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Requesting Access to Funds for Self Service and E-Print

Requesting Employee should have their supervisor complete the online form located here: http://its.appstate.edu/forms

1. Select “Request Banner Account Options ”
[image: ]

2. Click “login,” enter your Username and Password, then press the Log In button
[image: ]

[image: ]


3. Select Add or Delete options for current users, then complete all fields marked with an “*”
[image: ]

4. Scroll down to “Banner Financial For Dept Users, and check “Financial Banner Self Service, Eprint, and Campus Budgets Dashboard
5. Enter Funds, or description of request. Scroll down and continue to add necessary information.
[image: ]




6. When form is complete, scroll to the bottom of the page and select “Submit”
[image: ]
Banner Finance Homepage

1.  Connect to http://www.appleap.appstate.edu/ and select System Access.  
[image: ]  

2.  Select Finance Home Page. [image: ] 
3.  Select an applicable topic in the center of the screen under Banner Finance Homepage heading. [image: ] 


Options include: 
A link to contact the Business Systems group
Instructions on getting set up for access to Banner Finance
Links to the Campus Budgets Dashboard
ITS Maintenance Schedule  Maintenance schedule from Information Technology Services
TSS Info on System Maintenance  Click to see information from Technology Support Services
Reset Password  To reset password before initial Banner Finance login or to reset expired password    
Log in to Banner Finance Self Service Access to Banner Self Service for any Banner module
E-Print Access to E-Print reports
E-Print – The Right Report for the Job Display list of E-Print reports by fund type
Reconciliation Form – Dept. Monthly Activity  Access to monthly financial Reconciliation Form (Excel spreadsheet format)
Banner Finance Training Manual Access to the online version of the Banner Finance Training Manual
Helpful Banner Finance Tips Display of Banner Finance Tips (also listed below in this document) 
Request New University Computer Account or Access to Additional Fund Codes Access to electronic forms to display the form to complete for a new University computer account or access to additional fund codes
Register for Finance Training Classes Click on this link to register for a Finance Training Class
Banner Chart of Accounts-- Revenue Accounts    Salaries and Benefits    Expense Accounts Access to complete listing of the revenue, salary/benefits, and expense accounts including individual descriptions
Closing Dates-Fiscal Year  Access to copy of yearly memo showing closing dates for current fiscal year
Helpful Banner Finance Tips 


1. 	When logging into Banner Finance Self-Service to perform a budget query, the desired fiscal year must be selected and the appropriate Chart of Accounts (either A or F-case sensitive) must be entered.  Fiscal years run from July 1 through June 30, so if this is 2013-14, please select FY 2014.

2.	If you encounter problems accessing your funds, please review the section entitled “Requesting Access to Funds for Self-Service and E-Print.”  If you still have problems, please contact the appropriate following person(s) by e-mail:  

 	  ●	Rachel Taylor – taylrrh@appstate.edu (State Funds)
	  ●	Amy Roberts – robertsaj@appstate.edu (Special Funds/Grants)
	  ● 	Laura Crandall – crandlllb@appstate.edu (Foundation Funds) 

3.   	Departments should enter only the fund (index) and account on Direct Payment Requests.

4.  	A Banner ID number is required on Direct Payment Requests, Travel Reimbursement Forms or any other form that previously required social security numbers. 

5.  	The Banner Self-Service Budget Queries requires selection of “Accounted Budget” rather than “Adjusted Budget” to drill down on an item.  Any item that appears blue can be researched further by placing the cursor on it.  When the entry changes to red, click once and the detail will display on the screen.    

6.  	Budget Pool information is found in the Quick Reference category of the Budget Section under Administrative Policies and Procedures, as well as the departmental and multiple line budget transfer sections of this training manual.

7.  	Banner Finance Self-Service (on-line) budget transfers can be made between/among any of the budget pools listed with the exception of the 719000 budget pool, but can only be made within an individual fund.  (Example:  the English Department may transfer between its’ 720000 and 750000, but cannot transfer from its’ 720000 to the Math Department’s 720000.)

8.  	The Banner Finance Self-Service (on-line) budget transfer rules require verification of fund availability before processing budget transfers (movement of funds must be in whole dollar amounts).

9.  	Please do not attempt Banner Finance Self-Service (on-line) budget transfers until original budget allocations are posted.

10.  	Please use your index number (same as fund number) on all Banner Finance Self-Service entries so that organization and program fields will populate automatically. 

11.  	Please remember to depress the command buttons using the mouse instead of depressing the enter key on the keyboard.  This will insure proper execution of the entry.  




Campus Budget Dashboard

1. Connect to Appleap homepage and select System Access:
[image: ]
2. Select Finance Home Page: [image: ]


3. Select Log-in to Campus Budgets Dashboard:
[image: ]

4. Enter your campus User ID and Password and press the Logon button:
[image: ]


5. Chart A Tab - Select which report you wish to view:
[image: ]

























6. Report 0010 - Budget Balance Summary – Lists all funds - can drill down on individual fund:[image: ]
7. Example after drilling down on Fund 101650:[image: ]
8.	Report 0020 – Budget Balances – Listing of all funds at account level – Over-expenditures displayed in red:
[image: ]
9. Report 0030 – Budget Pools – Operating Budget at a glance – includes accounts 614XXX, 619XXX and 7XXXXX.  Over-expenditures displayed in red.
[image: ]

10. Report 0040 – Budget Notice-State Funds – Displays State fund(s)/account(s) that are over-budget (continually updated-not once per month as previous practice).
 
[image: ]
11. Report 0050 – Operating Budgets-State Funds – Displays only State Funds (those beginning with 1) and only the accounts for which departments are accountable

[image: ]
12. Report 0060 – Encumbrances – Displays outstanding encumbrances by Fund-not drill down friendly
[image: ]
13. Report 0061 – Open Invoices – Lists any open invoices by Fund 

[image: ]
14. Report 0070 – Fund Activity for Date Range – Displays detail activity for any date range by fund.  Enter the beginning date, the ending date and the Fund Number.  Check the box to run in a new window, and press the run button:
[image: ]
Report 0070 – Continued:
[image: ]
15. Report 0080 – FZRABAL-Daily Report – Cash balance reconciliation for Non-State funds updated daily (Remember 227XXX Funds do not have cash-on-hand)
[image: ]
16. Report 0085 – FZRABAL-Monthly Report – Cash balance reconciliation at month-end for Non-State funds (Remember 227XXX Funds do not have cash-on-hand)  Select the month from the pulldown menu, check the run in a new window box, and press run:
[image: ]
Report 0085 – Continued:
[image: ]













17. Report 0095 – PI Grant Report – Project-to-Date – Project-to-Date Summary/Budget Balance Available by fund for Grants (those funds beginning with 55)
[image: ]
18. Report 0100 – Year-to-Date Activity-Excel – Displays all activity for each fund in separate Excel spreadsheet within a workbook per fund-if more than one fund, see tabs at bottom of screen.  Select Excel from the pulldown menu, check the box to run in a new window, and press run:
[image: ]
Select “Open” when the following box appears:
[image: ]

If you get another popup from Windows Security, enter your User ID and Password to continue.




Report 0100 – Continued      Notice the Tab for each fund at the bottom of the page:
[image: ]

19. Report 0110 – Checks Issued by Fund (fzraolri) – Checks issued by Fund
[image: ]
20. Fund List-Chart A – Listing of all fund numbers and titles with default orgs and programs and end dates for certain funds/grants:
[image: ]

21. Prior Year Reports:
0010P Prior Year Budget Balance Summary – Same as 0010 above for prior year (1 year only)
0020P Prior Year Budget Balances – Same as 0020 above for prior year (1 year only)
0050P Prior Year Operating Budgets-State Funds – Same as 0050 above for prior year
0085P Prior Year FZRABAL-Monthly – Same as 0085 above for prior year (1 year only)
00130 FYR Expense Comparison – Displays a three-year comparison by fund

22. PCard Tab – Pcard Folder– Select which report you want to view.  Please see notes in red that indicate P-Card transactions prior to January 16, 2014 will be accessed through the P-Card Folder/reports, and transactions after January 15, 2014 will be accessed through the BOA Works Folder/reports:
[image: ]
23. P-Card Report 0120 – P-Card Fund Summary – Displays grand total of P-Card transactions by fund, by date selected.  Enter the beginning date for the search, check the run in a new window box, and press run:
[image: ]
[image: ]
Drill down by clicking on the Fund number to get detailed information:
[image: ]

24. P-Card Report 0121 – P-card-Excel – Displays detail of P-Card transactions in an Excel spreadsheet by fund, by date selected.  Enter the begin date for the search, check the run in a new window box, and select run:
[image: ]

Select “Open” when the following box appears:
[image: ]
If you get another popup from Windows Security, enter your User ID and Password to continue.
[image: ]


25. P-Card Report 0122 – P-Card Reconciler Summary – Grand total of P-Card purchases by user for a specific date range (includes multiple P-cards).  Enter the begin date for the search, check the run in a new window box , and press the run button:
[image: ]

Select “Open” when the following box appears:
[image: ]
If you get another popup from Windows Security, enter your User ID and Password to continue.


[image: ]
26. P-Card Report 0123 – P-Card Reconciler Transactions - Detail of P-Card purchases by user for a specific date range (includes multiple P-cards).  Enter the begin date for the search, check the run in a new window box , and press the run button:

[image: ]
[image: ]




27. PCard Tab – BOA Works Folder – Select which report you want to view.  Please see notes in red that indicate P-Card transactions prior to January 16, 2014 will be accessed through the P-Card Folder/reports, and transactions after January 15, 2014 will be accessed through the BOA Works Folder/reports:

28. BOA Works Report 002 –Pcard Cycle Details for User Excel – Displays detailed P-Card transactions for selected date range in an Excel spreadsheet

Enter the beginning and ending search dates, check the run in a new window box, and press run:
[image: ]
Select “Open” when the following box appears:
[image: ]
If you get another popup from Windows Security, enter your User ID and Password to continue.

[image: ]

29. BOA Works Report 003-Pcard Cycle Fund Sum for User – Displays a dollar total of P-Card transactions for a specific date range in an Excel Spreadsheet (can drill down on each fund for detail).

Enter the beginning and ending search dates, check the run in a new window box, and press run:
[image: ]
Select “Open” when the following box appears:
[image: ]
If you get another popup from Windows Security, enter your User ID and Password to continue.


[image: ]

Click on the Fund to see details:
[image: ]

30. BOA Works Report 004-Pcard Cycle Card Sum for User - Displays total of P-Card transactions by user for a specific date range in an Excel Spreadsheet (can drill down on each fund for detail).

Enter the beginning and ending search dates, check the run in a new window box, and press run:
[image: ]








Select “Open” when the following box appears:
[image: ]
If you get another popup from Windows Security, enter your User ID and Password to continue.

