
Budget Adjustment Reference Sheet

Adjustment
Prepared 

By Description Accounting Backup Posting Target

Intra Faculty Units Within Fund 110000 and within the Faculty 
Organization

Both the Increase and the Decrease must be to 
expenditure Accounts and appropriate Program 
within fund 110000

Backup should include the reason for the transfer and 
the appropriate authorization. This back up may be 
retained by the faculty, but it is advised that a copy of 
the backup be sent to B & G for central filing.

1 week from 
completion

Intra Faculty 
Intra Fund

Units Within the Faculty Organization but from Fund 
110000 into Funds with predecessors of 1240 
(12400,12500,12600,12650) and 1270 (12700)

An Expenditure Account in Fund 110000 will be 
decreased and an expenditure Account in the 
corresponding unrestricted fund will be increased. 
Both entries will use the appropriate Program for 
the Unit.

Backup must be sent to your Budget Accountant prior 
to posting and should indicate the reason for the 
transfer and appropriate authorization for the transfer. 
Amounts transferred to these funds must be for the 
purposes as defined by the funds (Research Start-up, 
Overhead, Other Allocations and Pooled & Individual 
Travel). Other allocations will be assessed on an 
individual basis.

1 week from receipt of 
backup

Inter Faculty B & G Within Fund 110000 but between Faculties or 
Units

Both the Increase and the Decrease must be to 
fund 110000 and an appropriate expense Account 
with the Unit Program, the transferring 
Organization will be decreased, the receiving 
Organization will be increased

The request along with backup explaining the reason 
for the transfer and appropriate authorization for the 
transfer must be sent to the Budget Accountant by the 
unit transferring the funds

2 weeks from date of 
receipt of request

Income Units Within Funds with Predecessor 1220 (12200) These entries will increase the expenditure 
Account (7XXXXX) and the revenue Account 
(5XXXXX) in the same fund. Program 0000 must 
be used for the revenue side of the entry, the 
expenditure side will use the appropriate Unit 
Program

Backup must be sent to your Budget Accountant prior 
to posting and must indicate the source of the revenue 
(Who paid the money to the University) and the reason 
for the payment (What good or service was provided 
for the payment)

2 Weeks from receipt 
of backup

Targeted 
Allocations

B & G Within Funds with Predecessor 1210 (12100, 
12101, 12102, 12103, 12105)

These entries will increase the revenue Account 
(Program 0000) and expenditure Account 
(Appropriate Unit Program) within the Fund

Backup will generally be provided by VP Academic or 
VP Admin for COPSE Funds. Back up for funding from 
other sources must include the name of the funder, a 
formal commitment to fund, generally a contract or 
other binding document and the nature of the program 
being funded. Any conditions on the funding should 
also be provided at time of set up.

1 week from receipt of 
backup
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Adjustment
Prepared 

By Description Accounting Backup Posting Target

Indirect cost 
of Research

Research 
Services

Within Fund 1215 (12104,12106) This entry will decrease the reserve Account held 
by the VP Research and increase allocations 
within units. In each case the appropriate Unit 
Program will be used

Backup will be provided by the VP Research Office 1 week from 
completion

Transfers 
from Trust

B & G Within Funds with predecessor 1230 (12300) These entries will increase the expenditure 
Account with the appropriate Unit Program and 
decrease the interfund transfer Account and 
Program 0000. They will also be accompanied by 
a JV processed by Treasury Services transfering 
the funds from the Trust Fund

Backup will be the transfer request submitted by the 
Unit and will include the name of the Trust Fund and 
the intended use of the funds

2 weeks from receipt of 
transfer request

.
Gifts for 
Operating *

Units/    
B & G

Within Funds with a predecessor of 1280 (12800) These entries will increase both the expenditure 
Account using the appropriate Unit Program and 
the revenue Account, Program 0000. Only 
58XXXX revenue Accounts may be used in these 
Funds

Generally because of the small dollar values involved 
there is no backup requirement. Significant donations  
( >$5,000) may require further follow up.

2 weeks from receipt of 
backup and at every 
month end

Operating 
Research 
Development

B & G From Fund 110000, Research Services 
Organization to Funds with predecessor 1290 
(12900,12970),Unit Organizations

These entries will decrese the expenditure 
Account in Research Services Organization, Fund 
110000 and increase the expenditure Account in 
the Unit Fund and Organization. In both cases the 
appropriate Unit Program will be used.

Backup will be provided by the VP Research Office 1 week from receipt of 
request.

* These entries are generally small dollar value and may be initiated by units if the funding is required immediately, B & G will process an 
  adjustment at month end to increase revenue and expenditure budgets to equal funds received.

February 2008 Page 2 of 2



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


