


BUDGET TRANSFER PROCEDURES


Budget transfers are requests from departments to move funds from one account to another account or from one department to another, after the original budget has been established.  Transfers are prepared to 1) correct the department’s originally submitted budget; 2) move funds to accommodate a change in a department’s planned expenditures; or 3) perform University-wide budget reductions/increases due to income or State Subsidy changes, university wide salary increases, or emergencies. To insure correct reporting to the Ohio Board of Regents all expenses must be charged to the department that is actually using them.  No department should buy items for another department, but a transfer of funds can be done.

Please note on the Budget Transfer forms the “FROM" is a credit which reduces the budget and the “TO” is a debit which increase the budget.  


AVAILABILITY OF FUNDS

To prepare a transfer between accounts, there must be a positive balance in the account from which the transfer is being made on the “Statement of Operations” report in the “century” total (i.e. accounts in the 0300, 0400, etc. series) and the individual account code.

To prepare a transfer between departments, there must be a positive balance in the department from which the transfer is being made on the “Statement of Operations” report in each of the following categories: the “Grand Total” for the department, the “century” total, and the individual account code.  If the “Grand Total” is negative, a budget transfer can still be made if the department has either income or interdepartmental income that is tracking on schedule (i.e. 25% of the fiscal year’s income has been received after 25% of the year is completed). 

Budget Transfers cannot be prepared between departments in different fund groups (Unrestricted Operating, General Fee, Auxiliary, Restricted, or Agency).  You can move an expense by sending a journal entry to Controller’s Office.

SALARY LINES

Per the 9/94 guidelines issued by the Provost and the Vice President of Finance, “funds in full time salary accounts cannot be transferred or used for purposes other than that designated by the expense code without the approval of the appropriate Vice President.  In the case of released time funds (account 0159), it is assumed that the first call for these funds will be to cover departmental teaching costs; other uses must be approved.”  

All transfers FROM or TO accounts 0105,0110, 0111, 0120, 0121, 0123, or 0130 must have the Provost’s or appropriate Vice President’s signature.  
 
All budget transfers FROM or TO full time salary accounts must include position numbers.

All transfers FROM or TO any salary account must include the corresponding fringe benefit amount listed below.

Non Faculty 	  			Fringe Code		Fringe %
0105 Uncommitted			0210			35
0110 Ft Amin Sal 12 Mo			0210			35
0111 FT Admin Sal 9/10 Mo		0210			35
0112 Salaried Overtime			0210			35
0130 Ft Class 12 Month			0210			35
0131 Ft Class 9-10 Motn		0210			35
0132 Classified Overtime		0210			35
0115 PT Admin Sal			0211			20.5
0135 FT Classified Wages		0211			20.5

Faculty
0120 Ft Instruct Sal 9 Mo		0212			35
0121 Ft Instruct Sal 12Mo		0212			35
0122 Ft Faculty Leave			0212			35
0123 Res/Oth Admin Assign		0212			35
0159 Released Time			0212			35
0116 FT Admin Sal Summer		0213			20.5
0125 PT Instruct AY & CE		0213			20.5
0126 FT Instruct Summer		0213			20.5
0127 PT Instruct Summer		0213			20.5
0128 PT Research/Other Summer	0213			20.5

Students
0151 Student Non Work Study		0214			5.0
0152 Graduate Assistants		0214			5.0
0153 Students in PERS			0214			5.0
0154 GA Stipend only			0214			5.0
										                           
	
STUDENT PAYROLL LINE

The budget for workstudy and non workstudy student employees must be put into the 0151 line.  The workstudy students will be charged to the 0150 line and your federal funds will be put into the 0158 line.  For monitoring the budget these three line are considered together.


GRADUATE STIPENDS AND FEE WAIVERS

The funds that are allocated from the College of Graduate Studies for graduate stipends and fee waivers can only be used for these purposes.  The funds can only be transferred between accounts 0152, 0154, and 0255.  Include the fringe amount with graduate payroll accounts (0152 and 0154) when making transfers.


EQUIPMENT

The limit on the cost of items considered as “equipment” is $2,500 per item.  Any single piece of equipment that costs less than $2,500 should be budgeted and purchased out of one of the 0300 lines - Supplies.   


TRAVEL

0410 is used for all travel off campus including conference registration fees.  0415 is used for conferences and meal held here on Cleveland State University’s campus.


CARRYOVER (CARRY FORWARD) (0999)

The use of carryover funds must be approved by the Vice President, except in the Provost area (as of January 2008).


COST SHARE, FACULTY DEVELOPMENT, STARTUP AND SUMMER UNDERGRAD

The above accounts that include a number in the Project field require special actions.  During the close of the fiscal year all individual account lines will be brought forward to the new year exactly as they stand at the closing.  They are not netted together and brought forward in the 0999 line as the regular departments are, therefore budget transfers need to be made throughout the year to cover all negative lines or they will remain in the system year after year.    

All cost share transfers must follow the Office of Sponsored Programs and Research Cost Share Account Procedures approved October 28, 2011.


SIGNATURES

Please follow the current approved signature policy.  Budget transfers can be sent to the Office of Budget & Financial Analysis via either hard copy or e-mail attachment.  If sent by hard copy, there must be the signature of the highest responsible person.  If sent via e-mail, the e-mail must come from the e-mail account of the highest responsible person.  The Office of Budget & Financial Analysis will keep a print out of the e-mailed memo and the budget transfer for documentation.  Current Signature Policy 6/12/1996 for Unrestricted Fund Budget Transfers:

	Type					Signatures
	Intra-departmental, non-personnel
	Department Head

	Intra-Collegial, no net change in Personnel & total
	Department Head, Dean/sector VP

	All Others
	Department Head, Dean/sector VP, and Provost or designee, if academic sector



REASON FOR REQUEST

The reason for request must be completed.  The reason must be for legitimate operations. The expenses must be used for the running of the department.  

PERMANENT OR TEMPORARY BUDGET

Please designate if the transfer is for the permanent or temporary budget.  The temporary budget is what is actually being expensed during the current fiscal year.  The permanent budget is for permanent changes to your departmental budget, such as eliminating a position.  The permanent budget will be the base for your next fiscal year budget.

WHOLE DOLLARS ONLY - NO CENTS

Do not include cents on the budget transfers.
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