[image: ]
Click on the Username to see details:
[image: ]









31. COA Tab (Chart of Accounts) 
[image: ]
32. Fzrbudpools-Account list – Listing of Budget Pools and the accounts that fall under each

Select Chart A, check run in a new window and press run:
[image: ]
Example of 731000 Travel Budget Pool:
[image: ]










33. Fzrfund-alpha Fund List-Alphabetic – Listing of Fund Titles alphabetically with termination dates:

Select Chart A, check run in a new window and press run:
[image: ]



[image: ]
34. Fzrfund-numeric Fund List-Numeric – Listing of Fund Titles numerically with termination dates:
Select Chart A, check run in a new window and press run:
[image: ]
[image: ]

35. Fzrfundhier-Fund Hierarchy – Listing of Fund Titles.  Includes default Organization, default Program, and termination dates:

Select Chart A, check run in a new window and press run:
[image: ]
[image: ]




36. Fzrorghier-Organization Hierarchy – Listing of Fund Titles by Organization:

Select Chart A, check run in a new window and press run:
[image: ]

[image: ]
37. Purpose Codes – Displays list of Programs and the related chart and title:

[image: ]

Summary of Campus Budgets Dashboard Reports

Chart A Tab
0010	Budget Balance Summary – Lists all funds by org - can drill down on individual funds
0020	Budget Balances – Listing of all funds at account level – Overexpenditures displayed in red
0030	Budget Pools – Operating Budget at a glance – accounts 614XXX, 619XXX & 7XXXXX
0040	Budget Notice-State Funds – Displays State fund(s)/account(s) that are overbudget (this report is continually updated-not once per month as previous practice)
0050	Operating Budgets-State Funds – Displays only State Funds (those beginning with 1) and only the accounts for which departments are accountable
0060	Encumbrances – Displays outstanding encumbrances by Fund (not drill down friendly)
0061	Open Invoices – List of open invoices by fund
0070	Fund Activity for Date Range – Displays detail activity for any date range by fund
0080	FZRABAL-Daily Report – Cash balance reconciliation for Non-State funds updated daily (Remember 227XXX funds do not have cash-on-hand)
0085	FZRABAL-Monthly Report – Cash balance reconciliation at month-end for Non-State funds (
(Remember 227XXX funds do not have cash-on-hand)
0095	PI Grant Report-Project to Date Report – Project-to-date Summary/Budget Balance Available by fund for Grants (those funds beginning with 55)
0100	Year-to-Date Activity – Excel – Displays all activity for each fund in separate Excel spreadsheet within a workbook per fund (if more than one fund, see tabs at bottom of screen)
0110	Checks Issued by Fund (fzraolri) – Checks issued by fund
Fund List-Chart A – Listing of all fund numbers and titles with default orgs and programs and end dates for certain funds/grants

0010P	Prior Year Budget Balance Summary – Same as 0010 above for prior year (1 year only)
0020P	Prior Year Budget Balances – Same as 0020 above for prior year (1 year only)
0050P	Prior Year Operating Budgets-State Funds – Same as 0050 above for prior year
0085P	Prior Year FZRABAL-Monthly – Same as 0085 above for prior year (select month)
0110P	Prior Year Checks Issued by Fund – All checks listed for a prior year (1 year only)
0130	FYR Expense Comparison – Displays a three-year comparison by fund

PCard Tab
0120	PCard Fund Summary – Displays grand total of PCard transactions by fund, by date selected
0121	PCard-Excel – Displays detail of PCard transactions in an Excel spreadsheet by fund, by date selected
0122	PCard Reconciler Summary - Grand total of PCard purchases by user for a specific date range (includes multiple P-cards)
0123	PCard Reconciler Transactions - Detail of PCard purchases by user for a specific date range (includes multiple P-cards)
BOA Works folder
002 	PCard Cycle Detail for User-Excel – Displays detailed PCard transactions for selected date range 
003	PCard Cycle Fund Sum for User – Displays a grand total of PCard transactions for a specific date range
004	PCard Cycle Card Sum for User- Displays total of PCard transactions by user for a specific date range

COA Tab
fzrbudpools-Account List – Listing of budget pools
fzrfund-alpha Fund List-Alphabetic – Listing of Fund Titles alphabetically (with termination dates)
fzrfund-numeric Fund List-Numeric – Listing of Fund Titles numerically (with termination dates) 
fzrfundhier-Fund Hierarchy – Listing of Fund Titles includes default Organization and default Program (with termination dates)
fzrorghier-Organization Hierarchy – Listing of Fund Titles by Organization

E-Print


1.  	Connect to Appleap homepage and select the Reporting tab and select E-Print.  
[image: ]

2.  	Log in using your Novell User ID and Password.  Confirm that “Repository” is set to Prod Banner Finance Chart A.  If  not, select from the pull-down menu.  Press the Enter button.	
[image: ]


3. 	Locate the desired report.  If not listed on the page, use the pull-down menu or click on the previous or next button.  When you have located the desired report double click the drill icon by the report name. 
[image: ]

4.  	Select the monthly report you wish to view.  If the report is not visible, use the pull-down menu or click the previous or next button.  Once located, double click the magnifying glass icon in the first column.
[image: ]















5.   	If you choose the Pick Values Manually option, and click the GO button, a screen will appear displaying all fund numbers assigned to your area. Click the box in front of the fund(s) you wish to view, and click the “Get the Report” icon; or type a specific fund number and click the GO button.  The Search Option allows you to type in a specific account number, and click the GO button.  The Range Option allows you to type a range of fund numbers (i.e., 109300 to 109350) then click the GO button.  After one of the options listed above has been selected, the list of funds you requested will be displayed.      
[image: ]

6.  	Click on the PDF icon.     
[image: ]

7.   	Acrobat Reader will open the first page of the first fund you requested, and will display a list of all the funds selected.  Click the fund you desire to view.     









E-print – The Right Report for the Job

Trust Funds – (Non-Grant:  22XXXX-339XXX & 660XXX-990XXX)

· FZRBDSC – Budget Balances Available (Summary of all accounts for a particular fund)
· FZRABAL – Cash Balance Reconciliation (Remember 227XXX funds do not have cash on hand)
· FZRODTA – Current Fiscal Year Detail of Activity (Daily and Monthly Reports)
· FZRADACTV – Current Month Activity – updated daily (Detail-current month entries)
· FZRAMACTV – One Month’s Activity – new one created at month end (may select any month)
· FZRAACTV-YTD – Year to Date Activity (Cumulative beginning with July 1 through the most recently completed monthly period)

Grants – (55XXXX)

· FZRAPTD – Project to Date Summary/Budget Balance Available
· FZRAGRANTS – Grants assigned to your Department
· FZRODTA – Current Fiscal Year Detail of Activity (Daily and Monthly Reports)
· FZRADACTV – Current Month Activity – updated daily (Detail-current month entries)
· FZRAMACTV – One Month’s Activity – new one created at month end (may select any month)
· FZRAACTV-YTD – Year to Date Activity (Cumulative beginning with July 1 through the most recently completed monthly period)

State Funds – (1XXXXX)

· FZRBDSC – Budget Balances Available (Summary of all accounts for a particular fund)
· FZRAbudget-notice – Over Budget Notices to Departments
· FZRODTA – Current Fiscal Year Detail of Activity (Daily and Monthly Reports)
· FZRADACTV – Current Month Activity – updated daily (Detail-current month entries)
· FZRAMACTV – One Month’s Activity – new one created at month end (may select any month)
· FZRAACTV-YTD – Year to Date Activity (Cumulative beginning with July 1 through the most recently completed monthly period)

Miscellaneous

· FZRABUDPOOLS – Banner Budget Pools
· FZRAORGHEIR – All Funds sorted by Org
· FZRFUND-ALPHA/FZRFUND-NUMERIC – Banner Fund Lists (Both display Grant termination date)
· PZRDPLS – Departmental Employee List (Banner ID, Name, Campus Phone, E-Mail address)
· FZRAOLRI – Checks Issued by Fund
· FZRAENC – Outstanding Encumbrances – list of open encumbrances by Fund








Subject:  Monthly Reconciliation and Over Budget Memo
From:  Betsy Payne paynebp@appstate.edu
Date:  Fri, DD MMM YYYY 14:53:53 -0400
To:  staffinfo@appstate.edu

Those responsible for managing all fund types of University Resources (i.e., department heads-or their designees, Principal Investigators, etc.) must complete the following activities each month:   (1) review monthly financial reports in detail; (2) complete the University Controller’s Office Departmental Fund Activity Reconciliation form and print a copy. This form is found at http://appleap.appstate.edu/banner-module-administrators/finance;  (3) sign the copy; (4) obtain the supervisors approving signature; and (5) retain a file with the approved monthly reconciliation(s) in the event the University or State Auditor(s) need to review the fund’s financial transactions.  A listing of e-print reports to aid in the reconciliation entitle, “E-Print-The Right Report for the Job,” can also be found at http://appleap.appstate.edu/banner-module-administrators/finance.     

Over budget memos for State Funds have been placed in E-Print with the report name fzrabudget-notice.  Please access the report, view your over budget items, and process any necessary budget transfers via the Banner Finance Self-Service module or Request for Budget Revision form.  If the fund has all positive account balances, no over budget memo will be found.  Any person with E-Print and fund security access to a particular fund can view the over budget memo(s).

Also, please remember the following:

1.  All budget entries must be processed with even dollar amounts (no cents).
2.  The budget period on the Banner Self-Service entry should always be 01 (regardless of the fiscal month).
3.  The report has not been programmed to include encumbrances (since that total could change because of shipping, taxes, etc).  Please estimate the total and include the item in your budget transfers to properly align departmental funds.
4.  In order to be posted to the Banner Finance System before the month is closed, the approved request(s) for budget revision(s) must be in the University Budget Office by the third working day from the current month-end. 

Thank you for your assistance in these matters.

Betsy Payne

-- 
Betsy Payne, Budget Director
Business Affairs
Appalachian State University
paynebp@appstate.edu
Phone:(828)262-6432
FAX:  (828)262-6472
[image: ]
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Basic Spending Guidelines by Fund Source
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1 Introduction
1.1 The university has a wide variety of sources of funds, each of which has its own spending characteristics. No set of guidelines can be written that addresses every possible expenditure decision which may arise. There are some basic rules, regulations, and precedents which are presented here, however, which can help to guide an employee in making wise spending decisions. These guidelines are provided to ensure that faculty/staff can carry out the university's mission effectively, while ensuring that fiscally wise, politically sound, and legal spending practices are followed. 
2 Scope
3 Definitions
4 Policy and Procedure Statements
4.1 All Sources of Funds
4.1.1 Appearance and Reasonableness Tests
4.1.1.1 For all potential expenditures from all sources of funds, the "appearance test" should be used, i.e., how would this purchase look to external constituents if placed on the front page of a newspaper? Another test that is useful is to ask the question "Is this expenditure necessary for a faculty/staff member to do his/her job or for the university to carry on its normal business?" The utilization of these tests should be documented to help to guide faculty/staff members in their decision-making. At all times, faculty/staff are encouraged to avoid the appearance of poor management of funds as well as the reality of poor management of funds. For proper separation of duties and internal control, all procurement requests should be initiated and signed by an employee, and approved by the supervisor. 

