Budget Transfer Procedure — Banner 7

From time to time, a department may need to transfer Operating Budget amounts from one
account line to another. This is done in order to cover purchase requisitions that have been
entered on an account line which lack enough funds to cover that requisition as well as other
expenses or encumbered items already on that line.
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It is first necessary to determine the amount needed to be transferred from budget one line to
another. While looking at the FGIBDST screen Available Balance column, determine the
available amount on the line you would like to transfer from as well as the line you would like to
transfer to (where the Purchase Requisition will be entered). Be sure to consider the amount to be
left available on the line you are transferring from and what is needed on the line you want to
transfer to. Ex. Line 714040 Due and Subscriptions needs an additional $100 to cover a new
subscription that was not originally budgeted for, you may want to move $100 from account
714030 (where you have a positive balance available) to account 714040.

The Budget Transfer Form can be completed and sent to the Business Office. You can print out
the Budget Transfer form (from the next page) and write in ink the needed information as stated
below. The form itself is shown here:



COMMUNITY COLLEGE OF RHODE ISLAND

REQUEST FOR BUDGET TRANSFER

TO: BUSINESS OFFICE DATE:

FROM: REQUISITION #°S:

Please make the following budget transfer(s):

ORG./DEPT. FUND PROGRAM AMOUNT FROM TO
TO BE ACCOUNTH# ACCOUNT#
TRANSFERRED




e On the Budget Transfer Form, first write your name and department name in the “From”
line and then enter today’s date on the date line. Please initial next to your name.

e Enter the related Purchase Requisition number(s) in the section below the date line.

e Next, on the first line of the transfer section of the form, enter the Organization
(Department) number, Fund, Program, amount to be transferred, and the Account number
where you would like to move the funds from.

e On the line below that, enter in the same fields the information on the account where you
will be moving the funds to.

It is always possible that you may need to move $ from multiple account lines to one account
line or move $ from one account line to multiple lines. Just make sure that both the “From” and
the “To” columns on the transfer form are in balance (i.e. that your total transferred “From”
amount = the total transferred “To” amount).

Once the transfer document is complete, it may be a good idea to keep a copy for your records.
Send the original to the Business Office to the Attention of Ruth Barrington.

Once the document is received, it will be reviewed and depending on the situation, any
requisition numbers listed on the form may be overridden by the Business Manager so that the
requisition(s) can be processed by Purchasing as soon as possible.

The document will then be processed on Banner Finance and once completed, you will see the
completed transfers show on the FGIBDST screen.

If you have any questions, please contact Kent Gates in the Business Office at X 1114.
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