Procedure for Completing the 

Request for University Budget Adjustment Form

Effective Date of Procedure:
August 1, 2007

Overview and Purpose
The Request for University Budget Adjustment form is provided by the Office of Budget and Financial Analysis as a means for individual departments to request funding for unexpected or emergency expenses not supported in the department’s operating budget.  The Request for University Budget Adjustment form, however, is not to be used to circumvent the annual budget development process.  Also, the form should not be used as a mechanism to request Foundation funds.

Scope
· Office of Budget and Financial Analysis

· Department Budget Managers

· Vice Presidents

· President

Procedure Detail

University of Mary Washington

Request for University Budget Adjustment

Instructions

The Request for Budget Adjustment form is available in the Forms section of the Office of Budget and Financial Analysis home page at:

http://www.umw.edu/budget

· It is anticipated that the Request for University Budget Adjustment process will be handled electronically.

· Completed Budget Request Forms forwarded as an email attachment will be accepted as the sender’s signature.

· All shaded fields must be completed before forwarding to the Office of Budget and Financial Analysis.

Document Approval Flow:

1.
Requestor will complete, sign and date. The requestor will then forward to appropriate Vice President.

2.
Vice President will review; and if recommends, sign and date. The Vice President will then forward to Office of Budget and Financial Analysis.

3.
Office of Budget and Financial Analysis will review, and indicate a recommendation for the President.  Any questions concerning the request will be directed to the Vice President forwarding the request.  The Executive Director of Budget and Financial Analysis will detail any recommended modifications or reason(s) for not recommending the request.  The Executive Director of Budget and Financial Analysis will sign and date, then forward to the President.

4.
The President will review and indicate approval (with or without modification), sign and date.  If denied, the President will sign, date and provide additional information as needed.  In either circumstance, the request will be returned to the Office of Budget and Financial Analysis complete any required budget transactions.

5. 
The Office of Budget and Financial Analysis will ensure both the Vice President and Requestor receive a copy of the request. If approved, the copy will include the Journal Entry number and date entered into Banner.

Required Information
The Request for University Budget Adjustment will be initiated by the Department requesting the additional funding.

Request:

Brief description of need

Affected FOAPAL:
Provide the FOAPAL string to be affected by the adjustment. 





Fund, Organization, and Program are required.





(Activity Code and Location are optional)

Org Description:
Provide the Org name

Duration of Request:
One-Time (current fiscal year only) – A one-time budget adjustment affecting the current fiscal year only

Example: Funding for needed equipment or repairs.

Permanent (continuing funding requirement) – An adjustment affecting both the current and future fiscal years


Example:  A salary adjustment or new position.

*Some budget adjustments may have both One-Time and Permanent funding implications. Example: A new position may have a one-time operating requirement (e.g., personal computer) in addition to ongoing salary and fringe benefit costs.  Further, a new position with salary and fringes at $40,000 hired mid-year would have a current year cost of $20,000 and an additional $20,000 adjustment (for a total ongoing cost of $40,000) for the next fiscal year.

Amount Requested (Current Year):
Enter the amount, in whole dollars, of the adjustment requested for the current fiscal year.

Additional requirement for Next Fiscal Year (s): Enter the amount, in whole dollars, of



the permanent funding adjustment requested for the next fiscal

year. It is assumed this amount continues for all subsequent fiscal years.

Justification:
Provide a detailed justification for the requested adjustment.  Include all information necessary for a thorough review of the request, such as why the request cannot be supported within current funding levels. 

Requested by: 
Indicate the individual initiating the Request for University Budget Adjustment and the date of the request.  E-mailed copies in lieu of live signatures are acceptable. The requestor will forward to the appropriate Vice President for review.

Reviewed and 

Recommended by: 
Indicate the Vice President reviewing and recommending the budget adjustment, and the date of the review. E-mailed copies in lieu of live signatures are acceptable. The Vice President will forward the request to the Office of Budget and Financial Analysis.

The approval process will continue following the Document Approval Flow detailed above.
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