4.1.2 Exceptions and Interpretations
4.1.2.1 Every attempt has been made to make these guidelines comprehensive. There may be cases, however, which would fall outside the guidelines and yet be legal expenditures and in the best interests of the university. If a case occurs in which an individual believes an exception should be made to the guidelines, he/she should request through the Controllers Officer that an individual determination be made on a particular item. The Controller, or designee, will work with the department to determine the latitude available on the request, the university business purpose of the request, and other options which may be available. 
4.1.3 Responsible Person/Principal Investigator Responsibilities
4.1.3.1 The Responsible Person or Principal Investigator (individual responsible for the funds in a research project) has the responsibility to ensure that proper documentation procedures are followed for accounts or projects that he/she controls and that only authorized expenditures are charged to an account. Further, the Responsible Person must ensure that any accounts which he/she may control are reviewed at least monthly and any transactions which are incorrect or do not belong on a project are reported to the Controller’s Office. Finally, the Responsible Person is responsible for ensuring that he/she maintains a positive or zero cash balance on trust fund accounts unless specifically exempted from this requirement in writing by the Vice Chancellor for Business Affairs. 
4.1.4 Documentation Requirements
4.1.4.1 Documentation requirements for expenditures may be found in the Policy Manual at: 
· Petty Disbursing Fund Purchases
· Check Request Procedure
4.1.5 Payments to Employees
4.1.5.1 Regardless of funding source, payments to employees are limited to authorized reimbursements, authorized awards, or authorized salaries. Payments to employees for compensation for work must follow guidelines published by Human Resource Services and must be initiated through the payroll system. Personal reimbursements for items such as supplies, travel, or meals to an employee must be approved by an individual at a higher level of authority in the university’s organization. Personal reimbursements for items and supplies should be for emergencies only, not for the daily operational needs of the department. These purchases should normally be made with prior planning and through the purchase card, petty cash, or requisition process. Any such approved reimbursement must be documented appropriately for the expenditure. For example, the purchase of supplies would require following purchasing guidelines. 
4.1.6 Penalties and Charges Resulting from Cancellations of Travel Reservations
4.1.6.1 Penalties and charges resulting from the cancellation of travel reservations (including airline or hotel reservations and conference registrations) may be paid by a department if the employee’s travel has been approved in advance and the cancellation or change is made at the direction of and/or for the convenience of the department. If the cancellation or change is made for the personal benefit of the employee, it is the employee’s obligation to pay the penalties and charges. In the event of accidents, a major disaster, a serious illness or death within the employee’s immediate family, or other critical circumstances beyond the control of the employee, the department may pay the penalties and charges. 
4.1.7 Travel Reimbursements and Expenditures
4.1.7.1 A complete set of travel reimbursement procedures may be found in the Resource Manual at Travel and Transportation 
4.1.8 Long Distance Telephone Calls
4.1.8.1 Long distance telephone calls are allowable from university funds only for university business except in the event of emergency or certain situations allowable during travel status (See Long Distance Telephone Calls). Should emergency circumstances arise which necessitate a university employee to make a personal long distance or cellular phone call not covered in the above, the employee should immediately notify his or her supervisor and make arrangements to reimburse the university. 
4.1.9 State Budget Codes - General Operating Funds
4.1.9.1 (Project number ranges 1-00000 through 1-99999) This group of funds consists of state appropriated funds, federal appropriated funds, and receipt supported funds in the state budget code. The Educational and Technology fees are included in the receipt supported funds in the state budget code. These funds should provide for expenditures for the normal activities necessary to operate the university. The nature of the purchases will depend upon the mission of the unit and the types of supplies, equipment, etc. necessary to accomplish that mission. To a certain degree, the appropriateness of expenditures will depend on that mission. For example, a purchase of a street sweeper might be appropriate from the Physical Plant budget, but inappropriate from the English department’s instruction budget. 
4.1.10 Miscellaneous State Budget Code Rules
4.1.10.1 The following provides information on many specific items as to their allowableness or prohibition for expenditures from State operating funds: 
1. Membership Dues - Membership dues may not be paid for individual employees or for the benefit of an individual employee. Membership dues paid from state funds must be for the benefit of the university and not the individual. If the university is to benefit from an individual’s membership in an organization, that benefit should derive not because of the individual, but because of the individual’s position with the university, regardless of who is in the position. Although a membership may be in the name of an individual, his/her membership terminates at the same time he/she terminates employment with the university or moves to another department.
2. Licenses - If the state requires the employee to have and maintain a professional license or certificate as a condition of employment, then fees directly associated with obtaining that license or certificate are not reimbursable. Costs associated with maintaining a professional license or certificate as a condition of employment are reimbursable.
3. Passports and Visas - Reimbursements for costs incurred in obtaining or renewing a passport may be made to an employee who, in the regular course of his/her duties, is required to travel overseas in the furtherance of official university business. Passport expenses are chargeable to the same fund that supports the employee's trip. The university also interprets this to mean that similar related fees or expenses such as required visas may also be reimbursed.
4. Moving Expenses - Employee moving expenses are not paid from state funds, as the State Budget Manual so narrowly defines the allowable costs. ASU uses trust funds for this purpose, when the expenses meet the IRS regulations as deductible for tax purposes. The policy and forms are located at: https://www.webapp.appstate.edu/electronicforms/newdefault.asp
5. Payment of Awards to Employees for the Employee Suggestion System - State funds may be used for payments of awards under the Employee Suggestion System. Information regarding the awards program may be found on the North Carolina Office of State Personnel website: http://www.oshr.nc.gov/Guide/Policies/6_Employee%20Benefits%20and%20Awards/Special%20Leave%20Awards.pdf
6. Immigration and Naturalization (INS) Fees - Payment of INS fees is allowable if the fees are for paperwork required of the employer and not the employee. Allowable fees include payment for the I-129, the I-140, and the I-907. Payment for processing forms (for example, I-485, I-765, and I-539) required of the prospective employees are not allowable. The expediting fee for an H1B? Visa may be paid from state funds if the salary source is state funds.
7. Payments for Food/Refreshments for Continuing Education Classes/Workshops/Extension Instruction - In the case of certain Continuing Education classes/workshops which are operated within State Budget Codes and which are paid from participants' fees, there is an established procedure for payment of food/refreshments so long as it is part of the fee charged to participants. A trust fund must be established and the portion of the revenue which is to be used to pay for the food/refreshments must be deposited into the trust fund. Payments for the food/refreshments must then be made from the trust fund. Under no circumstances may these payments be made directly from the State Budget Code project. Detailed procedures will be posted on the ASU Resource manual website.
8. Scholarships - Scholarships may be paid from state funds only if they are part of a legislatively approved and separately budgeted scholarship program.
9. Promotional Items - A promotional item is an item purchased for advertising purposes to be given to an employee or non-employee. Normally, the item would have the name of a department or program printed on it with a message or telephone number. Promotional items paid from state funds should be of minimal value and should be charged to the advertising object code (3700). In the cases of office supplies which may have the name of a department printed on them at nominal cost, these items would be coded to the supplies object code. Examples of appropriate purchases of promotional items from state funds are as follows: 
i. Health/safety related - example, purchase of small refrigerator type magnets or pencils with the university's emergency telephone number on them, it being in the best interests of the university and the state to ensure that the emergency number is readily available.
i. Mission and program related - example, purchases of pencils with Appalachian State’s name and admissions number on the pencils by the University's Admission's department.
i. Office supplies with the name of a department or workshop printed on the materials as long as the cost of the printing is not excessive; Examples of inappropriate purchases of promotional items from state funds would be the purchase of t-shirts, coffee cups, six pack coolers, lunch bags, or other items which would primarily be used for personal purposes and/or would have more than a nominal value. Articles of clothing or meal related items generally fall in this category unless they are part of a required uniform (would not then be considered a promotional item).
4.1.11 Unallowable Purchases from State Budget Codes
4.1.11.1 There are some purchases that are not allowable from state funds. Listed below is information about unallowable purchases: 
1. The purchase of alcoholic beverages and setups is prohibited from state funds.
2. The purchase of items for personal use is prohibited.
3. The purchase of food, coffee, tea, drinks, candy, snacks, break refreshments, etc. for consumption by employees or guests is prohibited from state operating funds under all circumstances other than those provided for under university and state travel regulations. The travel regulations provide specific guidance as to allowable reimbursable expenses for meals when in travel status. State budget regulations do provide for the purchase of refreshments for coffee breaks not to exceed $4/person for meetings/conferences which are planned in detail in advance, with a formal agenda or curriculum, where there is a formal written invitation to participants setting forth the calendar of events and the detailed schedule of costs, and there are twenty (20) or more participants per day. Specific information about situations in which coffee breaks can be paid from State funds may be found in the State Budget Manual at: http://www.osbm.state.nc.us/files/pdf_files/BudgetManual.pdf . Purchases of food, flowers, and plants are permissible when purchased for use in research, education, or for consumption by research animals rather than for decorative or personal use.
4. The purchase of medications (pain relievers, aspirin, etc.) and/or medical supplies for staff/employees other than as may be required by federal or state regulations or for emergency first aid is not allowable.
5. The purchase of microwave ovens, coffee pots, refrigerators, or related items for personal office use is not allowable. This prohibition does not extend to equipment or supplies utilized for educational or research purposes.
6. The purchase of plants or flowers (live or artificial) for decorative use in an office is prohibited. Purchases by the Physical Plant as part of campus maintenance are allowed.
7. The purchase or framing of pictures, art, diplomas, etc. for use in a personal office for decorative purposes is not allowed. Exceptions include the purchase/framing of motivational or informational wall hangings which are functional rather than decorative in nature.
8. The purchase of party items or other decorative items to decorate an office for a holiday or party or general decorative use including the purchase of balloons and other like items is not allowable.
9. The purchase of picnic items (paper plates, cups, napkins, forks, spoons, etc.) for office/employee use is not allowable.
10. The rental of portable water dispensers and the purchase of bottled water from state funds is not normally allowable and is considered a personal expense. A portable water dispenser can be rented or bottled water purchased from state appropriated or overhead funds only if there is a health/safety reason for the purchase. Examples would be if a temporary condition existed where water quality in a facility was below state standards or when university personnel (for example, Physical Plant personnel or farm personnel) are working under weather or other conditions where water is not available otherwise.
11. The purchase of gifts or flowers for an employee or non-employee is considered a personal expense and is not allowable.
12. The purchase of get well cards, sympathy cards, birthday cards, Christmas cards, or other holiday cards is considered a personal expense and is not allowable.
13. The purchase of personal clothing items or t-shirts which are not part of required uniforms, safety related, or program related (for example, use in textile research) is not allowable.
4.1.12 State Appropriated Carryforward Funds
4.1.12.1 (May be found in the same projects as State Budget Codes - General Operating Funds) State appropriated carryforward funds are state operating funds which have not been expended as of June 30 of a fiscal year and have been approved to carry forward as budget in the next fiscal year. Expenditures of these funds follow the same guidelines as normal state appropriated operating funds except that, with the approval of the Dean or Vice Chancellor, and inclusion in the budget flexibility plan, funds may be transferred to capital improvement codes and used for renovation and/or new construction projects. Once transferred to a capital improvement code, the carryforward funds cannot be transferred back to an operating code. 
4.1.13 Royalty Trust Funds
4.1.13.1 (Project number 224500 through 224599) Patent royalty funds are royalties derived from licensing of a patent. These funds must be used for support of research. Other royalties may result from the proceeds of sales of written compositions. They are flexible in nature and may be used like an unrestricted gift, including payment for items which could not normally be paid from state funds, so long as the funding is for the benefit of the university and not for the personal benefit of an individual. 
4.1.14 Foundation Funds
4.1.14.1 (Project number range 2-27XXX and 992XXX-998XXX) All purchases must follow restrictions set by the donor. Any expenditure must be made prudently with the intent of the donor and best business practices in mind. 

