SCHEDULE 4

ESTIMATED CHANGES TO TRANSFERS

INSTRUCTIONS
IGNORE THIS FORM IF:  

· You do not have any transfers in your budget and will not in the new budget year. 

· Your only transfers are Jesuit or Minority Faculty transfers; these will be budgeted by the President’s Office.

· Your only transfers are internally offsetting; such as Dean’s Levy or Dept Levy.

· The transfer change results from a revenue adjustment; show it on Sch 2 under related expense change and do not repeat it here.

COMPLETE THIS FORM IF: 

· You have any other transfers not excluded above; even if they remain unchanged.

· You currently do not have transfers in your budget but expect to add some in the new budget year 
· Debt and interest transfers will change or be added in the new budget year.
· You have transfers that will end next budget year.
Completion Instructions:
1.       Enter New Budget Fiscal Year at the top of the schedule.
2.         School or Admin. Department Name – Enter name of School or Department name.

3.         School or Admin. Department Org. No. – Enter name of School or Department Org. number.

4.         Col 1 -Transfer Account Number – Enter the general ledger account number of the transfer. (HINT: Refer to  your Schedule D Transfer Detail Forms that were submitted when the current year’s budget was turned in last spring, to see what individual transfers you have budgeted currently).    

5.  
Col 2 -Dollar Amount in Current Year Budget – Enter the amount of the individual transfers in your current year budget.  (See your Schedule D’s for your current detailed transfers).

7. Col 3 - Dollar Amount in New Year Budget– Enter the estimated dollar amount of the transfer expected in the new budget year.  This could be $0 if the transfer is eliminated, or it could be an increase or decrease to an existing transfer, or it could be a newly added transfer not in the current year’s budget.
8. Col 4 - Dollar Amount Related Exp Incr/Decr – Show any increase or (decrease) to expenses related to the change in transfers (see sample provided on website).
9. Col 5 -Description of the Transfer—Enter a brief description of the transfer.  (HINT: Use the description shown on your detailed Transfer Forms (Schedule D) prepared for the current year’s budget.   

10. Col 6 - Explanation for New Budget Year Change–Provide a brief explanation of the estimated change to the transfer expected in the new budget year.  Explain the type and purpose of related expenses; expenses must be directly related to the change in transfers. 
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