Instructions for Completion of


Request for Budget Adjustment (Payroll & Non-Payroll)


Schedule J








This form is available on the Budget web site in the Budget Adjustment section.  It can be downloaded and completed by hand or as an Excel spreadsheet.  However it must be submitted in hard copy with appropriate signatures.





From:  Enter School or Department





Contact Name & Phone:  Enter name and phone number of person who can be called for further details about the requested change.





I.  Requested Salary Changes:  For adjustments involving salaries, check appropriate box.  Attach Position Information Questionnaire, justification letter and other forms required by HR if applicable.  





II.  Reason for Budget Adjustment:  Briefly explain (1) why currently funds are no longer required where budgeted and (2) what unbudgeted requirement is being funded.  Add any other information that will help understand the new requirement can be included.  If  background information already exists it can be attached.  Include only one “purpose” on each Schedule J.





III.  Financial Information:  Show changes for each fund, organization and account involved and show HR Line # where salaries are involved.  





BUDGET ADJUSTMENTS MUST TOTAL TO ZERO ON THE BOTTOM LINE.





Changes should be show as whole dollars only.  Show increases as “ 4,123 ” and decreases as “ (4,123) ”.  If completing the form in Excel and only expenses and transfers are involved a sum formula can be inserted into the “Net Change” cell to verify total is zero.  If revenue is involved, a simple sum formula cannot be used.





Use the “Other Information” column to explain special circumstances, show the source of a transfer, identify fiscal period to which change should be posted, etc.





Check whether this is a permanent or temporary change per Budget Policy BDPL 10.





Request should be signed by a department head or director.





IV.  VP/School Approvals:    School Dean or Administrative Dept Head signature are required in Section III and/or IV.   Forward for higher approval requirements as established by your VP.





V.  Submit to:  Budget Office


                                                                                                                      Revised: 09/01