4.1.15 Scholarships
4.1.15.1 Scholarships are awarded in accordance with donor preferences. Each scholarship selection committee is responsible for completing the award process in accordance with the donor preferences. Awards are applied to a student’s account and are not paid directly to the student. Financial Aid will determine if a refund is due to the student in instances when the scholarship award results in an overpayment on the account. 
4.1.16 Program Fund
4.1.16.1 Program fund spending is determined by the donor preferences. The dean, chairperson, or other employee authorized to approve expenditures from a fund is responsible for verifying the donor preferences are met. 
4.1.17 Discretionary Funds
4.1.17.1 Those funds that are not budgeted to be used for some specified purpose, can be used to meet a broad range of university needs. The flexibility that is associated with discretionary funds is vitally important to the university. At the same time expenditures of discretionary funds must be consistent with a number of general guidelines as set out below. Each expenditure of discretionary funds must be for a valid university purpose. These expenditures (whether for meals, travel, lodging, entertainment, official functions, gifts and awards, or memberships) must follow all university policies that apply to that type of expenditure and must be accompanied by appropriate documentation including receipt(s), purpose, date, location, and names of persons involved. The very flexibility associated with discretionary funds means that determining the propriety of some expenditures will require judgment. In these cases, the prudent person test applies. The individual making the decision about the expenditure must be comfortable with the prospect that the specific expenditure would come under the scrutiny of individuals outside the university. Expenditures that confer a personal benefit upon the individual authorizing the expenditures are not allowable. Expenditures for items such as a retirement gift or an employee award that are authorized by one individual to be received by another are allowable. 
4.1.17.2 Donations to outside organizations are prohibited. Foundation funds are restricted as designated by donors to support the University. Exceptions may be made for specific business purposes that benefit the University and must be approved by the President of the Foundation. Memorial contributions may be made in a deceased name to any Appalachian State University fund. 
4.1.17.3 Specific types of purchases are addressed below. 
4.1.17.4 A business meal is defined as a meal that includes more than one person and has a substantive and bona fide business purpose deemed essential to the University's mission. The cost of the meal on an individual basis must be reasonable. Examples include solicitation or cultivation of a donor and recruitment of faculty/staff. 
4.1.17.4 A staff meal is defined as a meal served at an event supporting the mission of the University such as team building events. The event may not be to honor or recognize particular individuals (e.g., wedding shower, birthday or baby shower). The cost of the meal on an individual basis must be reasonable. The recommended cost of an event in honor of an employee retirement or an employee leaving University service should not exceed $350. Exceptions must be approved by the appropriate Vice Chancellor. 
4.1.17.5 Floral purchases are subject to the following restrictions: 
4.1.17.6 The purpose must be to express sympathy and support in the event of the hospitalization or death of either an employee, or a member of the employee's immediate family. Similar purchases may be made by development offices for major donors. The expenditure request must stipulate the recipient, their affiliation with the University and the reason for the purchase. 
4.1.17.7 Gifts for employees may be made only when following the Appalachian State University Policy on Taxation of Gifts, Prizes and Awards. 
4.1.18 Overhead Receipts Trust Funds
4.1.18.1 (Project number range 2-28000 through 2-28999) Expenditures from overhead receipts funds generally follow the same guidelines as those for state appropriated operating funds except that the funds may be transferred to the capital improvement budgets for use in renovations or new construction. Other than construction projects, funds should be used in furtherance of the University's mission of research. 
4.1.19 Sales and Services Trust Funds
4.1.19.1 (Within project number range 3-XXXX) - Expenditures from sales and services trust funds follow the same guidelines as those for state appropriated funds except that funds may be used to purchase meals and/or refreshments for conferences or workshops when a fee charged to participants and deposited into the trust fund includes provision for the meals/refreshments or in the recruitment for vacant positions. Expenses for recruitment of candidates for vacant positions should follow the state guidelines for per diem rates and should include no more than three current university employees. The exception for food/refreshments is specifically limited as described above and must be included in the fund authority for the project. Purchases from a sales and services trust fund must be for the purpose of supporting the activities for which the project was created and all costs of providing those services including salaries must be charged to trust fund. Funds received from sales of baked goods, t-shirts, and other similar items by students or faculty as part of student fund raising efforts are exempt from the requirement to be treated as state funds. These funds are treated as gifts in determining how they may be expended. 
4.1.20 Auxiliary and Related Trust Funds
4.1.20.1 (Within project number range 3-XXXX) - Auxiliary and similar operations include the Bookstore, Student Union, University Dining, Parking & Traffic, Housing, Student Health Service, Printing & Publications, and Central Warehouse. Expenditures from auxiliary funds must follow the same guidelines used for state funds except when used for certain program related activities as noted in the individual auxiliary sections below. The purchase of alcoholic beverages from auxiliary funds is prohibited except as noted below for University Dining. Expenses for recruitment of candidates for vacant positions should follow the state guidelines for per diem rates and should include no more than three current university employees. Any other expenditure outside state budget guidelines must be approved by the appropriate Vice Chancellor. 
4.1.20.2 Bookstore - Must use state appropriated funds guidelines for administrative related operations for university employees as noted above. May purchase items falling outside the state funds guidelines for seasonal retail display items (fall, winter, spring, and summer) used to enhance or promote product, and for promotional giveaways (may be food related) used exclusively for the intended customer base (students, faculty, and staff). (Also, see vending receipts section below for additional information regarding expenditures.) 
4.1.20.3 Student Union - Must use state appropriated funds guidelines for administrative related operations for university employees. May purchase items falling outside the state funds guidelines for activities or programs for students sponsored by the Student Union or for decorating the Student Union facilities. 
4.1.20.4 University Dining - Must use state funds guidelines for administrative related operations for university employees. May purchase items falling outside the state funds guidelines for program activities relating to university dining services or for decorating the Dining Center facilities. May also purchase alcoholic beverages in the event they are part of a recipe used in the Dining Services catering operation. (See vending receipts section below for additional information regarding expenditures.) Parking & Traffic - Must use state appropriated funds guidelines. 
4.1.20.5 Housing - Must use state appropriated funds guidelines for administrative related operations for university employees. May purchase items falling outside the state funds guidelines for student activities/programs related to the housing program. 
4.1.20.6 Vending - The following uses of net proceeds from the operations of vending facilities are authorized: 
1. Scholarships and other direct student financial aid programs;
2. Debt service on self-liquidating facilities;
3. Any of the following student activities if specifically authorized by the Chancellor: 
c. Social and recreational activities for students residing in self-supporting University housing. However, expenditures for these purposes shall not exceed the amount of total net proceeds derived from vending facilities located in such housing facilities;
c. Special orientation programs for targeted groups of students (e.g., peer mentor programs);
c. Operating expenses of scholarships and other student awards and honors programs.
1. Specified use of net proceeds as a condition of certain gifts, grants, or bequests. (For example, a condition of a gift of a vending facility to the university might be that proceeds are to support some specific segment of the university.)
1. Retention to provide for working capital, replacement of facilities and equipment, and other purposes to support the continuing, orderly operation of the particular self-supporting service operation.
1. Transfers to other self-supporting student service operations and authorized capital improvement projects, upon the written recommendation of the chancellor and subject to the written, advance approval of the president. [N.C.G.S. 116-36.4]
4.1.20.7 Printing & Publications - Must use state appropriated guidelines. 
4.1.20.8 Central Warehouse - Must use state appropriated guidelines. 
4.1.20.9 Educational and Technology Fees (ETF)- Must use state appropriated guidelines. 
The Educational and Technology Fee (ETF) is used for two major purposes: 
1. The provision of equipment, supplies, and maintenance for departmental laboratories with specific curricular objects, and
2. The provision of campus-wide student computer services.
These funds are Institutional Trust Funds and must follow all state guidelines and must be used for the purpose stated above. Any other expenditure outside state budget guidelines must be approved by the appropriate Vice Chancellor. 
4.1.21 Student Activity Fee Trust Funds
4.1.21.1 (Generally within project number range 3-34XXX) Student activity fees may be expended for student activities including the purchase of items which may not be paid from state funds so long as a prescribed student budget allocation process is followed in the allocation of funds. No extra benefits, compensation, food, gifts, or any other items which could not be paid from state funds may be provided to university employees except where food is incidentally served to employees attending a student function or in the recruitment for Student Activity related vacant positions. Expenses for recruitment of candidates for vacant positions should follow the state guidelines for per diem rates and should include no more than three current university employees. Expenditures for alcoholic beverages are prohibited. 
4.1.22 Orientation Fees Trust Funds
4.1.22.1 (Generally within project number range 3-34XXX) Orientation fees are fees paid by students to fund the new students' orientation program. The fees may be used for payment of normal orientation expenses including food and refreshments for student orientees, orientation training (includes training retreats), and other expenses as necessary to provide a full orientation experience for students. Expenditures for alcoholic beverages are prohibited. The funds may not be used for refreshments for university staff meetings or other business which is outside the confines of the retreat, orientation training programs, or orientation program. 
4.1.23 Contracts and Grants Trust Funds
4.1.23.1 (Project number range 5-50000 through 5-59999) Contracts and grants must follow all state appropriated funds guidelines, sponsor specific terms, and conditions noted in the awards documents unless excepted as noted below. More detailed information regarding Contracts and Grants may be found in Office of Research Policies and Procedures at: http://orsp.appstate.edu/about/grants-resources-services. Exceptions to the state funds guidelines must be discussed with/approved by the Office of Special Funds Accounting. An example of an exception would include a Federal or Federal flow through sponsor specifically allowing for the payment of travel expenses at a Federal per diem rate (for example, for foreign travel) or allowances for food costs for seminars or workshops associated with the objectives of the award. Contracts and grants may also be subject to Cost Accounting Standards (CAS) set forth in OMB Circular A-21. Cost Accounting Standards and other guidance in Circular A-21 are applicable to Federal and Federal flow through awards as well as any other external funds referencing Circular A-21and/or CAS in their terms and conditions. 
4.1.24 Remaining Available Balances from "Fixed Price" Contracts Trust Funds
4.1.24.1 Expenditures of remaining balances available after all costs related to the contract have been paid for a fixed price contract must follow the guidelines for state appropriated funds. 
4.1.25 Gift and Endowment Income Trust Funds & Professorships
4.1.25.1 (Project number range 6-60000 through 6-69999) Expenditures from gift and endowment income funds must be made prudently with the intent of the donor in mind and follow the restrictions set by the donor. Expenditures for alcoholic beverages should be strictly limited and must have the approval of the appropriate Director, Dean, or Vice Chancellor. The primary purpose of an expenditure must be for the benefit of the university and, therefore, not for the direct benefit of an employee. 
4.1.26 Endowment Principal Funds
4.1.26.1 (Project number range 7-78000 through 7-78999) Endowment principal funds are funds provided to the university, normally in the form of a trust or gift, for investment to generate income. The income may be unrestricted or restricted for a particular purpose. Expenditures are not allowable against these endowment principal funds. All endowment related expenditures must be made from endowment income projects (see above). 
4.1.27 Agency Trust Funds
4.1.27.1 (Project number range 9-90000 through 9-90999) This category includes funds held by the university as fiscal agent for student, faculty, and staff organizations where it has been deemed in the best interests of the university to provide an accounting service. These funds do not belong to the university and the university does not determine what they can be spent for except as follows: 
1. The university requires a formal approval process to ensure, to the extent possible, that funds in these projects are not misused.
2. The funds should not be spent for any purpose which would be detrimental to the image of the university.
4.1.27.2 The university does not require the custodian of an agency fund to utilize university travel and/or purchasing regulations or guidelines for expenditures of funds except that adequate documentation is required to ensure that an authorized person is initiating an expenditure request. The majority of agency projects are student organization projects or clearing accounts utilized by the Controller’s Office. 
4.2 Other Information
4.2.1 Expediting Fee for H1B-Visa Forms (Form -907)
4.2.1.1 Normal processing of an H-1B petition is currently taking between 4-7 months, while paying a premium processing (expediting) fee will ensure a response within 2 weeks. 
4.2.1.2 Payments for expediting fees for H1B -Visa Forms may track the salary funding source so long as the payment is made for a business reason for the convenience of ASU and not the employee, except that contracts and grant funds may not be used to pay the fee. The expediting fee is considered a business expense, specifically, a recruiting expense. 
4.2.2 Various Related Documents
State Budget Manual - Updated January 2015 
4.3 Unallowable Purchases from State Budget Codes
4.3.1 There are some purchases that are specifically not allowable from state funds and are prohibited, including but not limited to: 
1. The purchase of alcoholic beverages and "setups"; 
2. The purchase of items for personal use; 
3. The purchase of medications (pain relievers, aspirin, etc.) and/or medical supplies for staff/employees other than as may be required by federal or state regulations or for emergency first aid; 
4. The purchase of microwave ovens, coffee pots, refrigerators, or related items for personal office use is not allowable. This prohibition does not extend to equipment or supplies utilized for educational or research purposes or for equipment purchased for all employees' use in the outfitting of a building; 
5. The purchase of plants or flowers (live or artificial) for decorative use in an office; 
6. The purchase or framing of pictures, art, diplomas, etc. for use in a personal office for decorative purposes is not allowed. Exceptions include the purchase/framing of motivational or informational wall hangings which are functional rather than decorative in nature and are intended for departmental use rather than for one individual's office; 
7. The purchase of party items or other decorative items to decorate an office for a holiday or party or general decorative use including the purchase of balloons and other like items; 
8. The purchase of picnic tables for a department other than by the Facilities Division as part of the campus maintenance function; 
9. The purchase of picnic items (paper plates, cups, napkins, forks, spoons, etc.) for office/employee use; 
10. The rental of portable water dispensers and bottled water; 
11. The purchase of gifts or flowers for an employee or non-employee; 
12. The purchase of get well cards, sympathy cards, birthday cards, Christmas cards, or other holiday cards; 
13. The purchase of personal clothing items or t-shirts which are not required uniforms, safety related, or program related; and 
14. The purchase of promotional or gift items to be distributed at a conference.
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Budget Queries

1.	Connect to the AppLEAP homepage www.appleap.appstate.edu.

2.	Select System Access tab and select Banner Self-Service.	
[image: ]

3.	Log in using your Novell User ID and Password.	
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4.	Select Finance.
[image: ]

5.	Select Budget Queries from either the side or bottom menu.	
[image: ]

6.	Select Budget Status by Account from the pull-down menu and press the Create Query button.
[image: ]

7.	Select the columns you wish to see on the query (user’s choice-multiple options) by clicking in boxes (a check mark appears) then select Continue.  (NOTE:  Selecting Accounted Budget in the first column will allow you to drill down for more information in the query.)
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8.	Complete the following:	

Fiscal Year (Example:  Fiscal Year 2013-14 = 2014)
	
Fiscal Period (Example:  April = Fiscal Period 10 since it is the 10th month of the fiscal year.  To get ALL data, use Fiscal Period 14)

Comparison Fiscal Year and Comparison Fiscal Period can be used to compare data between fiscal years/periods.  To look at this year’s data only, select None.

Chart of Accounts (A=ASU Funds beginning with 1-8, F=Foundation Funds beginning with 9)

Index (Enter your Fund Number here)

**Do not use the Fund, Organization and Program fields.  

Press the Submit Query button when complete.
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9.	The Fund, Organization and Program information automatically defaults into the correct fields, thereby eliminating any chance for error.

If you have Revenue Accounts that you want to view, click the check-box beside Include Revenue Accounts.  

Press the Submit Query button again.
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10.	Example of report.  (Click on printer icon to print the report or download into an Excel spreadsheet for further use.)  To view detailed information for any budget or expenditure account, click on any of the highlighted numbers.
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11.	To determine available balance for your operating accounts, go back to step #11, enter 7% in the Account field, then press the Submit Query button.  
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12.	The bottom line (Report Total of all records) will show the remaining available balance in the operating budget.  If the total is blank, go back to the previous screen and un-check the Include Revenue Accounts box.
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13.	It is also possible to view a specific budget pool, any related expenditures and get a balance available (Example:  by entering 731% into the Account field in step #13, you could view only 731XXX data).  The % sign is a wildcard.
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14.	Once finished, the option to process Another Query is displayed (scroll down the screen to see this option).  If other queries are required, press Another Query and repeat the same process (beginning at step #8).  Other options are also available at the bottom of the screen.
[image: ]

15.	When all budget queries or transfers have been completed, press Exit in the upper right corner of the screen to logout of the AppLEAP system. 
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Departmental Budget Transfers  
(One transfer between two budget pools-current year only)

1-6.	Complete steps #1-6 from the Budget Queries section (to get into Self-Service).

