· Provide any additional notes that would assist the Budget Office.

Section F: Salary Reconciliation Tools

· Annual salary expense query can be ran in PS HR, to determine funding level in each account and the Data Warehouse report shows current baseline amounts. DW> Transaction Inquiry> Budget Reports>Budget Transactions. Be sure the Scenarios include ADJBASE, BASE and NEW.

Section G: For Budget Use Only

· Budget Office use only.