7.	Select Budget Transfer from either the side or bottom menu.		
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8.	Transaction Date will default to the current date.
Journal Type (XB4 should be used for all State Funds - those funds that begin with 1; XT4 should be used for all Trust Funds – those funds that begin with 2 thru 5). 
Transfer Amount = the amount of the transfer.  Use whole dollars only (no cents).  Decimals may be used but are not required.
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9.	Chart = A (ASU). 
Index = Fund number (Enter this into both Index fields).
**Do not use the Fund, Organization and Program fields.  
	Press the Complete button.
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10.	Once the Complete button is pressed, the Fund, Organization and Program fields will be populated automatically.
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11.	Enter the Account pools to be adjusted on the “From” and “To” lines.

	Available Account pools:
	
	720000	Supplies and Materials (Includes all 72XXXX accounts)
	731000	Travel (Includes all 731XXX accounts)
	732000	Communications (Includes all 732XXX accounts)
734000	Current Services (Includes 734XXX – 739XXX accounts)
	740000	Fixed Charges (Includes all 74XXXX accounts except 748XXX)
	750000	Capital Outlay (Includes all 75XXXX accounts except 756XXX)
	785000	Other Expenses (Includes all 785XXX through 789XXX accounts)

	Enter a brief Description (ex:  Transfer Funds, Budget Transfer, etc.)  

Budget Period should always be “01”.

	Once finished, press the Complete button.
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12.	Once the transfer is complete, the following screen will appear.  A message will be displayed showing that the document has been completed and is being forwarded to the posting process.  A document number will be provided to track the entry.  Please make note of this number.  There is an option to complete Another Transfer if necessary.   
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13.	When all budget queries or transfers have been completed, press Exit in the upper right corner of the screen to logout of the AppLEAP system. 
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Multiple Line Budget Transfers
(Current year only)

1-6.	Complete steps #1-6 from the Budget Queries section (to get into Self-Service). 
	
7.	To process a budget transfer between multiple pools within the same fund, select the Multiple Line Budget Transfer option from either the side or bottom menu.  Note:   There only 5 lines available so larger transfers may require more than one batch of entries.
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8.	Transaction Date will default to the current date
Journal Type (XB4 should be used for all State Funds - those funds that begin with 1; XT4 should be used for all Trust Funds – those funds that begin with 2 thru 5).  
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9.	Chart = A (ASU)
Index = Fund number (Enter this into all needed Index fields).
**Do not use the Fund, Organization and Program fields.  
	Press the Complete button.
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10.	Once the Complete button is pressed, the Fund, Organization and Programs fields are populated automatically.  “Errors” will appear at the top of the screen stating that Amounts must be entered.
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11.	Enter the Account pools to be adjusted on each line, as well as the Amount.  Using the pull-down menu, select either + or – to indicate whether you want to increase or decrease each line. (Account pool listing available on the next page.)

	Document Amount (This is the hash total of all transactions; example:  +50 + 10 +10 +20 +10 = 100).  Use whole dollars only (no cents).  Decimals may be used but are not required.

Enter a brief Description (ex:  Budget Transfer, Transfer Funds, etc.).  
	
Budget Period should always be “01.”

Press the Complete button.
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Available Account pools:
	
	720000	Supplies and Materials (Includes all 72XXXX accounts)
	731000	Travel (Includes all 731XXX accounts)
	732000	Communications (Includes all 732XXX accounts)
734000	Current Services (Includes 734XXX – 739XXX accounts)
	740000	Fixed Charges (Includes all 74XXXX accounts except 748XXX)
	750000	Capital Outlay (Includes all 75XXXX accounts except 756XXX)
	785000	Other Expenses (Includes all 785XXX - 789XXX accounts)















12.	When the batch has been processed, the following screen will appear, stating that the document has been completed and is being forwarded to the posting process.  A document number will be provided, and you may want to keep track of this for further reference.  

The option to process another transfer is displayed (scroll down the screen to see this option).  If other transfers are required press Another Transfer and repeat the same process (beginning at step #9). 
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 13.	When all budget queries or transfers have been completed, press Exit in the upper right corner of the screen to logout of the AppLEAP system. 
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Quick Reference

Budget Policy/Procedure Quick Reference for State Funds

1. There must be sufficient funds within the correct budget pool to process purchases through the Yo-Mart System.  The account code entered in Yo-Mart must be the exact account for the purchase, not the budget pool number (example: 723000 for educational supplies or 726000 for office supplies, instead of 720000).
Budget Pools
719000 - 	Contracted Services (Includes all 719XXX accounts except 719700)
720000 - 	Supplies & Materials (Includes all 72XXXX accounts)
731000 - 	Travel (Includes all 731XXX accounts)
732000 - 	Communications (Includes all 732XXX accounts)
734000 - 	Other Current Services (Includes all 734XXX through 739XXX accounts)
740000 - 	Fixed Charges (Includes all 74XXXX accounts except 748XXX)
750000 -	Capital Outlay/Equipment (Includes all 75XXXX accounts except 756XXX – reserved for Library)
756000 - 	Library Books (Includes all 756XXX accounts and may only be used in Program 151 with the exception of a small allocation to Program 101 – Distance Education )
         785000 - 	Other Expenses (Includes all 785XXX through 789XXX accounts) 

2.	To process a departmental transfer of funds, (using budget pools 720000, 731000, 732000, 734000, 740000, 750000, and 785000), the Banner Finance Self-Service Module must be used.  Whole dollar amounts (no cents) are required for any type of budget adjustment.  Verification of fund availability within a budget pool and its subsidiary accounts must be performed before processing budget transfers.  Departmental transfer of funds may only be processed within that individual fund.  One department may not transfer budgeted funds to another department (exceptions:  Chancellor, Vice Chancellors and Deans may transfer between their departments within the same program and account via e-mail to the University Budget Office).  If transferring between programs or accounts, a Request for Budget Revision Form must be processed.       

3. To transfer funds from the Contracted Services budget pool (719000) to any other budget pool (or vice-versa), the Request for Budget Revision Form must be processed.

4. To transfer funds from any 61XXXX labor account (Personnel Compensation/Benefits) such as: 612110, 614110, 614510, 618100, etc. to any other 61XXXX category or to any budget pool (719000, 720000, 731000, 732000, 734000, 740000, 750000 or 785000), the Request for Budget Revision Form must be processed.

5. If a receipt-supported fund within State Funds requires an increase in the receipt budget account and an increase in the expenditure budget pool (so that revenues realized can be utilized for expenditures), the Request for Budget Revision Form must be processed.

6. If the fund is receipt-supported within State Funds, the budgeted receipts must be fully collected in order to expend all budgeted funds in any line item or budget pool.

7. If a transaction has been charged incorrectly to a State Fund and a Special Fund should have been charged (or vice-versa), the Expenditure Adjustment Form must be processed.  If State Funds are being charged, the form should be sent to Rachel Taylor in the Controller’s Office, Business Affairs Annex (extension 6423).  If Special Funds are being charged, send the form to Amy Roberts in the Special Funds Accounting Office, Dougherty Administration Building (extension 6419).

8. Departmental funds will be budgeted for EPA Administrative salaries (6111XX), SPA salaries (6121XX), EPA Academic Faculty salaries (6131XX), and benefits 
        (618XXX’s). The Chancellor or the appropriate affiliated Vice Chancellor’s Office personnel will monitor salaries and benefits.  The Chancellor or the appropriate affiliated Vice Chancellor will cover certain other special categories such as: SPA Overtime (612210), Longevity (612710), Employment Compensation (61551X), Worker’s Compensation (61561X), transfer to the Office of State Controller for Dependent Care or Flex Payments (882970), etc.

9. Departments will be responsible for any 6141XX, 6145XX, and 719XXX accounts.


Additional Information:

· If there is a charge to your fund/account that is unidentifiable, or if you have a question concerning the charge, contact Amy Moody in the Controller’s Office (extension 6403). Mrs. Moody may also be contacted with questions concerning check voucher postings to your account.

· If there are questions concerning Yo-Mart, questions dealing with Purchase Orders or Purchasing Procedures, notify the Purchasing Office (extension 2080).

· Any Budget related questions or those regarding Banner Finance Self-Service online budget transfers may be directed to the Budget Office.

· Departments should enter only the fund (index) and account on Direct Payment Requests.

· A Banner ID number is required on Direct Payment Requests, travel reimbursement forms or any other form that previously required social security numbers. 

· When using Banner Finance Self-Service budget queries, “Accounted Budget should be selected to allow drill downs to further define entries. 


[bookmark: budoff]Budget Administration

Policy 501.1

From the Appalachian State University Policy Manual

1 Introduction 
The primary responsibility of the Budget Office is to allocate and monitor all budgeted funds appropriated by the North Carolina General Assembly as directed by the Board of Governors of the University of North Carolina System.
2 Scope 
This applies to all departments at Appalachian State University who receive funds allocated by the University of North Carolina General Administration.  
3 Definitions 
3.1 Base Budget - The Base Budget allocated to the University at the beginning of each fiscal year is generally the same as the previous fiscal year's final allocation, except for non-recurring funds specified by the Board of Governors, or increases/reductions made by the Office of State Budget and Management under mandates by the NC General Assembly. A Base Budget is established for each division (headed by Chancellor and Vice Chancellors) within the University and is deemed effective as soon as the Certified Budget is adopted by the NC General Assembly and signed by the Governor. The ideal date is July 1 of each fiscal year, with North Carolina fiscal year being July 1 through June 30 of the following year. The Base Budget contains only continuing allocations and all non-recurring (one time) allocations are dropped at the beginning of the fiscal year.
4 Policy and Procedure Statements 
4.1 Budget Administration 
4.1.1 State Appropriations 
4.1.1.1 The University receives State appropriations for operations and support on a year to year basis. The primary factor in determining the appropriated support received is the enrollment level approved by the Board of Governors of The University of North Carolina and the North Carolina General Assembly. Allocations to the University are received in the form of a "Certified Budget" (also called the Continuation Budget) and an "Expansion Budget". Both budgets are originally prepared by the University Budget Office. The Continuation Budget is submitted to the General Administration of The University of North Carolina and to the Office of State Budget and Management for their verification, approval and submittal to the North Carolina General Assembly. Upon approval of the General Assembly, Appalachian State University receives the approved Continuation Budget, known at this point as the "Certified Budget". Expansion Budget monies are approved by the Board of Governors upon the General Administration's recommendations based on the total student credit hours to be administered as dictated by the UNC Funding Model and certified by the NC General Assembly for The University of North Carolina.
4.2 Flexibility Budgeting 
4.2.1 In the 1991 session of the General Assembly, legislation was enacted to allow the Board of Governors of The University of North Carolina to designate specific constituent institutions in which additional management authority and discretion would be delegated. These institutions are referred to as Special Responsibility Constituent Institutions (SRCI). Appalachian State University was designated an SRCI on April 9, 1992.
4.2.2 The SRCI designation is not permanent, and can be lost if management staffing standards, internal controls and safeguards are not met; if there are significant audit exceptions or findings; or if the mandated reversion is not met. Flexibility legislation was set to end June 30, 1994, because of a sunset clause. The 1993 General Assembly in the regular and reconvened sessions voted to continue Flexibility Budgeting.
4.2.3 Beyond the University's control, deterioration in the general economic condition of the state could cause the Office of State Budget and Management to intercede and impose its authority to negate the flexibility until the situation has improved.
4.3 Major Provisions of the Flexibility Legislation (N.C. General Statute 116-30.1, et seq.) 
1. The Board of Governors, acting on recommendations made by the President after consultation with the State Auditor, may designate one or more special responsibility constituent institutions (N.C.G.S. 116-30.1).
2. All General Fund appropriations made by the General Assembly for the continuation budget of a special responsibility constituent institution shall be made in a single sum for each budget code (Appalachian State University has only one budget code, 16080, for these purposes) (N.C.G.S. 116-30.2).
3. Funds appropriated may be expended in the manner deemed appropriate by the Chancellor to maintain and advance programs and services of the institution; consistent with the directives and policies of the Board of Governors (N.C.G.S. 116-30.2).
4. The University may carry forward into the next fiscal year unexpended balances of general fund appropriations. Such amounts cannot exceed 2.5% of the general fund appropriations and may be expended for one-time costs that do not impose additional financial obligations on the State (i.e. equipment, travel, capital projects such as roofing projects) (N.C.G.S. 116-30-30.3).
5. Positions may be established or abolished, acting in accordance with State Personnel policies and procedures with respect to SPA employees and in accordance with Board of Governors policies and procedures with respect to EPA employees (N.C.G.S 116-30.4).
6. The Board of Governors shall require each special responsibility constituent institution to include in its institutional assessment plan those assessment measures that are determined to be standard measures of student learning and development in general undergraduate education (N.C.G.S 116-30.5).
7. The current benchmark established by the Board of Governors for Appalachian State University purchases that are required to be bid through the State Purchasing Office is $150,000 (N.C.G.S. 116-31.10). The special responsibility constituent institution may enter into contracts for items currently under contract at the State level, should the price be less locally.
4.3.1 For a more in depth analysis of Flexibility Budgeting, please see the white paper on Budget Flexibility filed in the Budget Office.
4.4 Current Year vs. Permanent Budget Adjustment/Budget Revision 
4.4.1 Budget adjustments or budget revisions are identified as one of the following types:
1. Current Year Transfer: Affects the budget for the current year only; is not reflected as a component of the Base Budget in the following year.
2. Permanent Transfer: Changes the budget for the current year and is reflected as a component of the Base Budget in the following year; becomes a permanent component in the next biennial Continuation Budget.
4.5 Allocations 
4.5.1 Departmental Budgets - The "Certified Budget" is the Base Budget. The Chancellor and Vice Chancellors may adjust the Base Budgets as they deem necessary for their respective areas of responsibility. The Certified Budget is submitted to, and approved biennially by the General Administration of the University of North Carolina System, the Office of State Budget and Management (which reports directly to the Governor), and the North Carolina General Assembly. Additional increases/reductions to the Certified Budget (mandated by the NC General Assembly) are passed along to each division by the University Budget Office at the direction of the Chancellor and Vice Chancellors. The Chancellor and Vice Chancellors then allocate the increases/reductions to the Base Budgets of their respective areas of responsibility. When the increases and reductions have been determined, the individual responsible for each division's budget must submit the budget allocation form to the Budget Office. The form is an Excel spreadsheet disbursed by the University Budget Office to the Chancellor and Vice Chancellor's designated financial person which contains the budgets by both individual accounts and by budget pool. A copy of the Budget Allocation Form can be obtained by contacting the University Budget Office.
4.5.2 The budgeted amounts are verified and entered (WFUPLOADED) into Banner Finance System by the University Budget Office.
Budget pools are listed as follows:
1. 719000 Contracted Services
2. 720000 Supplies and Materials
3. 731000 Travel 
4. 732000 Communications 
5. 733000 Utilities
6. 734000 Current Services 
7. 740000 Fixed Charges 
8. 750000 Capital Outlay 
9. 756000 Library Books 
10. 785000 Other Expenses 
4.5.3 The Banner Self-Service module, various E-Print reports and the Campus Budgets Dashboard can be accessed to view the budget pool(s) and the individual line-items applicable to that budget pool. 
4.6 Budget Establishment 
4.6.1 Procedure Description - All programs and departments receiving any type of financial support at University must have a budget established at July 1 to begin the fiscal year (or as soon after July 1 as possible). If a base budget has not been established, contact the Vice Chancellor for your area or the Chancellor.
4.6.2 Procedure - Even though departments/programs will differ from area to area, the following general steps are required for State Fund budget establishment or for adjustment to a base budget:
1. Base budgets are automatically allocated on or after July 1 with the effective date of July 1 to begin the fiscal year. The procedure occurs when the NC General Assembly approves the new annual budgets. Approved increases/ reductions are allocated to the Chancellor and each Vice Chancellor from the University Budget Office under the direction of the Chancellor and Vice Chancellors. Budget Allocation Forms accompany allocations. Revisions must be reflected on the Budget Allocation Form.
2. The Chancellor and each Vice Chancellor may distribute increases/reductions to program areas or deans who further allocate funds within their areas of responsibility.
3. Budgeted funds must remain in the specific 61XXXX account from which it is allocated. This statement is true of every account except 720000 through 785000 budget pools (excluding pools 733000 and 756000). Amounts may be budgeted as necessary for 720000, 731000, 732000, 734000, 740000, 750000 and 785000 as long as they do not exceed the total 720000 through 785000 amount allocated by the appropriate Vice Chancellor or the Chancellor.
4.6.3 If additional funds are required in any of the 61XXXX accounts or a transfer is required from a 61XXXX into a 720000 through 785000 accounts (including 733000 and 756000), a Request for Budget Revision Form must be completed. A hard copy of the Request for Budget Revision Form can be obtained by contacting the university Budget Office or accessing it through ASU Electronic Forms - Vice Chancellor for Business Affairs.
4.6.4 Additional Funding - If the Chancellor, any vice chancellor or dean decides to transfer budgeted funding from their area to any of their reporting areas (as long as funds remain in the exact, same program (i.e. 101 to 101 or 152 to 152) they make the change by one of the following methods: (1) email to the university Budget Office (Betsy Payne paynebp@appstate.edu) in memorandum format, (2) use the Budget Adjustment Form or (3) a form of their own design. A copy of the Budget Adjustment Form can be obtained by contacting the university Budget Office or on-line at ASU Electronic Forms - Vice Chancellor for Business Affairs.
4.6.5 For Institutional Trust Funds - Institutional Trust Fund areas will be notified by email memorandum in the spring of each fiscal year of a due date to complete a Budget Allocation Excel spreadsheet. Explicit written instructions will accompany the budget memorandum. The spreadsheet (with expenditure/revenue totals listed in a separate email memorandum) will be returned to the university Budget Office when completed. The budgets will be processed (WFUPLOADED) and posted into the accounting records on the Banner Finance System when the new fiscal year begins (shortly after July 1) of the new fiscal year.
4.7 Budget Adjustments/Revisions 
4.7.1 Budget Adjustments (Transfers within 720000 through 785000 pools) 
4.7.1.1 Adjustments to Departmental Budgets - Any changes to an individual department's budget in the 720000 through 785000 pools (with the exception of the 733000 and 756000 pools), after the base budget is recorded in the Banner Finance accounting records must be processed through the Banner Self-Service Budget Transfer module. Submission must be made by the responsible individual who has been granted fund-based security clearance through the University Controller's Office.   All requests must be submitted in even dollar amounts. Budget adjustments required between departments (in the 720000 through 785000 budget pools, with the exception of the 733000 and 756000 pools) within the same program (i.e., 101, 102, 103, 110, 142, 151, 152, 160 or 170) can only be made by representatives of the Chancellor, Vice Chancellors, Deans, or University Budget Office.
4.7.1.2 When requesting budget adjustments, the following regulations are mandatory:
1. Budget adjustments are restricted to budget pools: 720000, 731000, 732000, 734000, 740000, 750000, and 785000 for an individual department. Vice Chancellors and Deans may transfer between departments in the 720000 through 785000 pools but must remain within the same program. Vice Chancellors and Deans may submit transfers between departments via e-mail, a paper form of their choosing or the budget allocation Excel spreadsheet that is used for the original base budget distribution. If the Excel spreadsheet method is used, the spreadsheet must be e-mailed to the University Budget Office. 
2. Budget adjustments of this type are current year only and are considered temporary.
3. In January of each year, departments are notified of the date(s) for final budget transfers to be submitted for the current fiscal year. Banner Self-Service budget transfers (budget pools 720000 through 785000 entries with exception of 733000 and 756000) are accepted until June 30. 
4. When an expenditure is authorized, it must be spent from an account that most closely describes its nature. Funds must be available within the proper budget pool before the entry can be processed through the Banner Finance Purchasing module. Banner Self-Service budget transfers are processed on-line and appear within approximately one and one-half minutes. Budget entries requested between departments are processed daily, except at the normal month-end close-out for reporting when there are no transactions processed in the current month. Posting in the subsequent month can occur on the first day of the month. 
4.7.1.3 Departments are notified of over-expended or over-encumbered budget items by accessing the Campus Budgets Dashboard and referring to the Chart A tab, Report Budget Notice – State Funds.  The Dashboard is refreshed daily.  The report is effective after all University budgets are allocated for the year. The University Budget Office sends an e-mail memorandum and hard copy alerting departments to process their monthly reconciliation and requests that budget adjustment be processed to rectify the overages. The report may be viewed by any individual within a department that has secure Banner Finance System access. Department's memoranda are disbursed to assist the department in maintaining positive budget balance available amounts, to warn of unexpected charges, to expose errors that should be brought to the attention of appropriate personnel for correction and to properly align budgets for reporting purposes.
4.7.2 Budget Revisions-Flexibility 
4.7.2.1 All requests for flexibility budget revision, as defined below, must be submitted in even dollar amounts on the Request for Budget Revision Form developed and available through the University Budget Office or access ASU Electronic Forms located under Vice Chancellor for Business Affairs. The electronic form can be completed, printed, and then sent to the Chancellor or appropriate Vice Chancellor for approval. The revision may be submitted for the current fiscal year only or for both current year and permanent revision. The form is self-explanatory and requires all appropriate blanks to be completed. The justification of request must include: 1) a complete explanation of the desired revision as it relates to the enhancement of the mission of the University; 2) specific assessment measures to be employed; 3) impact of action on future budgets; 4) position number, title, career banded classification, full-time equivalency (FTE), dollar amount of position originally budgeted (if revision applicable to a position); and 5) the required approved signatures for applicable area. When approved by the appropriate Vice Chancellor of the requesting area, the form will be forwarded to the Budget Office for approval and entry into the Banner Finance System. The Budget Office will enter this flexibility revision into the State Budget Revision System via telnet through the State Information Processing System (SIPS) in Raleigh.
4.7.2.2 The following regulations are mandatory when requesting flexibility budget revisions:
1. Funds budgeted to any 61XXXX account class (labor/personnel compensation) can be transferred between any 61XXXX minor account class or to/from any of the aforementioned budget pools via Flexibility Budget Revision. For example: (a) Funds budgeted to 614110 (Non-Student Temporary Wage) can be transferred to budget pool 719000 (Contracted Services) or account 614510 (Student Temporary Wage) funds can be transferred to 720000 budget pool (Supplies and Materials); (b) Funds budgeted to 750000 pool (Capital Outlay) may be transferred to budget pool 719000.
2. Funds may be transferred between programs, with the exception of the following programs: 102 (Summer Term Instruction) and 103 (Non-Credit Extension Instruction). An example of an allowable transfer would be program 101 funds for instructional departments may be transferred to the Dean's office(s) funds found in program 152. 
3. Revisions involving accounts 6111X0, 6121X0 or 6131X0 must include position number, title, career banded classification, FTE, and annual salary of the position.
4. Revisions must be submitted on the Request for Budget Revision Form with the appropriate approval signatures displayed.
5. Departments are notified of the final date for budget revisions to be submitted for the current fiscal year.
4.7.2.3 These changes may be either for current fiscal year only (temporary revision) or a permanent revision (becomes a component of the Continuation Budget); these revisions are processed upon request.
4.7.3 Receipt-Support within State Appropriated Funds-Budget Revisions 
4.7.3.1 Departments which are supported by State Appropriation that gain any portion of receipt-support must submit a Request for Budget Revision to utilize the excess receipts. The revision must be submitted in even dollar amounts on the request for Budget Revision Form developed by the Budget Office. The request should be completed to show whether the revision is for the current year (temporary) or permanent (receipts will be collected indefinitely). The form must include: the required approval signatures, a complete justification of the desired revision, how the receipts were acquired, and exactly how the funds are to be expended if the revision is approved. If establishment of a receipt-supported position is requested, the following information is required: position number, title, career banded classification, full time equivalency (FTE), and annual salary of the position. When approved by the Chancellor/Vice Chancellor of requesting area, the form will be forwarded to the University Budget Office. The University Budget Office will submit the budget revision to the Office of State Budget and Management in Raleigh for approval. The revision will be entered into the State Budget Revision System via telnet through the State Information Processing System (SIPS) in Raleigh. If approval is granted by The Office of State Budget and Management, the University Budget Office will process the entry into the Banner Finance System.
4.7.3.2 Example: (a) A seminar that will be attended by paying participants with monies deposited to a revenue account (revenue accounts begin with either five-zero (50xxxx) or eight-zero (80xxxx)).
4.7.3.3 Prepare a Request for Budget Revision Form to increase the appropriate revenue account (50xxxx) budget and increase the appropriate expenditure account/budget pool (example: 734000 to cover the expense of printing materials for seminar).
4.7.3.4 Example: (b) Collections for copier charges
4.7.3.5 Prepare a Request for Budget Revision Form to increase the revenue account (50XXXX) budget and increase the appropriate expenditure account/budget pool (example: 720000 to cover expense of supplies for copier).
4.7.3.6 The following regulations are mandatory when requesting budget revisions involving receipts for approval by the Office of State Budget and Management in Raleigh:
1. Sufficient receipts to cover the amount of the requested increase must be deposited to the proper revenue account within the requesting department's fund.
2. Budget revisions must be submitted on the Request for Budget Revision Form with the appropriate approval signature(s). The Budget Revision form can be accessed on the web under Electronic forms.
3. In January of each year, all departments are notified of the date for final budget revisions to be submitted for the current fiscal year.
4.7.3.7 The revision may be either for current fiscal year only (temporary) or permanent (becomes a component of the Continuation Budget); these revisions are processed upon request.
4.8 Budget Revisions - Approval 
4.8.1 Procedure Description - All programs and departments supported by appropriated State funds requiring budget adjustments as described in Policy Statements area: Budget Adjustment/Revisions; specifically, Budget Revisions-Flexibility, and Receipt-Support within State Appropriated Funds-Budget Revisions, must complete and submit the Request for Budget Revision Form.
4.8.2 Procedure - When budget revisions of any type are required, these general steps are to be followed: Obtain Request for Budget Revision Form from the University Budget Office or access ASU Electronic Forms on the Web. Complete a Request for Budget Revision Form.
4.8.3 Department Name and Phone Number: Department issuing request and telephone number of requestor.
4.8.4 Prepared By and Date: Person preparing request and the current date.
4.8.5 Building Name and Room Number: Requesting program area/department's building name and room number.
4.8.6 Department Index and Account Numbers: 1XXXXX-XXXXXX Complete Index number(s) (which is the same as the Fund number) and account/budget pool number(s).
4.8.7 Or: + or -: Plus (+) is equal to an increase in an expenditure and revenue budget and minus (-) is equal to a decrease in an expenditure and revenue budget.
4.8.8 Current Fiscal Year Amount: Even-dollar budget amount for entry to be recorded in current fiscal year only.
4.8.9 Permanent Revision Amount: Even-dollar budget amount for entry to be recorded in all succeeding fiscal years.
4.8.10 Revision can be submitted for both current year and permanently with dollar amount exactly the same for both or can be different amounts. (i.e., a new position established at January 1 of current fiscal year would require a six month's salary amount and permanent would require the full 12 month's salary amount required.)
4.8.11 Justification for Request: A complete explanation including a description of how the mission of the University will be enhanced by the requested budget action, specific assessment measures to be employed, and the impact of this action on future budgets. Transfers involving accounts 6111XX, 6121XX and 6131XX must include the position number, title, career banded classification, FTE, and dollar amount.
4.8.12 Approval Section**: Signatures with the date of signature of the following: Department Head, Dean, and the Vice Chancellor. The Vice Chancellor's Office will submit to the University Budget Office if approved, and the Budget Director will verify completeness, sign the form and process it for entry into the Banner Finance System.
4.8.13 Budget Adjustment Form and Request for Budget Revision Form (http://budget.appstate.edu/forms)
4.9 Budget Transfers
4.9.1 Online Budget Transfers
4.9.1.1 The Banner Self-Service module allows authorized personnel to enter even-dollar budget transfers within a specific fund from the 720000 thru the 785000 budget pools (with the exception of budget pools 733000 and 756000).  The transfers are posted online within approximately one and one-half minutes.  This process now occurs without prior approval of the University Budget Office.  However, a positive available fund balance must be present within the budget pool that the transfer is coming from, and previously stated rules must be adhered to.   
4.9.1.2 You must have access to Banner Finance-Self Service, E-Print, and Campus Budgets Dashboard to view the reports and process on-line budget transfers.  Instructions to access or delete a user on Campus Budgets Dashboard, E-Print reports and Banner Finance-Self Service are found in the Banner Finance Training Manual.  If you do not have access to these modules, then the requesting employee should have their supervisor complete the online form found in ASU Electronic Forms at the following website:  http://forms.appstate.edu.  When you reach this website, you will select the following:  (1) Information Technology Services; (2) Request Banner Account Options; (3) login using your ASU Novell ID and password; (4) continue to next screen; (5) complete the required fields marked with an asterisk (*); (6) scroll down to “Banner Financial For Dept. Users”; (7) check Financial Banner Self Service and E-Print; (8) list the funds you will require access to or a description of your request; and (9) scroll to the bottom of the form and select “Submit”.
4.9.1.3 If the person authorized to process budget entries for a department changes, the administratively responsible department head must follow the aforementioned process to delete a user on Campus Budgets Dashboard, E-Print reports and Banner Finance-Self Service.  This action should occur as soon as possible. 
4.9.2 To Begin the Banner Self-Service Online Budget Transfer procedure:
4.9.2.1 You must access the internet (the Explorer browser is preferred, but Mozilla may also be used). Access the ASU Homepage as follows:  http://www.appstate.edu, next click on My ASU (located at the bottom of the screen), click Administrative Resources, click APPLEAP Administrative Systems Project, click System Access, click Finance Homepage and Log into Banner Finance-Self Service.  After signing on to Banner Finance-Self Service click Finance option, you may then continue with the online budget transfer process. 
4.9.2.2 Instructions for use of the Banner Finance-Self Service Online Budget Transfer module are provided online (option listed on the Banner Homepage) or may be obtained in a Banner Finance User Training Manual (hard copy) from the University Budget Office.   From the Banner Finance Homepage, access is gained to the following options:  Reset Password, Log in to Banner Finance Self-Service, Campus Budgets Dashboard, E-Print, Banner Finance Training Manual, Request New University Computer Account (or Access additional Computer Accounts), Registration for Banner Finance Training Classes, Banner Chart of Accounts, Closing Dates for the fiscal year, and University Controller’s Office Departmental Fund Activity Reconciliation Form.  Banner Finance Training is conducted once per month by the University Budget Office, Special Funds Accounting Office, Purchasing Office, and the Business Systems Office.
4.9.3 Monthly Reconciliation
4.9.3.1 Those responsible for managing all fund types of University resources (department heads or their designees, principle investigators, etc.) must complete the following activities each month:
1.	Review monthly financial reports in detail;
2.	Complete the University Controller’s Office Reconciliation Form – Departmental Monthly Activity and print a copy (this form found at     http://www.appleap.appstate.edu/finance_over.html;
3.	Sign the copy;
4.	Obtain the supervisor’s approving signature; and
5.	Retain a file with the approved monthly reconciliation(s) for the current year and 	previous year in the event the University or State Auditor(s) need to review the fund’s 	financial transactions.  

4.9.3.2 A listing of e-print reports to aid in reconciliation entitled, “E-print-The Right Report for the Job,” and Campus Budgets Dashboard Reports, entitled, “List of the New Reports,” can also be found at http://www.appleap.appstate.edu/finance_over.html. Access to Campus Budgets Dashboard is found at http://appleap.appstate.edu/finance_over.html.


5.  Additional References
6. Authority
7.  Contact Information – Business Affairs – 828-262-2030
8.  Effective Date
9.  Revision Date:  February, 2013

					Signed:



					______________________________________
					Sheri N. Everts
					Chancellor

					Date: _________________________________
4827-8932-2257, v.  4
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Special Funds Accounting
Banner Finance – Self Service
Grant Budget Queries
Budget Status by Account

Follow steps 1-10 as listed under Budget Queries.

11.  If only fiscal year-to-date information is needed, enter the chart code “A” and fund code in the Index field, and select Submit Query.

[image: ]

12. The Fund, Organization, and Program codes will default from the Index.  Submit Query.

[image: ] 

13. Results of the step 12 query (previous page).
[image: ]


14.  If project-to-date information is needed, include the Grant code (same as fund code) in the selection criteria and select Submit Query.   (Note:  Fund, Org, and Pgm are no longer required, as the Grant coded is now the driver of the query.)

[image: ]


15.  Results of the step 14 query (previous page).
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Budget Quick Query
(Quick Query does not allow you to access specific document information as Budget Status by Account does.)

Follow steps 1- 7 as listed under Budget Queries.

8.  Select Budget Quick Query from the pull-down menu and select Create Query.

[image: ]

9.  Enter the Chart and Index and select Submit Query.

[image: ]




10.  Fund, Organization, and Program codes will default in.  Select Submit Query again.

[image: ]


11.  Results of the step 8 Quick Query (previous page).
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12.  For project-to-date information, the Grant code must be entered.

[image: ]

13.  Results of the project-to-date Grant Query (above).
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APPALACHIAN STATE UNIVERSITY
University Budget Office & Special Funds Accounting 
Fund Authority Form Instructions

1.  Go to ASU Homepage via Internet Explorer (browser).

[image: ]

2.	Enter the following web address: http://forms.appstate.edu to access electronic forms.

[image: ]

3.  Click on VC – Business Affairs

4.  Click on Fund Authority Form

[image: ]



5.  Click on Open to download Excel File (which will open to the Fund Authority Form.)

[image: ]






6.  Complete page 1 of the Fund Authority Form, print the form, and obtain the proper approval signatures in the Funds Authorized By:  block.   
[image: ]

7.  Deliver the completed approved form to the University Budget Office for establishment of the new State appropriated Fund.  

8.  The second page of the Fund Authority Form must be completed if payroll item changes are required.  

[image: ]
The Fund Authority Form is used by the University Budget Office to establish new State appropriated funds and receipt-supported (within) State Funds.  The form is also used by the University Budget Office to establish Institutional Trust Funds and by the University Special Funds Accounting Office to establish any type of Special Trust or Grant Fund. 

9.  The third page of the Fund Authority Form must be completed if a Special Trust or Grant Fund is requested.

[image: ]

10.  When the completed/approved Fund Authority Form is received by the Budget Office, the budget director will verify the information on the form and assign fund and program numbers.  The Chancellor or applicable Vice Chancellor’s Office will be notified by e-mail of the new fund number(s), and that the fund is ready for use.  The Budget Office personnel will establish the fund and await the proper budget documents from the Chancellor or applicable Vice Chancellor Office(s) to allocate funding for the new fund(s).  

(Please see the next page for a Fund Authority Form example.)
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	(Some Frequently Used Rule Codes are Highlighted in Yellow)

	RULE
	
	
	RULE
	

	CODE
	DESCRIPTION
	
	CODE
	DESCRIPTION

	1AP
	Banner Student - APPL CHG-Like
	
	BP1
	Permanent Certified Budget

	1CH
	Banner Student Charges/Non-Cash Pay 
(Departmental Deposits)
	
	BP2
	Permanent Flexibility Budget

	1CS
	Banner Student - Cash Payments
	
	BP3
	Temporary Certified Budget

	1FD
	AUXILIARY FEEDS
	
	BP4
	Temporary Flexibility Budget

	2AP
	Banner Student - APPL CHG - Diff
	
	BP5
	Permanent Authorized Budget

	2FD
	Auxiliary Feeds Academic
	
	BP6
	Temporary Authorized Budget

	3AP
	Banner Student - APPL PAY - Like
	
	BRA
	BRSC Chart A feed (like FUP)

	3FD
	Auxiliary Feeds Foundation
	
	BRF
	BRSC Chart F feed (like FUP)

	4AP
	Banner Student - APPL PAY - Diff
	
	BRS
	BR feed from SIS (like FUP)

	4FD
	Auxiliary Feeds Capital Improvement
	
	BT5
	Trust Beginning Budget

	5CR
	Cash Receipt Entry
	
	CAEC
	Cancel Check C/M add’l w/encumbrance

	5CRT
	Cash Receipt(cr05) def prog org bank
	
	CAEI
	Cancel check invoice add’l w/encumbrance

	AAL
	Academic Allotment-enter bud period
	
	CAII
	Cancel Check Inventory Invoice Taxes

	ACDC
	Cancel Addl Charges on Credit Memo
	
	CAL
	CI Allotment Entry

	ACDI
	Cancel Add’l Charges on Invoice
	
	CAN
	CI Allotment - No NCAS Feed

	ACEC
	Cancel Add’l Chrg on C/M w/encumb
	
	CAXC
	Cancel Check - C/M tax

	ACEI
	Cancel Addl Chrg on Inv w/encumbrance
	
	CAXI
	Cancel Check - Invoice tax

	ACG
	Advancement Cash Gifts
	
	CC01
	Interchart Credits

	ACII
	Cancel Add’l Chrgs on Inv w/G/L Acct
	
	CD01
	Interchart Charges

	ADDC
	Additional Charges on Credit Memo
	
	CDDC
	Cancel Check C/M add’l chgs

	ADDI
	Additional Charges on an Invoice
	
	CDDI
	Cancel check invoice add’l charges

	ADEC
	Add’l Chrg on Credit Memo w/encumb
	
	CDEC
	Cancel check C/M disc w/encumbrance

	ADEI
	Addl Charges on Invoice w/encumbrance
	
	CDEI
	Cancel Check Invoice disc w/encumbrance

	ADII
	Add’l Charges on Invoice w/G/L Acct
	
	CDII
	Cancel Check Inventory Inv Add’l Chrgs

	ADJC
	Adjustment to Inventory Value
	
	CDWI
	Federal Withholding on Cancel Check

	ADPR
	Adjust depreciation(up or down)
	
	CHS1
	Banner Student Charges/Non-Cash Pay

	AL01
	ProAlloc for perm. adopt budget
	
	CIIC
	Cancel Check Inv Valuation Adj

	AL02
	ProAlloc for perm. adj budget
	
	CIII
	Cancel Check Inventory Inv Discount

	AL04
	ProAlloc. for encumbrance
	
	CISC
	Cancel Check - C/M discount

	AL05
	ProAlloc. for budget reservation
	
	CISI
	Cancel Check - Invoice discount

	ALE3
	ProAlloc for year to data actv
	
	CNEC
	Cancel Check - C/M w/encumbrance

	ALR3
	ProAlloc. for year to date revenue
	
	CNEI
	Cancel Check - Invoice w/encumbrance

	ANO
	ASU Alumni No Operation
	
	CNEP
	Cancel Check CY, Invoice w/encumb PY

	AOG
	Advancement Online Gifts
	
	CNII
	Cancel Check Inventory Invoice

	ARV
	Academic Reversion-enter bud period
	
	CNNC
	Cancel check - C/M w/o encumbrance

	ASCS
	Banner Alumni Cash Receipt
	
	CNNI
	Cancel Check - Invoice w/o encumbrance

	ASDE
	Banner Alumni Gift (Payroll Deduct)
	
	COAD
	Additional Charge on Change Order

	ASLN
	Banner Alumni Gift of Land/Property
	
	CODS
	Discount on Change Order

	ASP
	Pledges
	
	CORD
	Establish Change Order

	BD01
	Permanent Adopted Budget
	
	COTX
	Tax on Change Order

	BD02
	Permanent Budget Adjustments
	
	CR05
	Cash Receipt Entry

	BD03
	Temporary Adopted Budget
	
	CSS1
	Banner Student - Cash Payments

	BD04
	Temporary Budget Adjustment
	
	CSS2
	Banner Student Payment/Release Dep.

	BD10
	Budget Development Request
	
	CTEC
	Can Chk-NonVend Tx CM w/encumbrance

	BILE
	Bill Expense Acct w/enc in Cost Act
	
	CTEI
	Cancel tax for CXEI

	BILI
	Bill Income Acct in Cost Accounting
	
	CTII
	Cancel non-vend-tax for checks

	BILL
	Bill Cost Accounting. Job, no encumbr
	
	CTWI
	State Withholding on Cancel Check
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	Alphabetical Order

	(Some Frequently Used Rule Codes are Highlighted in Yellow)

	RULE
	
	
	RULE
	

	CODE
	DESCRIPTION
	
	CODE
	DESCRIPTION

	CTXC
	Cancel tax w/CAXC
	
	DNII
	Check - Inventory Invoice

	CTXI
	Cancel tax for CAXI
	
	DNNC
	Check - C/M w/o encumbrance

	CUL
	CI Unallotted Entry
	
	DNNI
	Check - Invoice w/o encumbrance

	CXEC
	Cancel check C/M tax w/encumb
	
	DSCA
	Cash Disbursement - CM Addl Charge

	CXEI
	Cancel check invoice tax w/encumb
	
	DSCD
	Cash Disbursement - CM Discount

	DAEC
	Check C/M Add’l w/encumbrance
	
	DSCI
	Cash Disbursement - Credit Memo

	DAEI
	Check invoice Add'l Chgs/encumb
	
	DTWI
	State Withholding on Check

	DAII
	Check - Inventory Invoice Tax
	
	DXEC
	Check - C/M tax w/encumbrance

	DAXC
	Check - C/M tax
	
	DXEI
	Check invoice tax w/encumbrance

	DAXI
	Check - Invoice tax
	
	E010
	Post Original Encumbrance

	DAXL
	Exchange adjustment for TAXL
	
	E020
	Encumbrance Adjustment

	DAXX
	Exchange Adjustment for TAXX
	
	E032
	Encumbrance Liquidation

	DCEC
	Cancel Discount on C/M w/encumb
	
	E037
	Encumbrance Liq. allow changes

	DCEI
	Cancel Discount on Inv w/encumb
	
	E090
	Year End Encumbrance Roll

	DCII
	Cancel Discount on Inv w/G/L Acct
	
	E095
	Commits a Encumbrance(prev. rolled)

	DCSC
	Cancel Discount on Credit Memo
	
	E100
	Original Encumbrance

	DCSI
	Cancel Discount on Invoice
	
	ED01
	Distribute Earnings

	DCSR
	Direct Cash receipt
	
	EFT
	Record Electronic Transfers

	DDDC
	Check - C/M addl charges
	
	ER01
	Record Earnings

	DDDI
	Check invoice addl charges
	
	FC01
	Interfund Credits

	DDEC
	Check - C/M - Disc w/encumb
	
	FD01
	Interfund Charges

	DDEI
	Check invoice discount w/encumb
	
	FLX
	FLEX feed (like FUP)

	DDII
	Check - Inventory Invoice Addl Chrg
	
	FSF
	Food Service feed (like FUP)

	DDSC
	Check - C/M discount
	
	FT01
	Interfund Transfer

	DDSI
	Check - Invoice Discount
	
	FUP
	FUPLOAD def org and prog like JE16

	DDWI
	Record Federal Withholding on Check
	
	GLAS
	Change asset account for fixed asset

	DEP1
	Depreciation Buildings and Fixtures
	
	GLCE
	Change Cap. Fund/equity/asset

	DEP2
	Depreciation Computers
	
	GLCF
	change cap fund for fixed asset.

	DEP3
	Depreciation Furniture
	
	GLEQ
	Change equity account

	DEP4
	Depreciation Laboratory
	
	GLFE
	Change cap fund and equity account

	DEP5
	Depreciation Equipment - Vehicles
	
	GLRE
	Reverse old fund/equity/asset

	DEP6
	Depreciation Equipment - Other
	
	GPP
	ASU Gifts in Kind Personal Property

	DEP7
	Depreciation Library Books
	
	GPR
	ASU Gift in Land

	DEPP
	Recording past depreciation
	
	GRAP
	Grant Application of Payment

	DEPR
	DEPRECIATION RULE CLASS
	
	GRAR
	Accrued Accounts Receivable

	DIEC
	Discount on Credit Memo
	
	GRBL
	Billed Accounts receivable

	DIEI
	Discount on Invoice w/encumbrance
	
	GRCC
	Grant - Cost Share Charge

	DIIC
	Check - Inventory Invoice Discount
	
	GRCG
	Grant - Cost Share Grant

	DIII
	Discount on Invoice w/G/L Acct
	
	GRDF
	Deferred Revenue

	DISC
	Discount on Credit Memo
	
	GRIC
	Grant - Indirect Cost Charge

	DISI
	Discount on Invoice
	
	GRIR
	Grant - Indirect Cost Recovery

	DISN
	Disposal without depreciation
	
	GRPM
	Grant Payment

	DISP
	Disposal of asset with depreciation
	
	GRRF
	Grant Refund

	DISR
	Disposal: Sharing of revenue
	
	GRRV
	Grant - Accrued Revenue

	DNEC
	Check - C/M w encumbrance
	
	GRTF
	Grant Payment Transfer

	DNEI
	Check - Invoice w encumbrance
	
	GRWH
	Withholding accounts receivable

	ALL RULE CODES
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	(Some Frequently Used Rule Codes are Highlighted in Yellow)

	RULE
	
	
	RULE
	

	CODE
	DESCRIPTION
	
	CODE
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	GSA
	Gift Annuity - Securities
	
	IPNC
	Zero Payment Credit Memo

	GSC
	ASU Gift in Security - Current
	
	IPNI
	Zero Payment Invoice

	GSE
	ASU Gifts in Security - Endowments
	
	IR01
	Record Investment

	HCBA
	Payroll - COBRA - Admin. Fee
	
	ISCP
	Return Profit Inventory Acct

	HCBC
	Payroll - Cobra Cash Receipt
	
	ISEC
	Request Return

	HCBP
	Payroll - COBRA - Premium
	
	ISEU
	Request Issue

	HDEF
	Payroll - Deferred Pay
	
	ISIC
	Return Item Inventory Acct

	HDPA
	Payroll - Deferred Pay Accrual
	
	ISIU
	Issue Item Inventory Acct

	HEEL
	Payroll - Employee Liability
	
	ISR
ISSC
	Internal Revenue Service
Return (No Request)

	HENA
	Payroll - Encumbrance Adjustment
	
	ISSU
	Direct Issue (No Request)

	HENC
	Payroll - Salary Encumbrance
	
	ISUP
	Issue Profit Item Inventory Acct

	HERL
	Payroll - Employer Liability
	
	J001
	General Ledger Closing Journal

	HFEA
	Payroll - Fringe Benefit Enc. Adj.
	
	J020
	Budget Carry Forward Journal

	HFEN
	Payroll - Fringe Benefit Encumbrance
	
	J099
	Interfund Cash Transfer Entry

	HFEX
	Payroll - Actual Fringe Ben. Dist.
	
	JE05
	General Ledger Beginning Balance

	HFNL
	Payroll - Fringe Chargeback w/o Liq
	
	JE06
	GL Beg. Bal. (like JE05-Bals Fund)

	HFRC
	Payroll- Fringe Chargeback Clearing
	
	JE10
	Accounts Receivable Entry

	HFRD
	Payroll - Fringe Chargeback w/Liq
	
	JE15
	General Journal Entry (Intra-Fund)

	HGNL
	Payroll - Gross Exp. No Liquidation
	
	JE16
	General Journal Entry (Inter-Fund)

	HGRB
	Payroll - Gross Benefit Expense
	
	JE25
	Interchart Journal Entry

	HGRS
	Payroll - Gross Salary Expense
	
	JEP
	JE16 for Project to date -self bal.

	HNET
	Payroll - Net Pay
	
	LMS
	LMS feed (like FUP)

	ICEC
	Cancel Credit Memo w/ Encumbrance
	
	N001
	Endowment Spendable Interfund Transfer

	ICEI
	Cancel Invoice with Encumbrance
	
	N002
	Endowment Rlz. Gn/Ls Interfund

	ICEP
	Cancel Invoice with Encumbrance
	
	N003
	Endowment URlz. Gn/Ls Interfund Trans

	ICER
	Cancel Credit Memo w/ Enc - PY
	
	N004
	Endowment Spnd. Var. Interfund

	ICII
	Cancel Inv w/G/L Account no Enc
	
	NOOP
	No operation

	ICNC
	Cancel Credit Memo w/o Encumbrance
	
	NRP
	New River feed (like FUP)

	ICNI
	Cancel Invoice without Encumbrance
	
	ONE
	One Sided Rule Code

	IIIC
	Invoice Cancel - Valuation Adjust
	
	PA05
	Payroll Disbursement

	IIII
	Invoice - Valuation Adjustment
	
	PA06
	Payroll Disbursement

	IMCI
	Cash Receipt Entry; Endowment-Pool
	
	PCAD
	Cancel Add'l Chrg on Purchase Order

	IMDI
	Distribution of Income (IM)
	
	PCAP
	Cancel Add’l Chg on Purchase Order PY

	IMDT
	Dist. of Income - Transfers
	
	PCC
	P-Card feed (like FUP)

	IMDU
	Dist of Income - Buying into Pool
	
	PCDP
	Cancel Disc on Purchase Order Prior Y

	IMRA
	Inv Fund Removes All Inv from Pool
	
	PCDS
	Cancel Discount on Purchase Order

	IMRP
	Inv Fund Removes Part. Inv from Pool
	
	PCLQ
	Cancel PO - Reinstate Request

	IMTF
	Cash Transfer; Inv. Fund to Pool
	
	PCRD
	Cancel Purchase Order

	IMTR
	Transfer b/t Endowments in a Pool
	
	PCRP
	Cancel Purchase Order in Prior Year

	INEC
	Credit Memo with Encumbrance
	
	PCTP
	Cancel Tax on Purchase Order Prior YR

	INEI
	Invoice with Encumbrance
	
	PCTX
	Cancel Tax on Purchase Order

	INEP
	Invoice with Encumbrance charged PY
	
	PLIB
	Purchase Card Liability

	INER
	Credit Memo with Encumbrance PY
	
	PMT1
	Banner Payment - Misc. Form TFAMISC

	INII
	Invoice w/G/L Account no Enc
	
	POAD
	Additional Charge on Purchase Order

	INNC
	Credit Memo without Encumbrance
	
	POAP
	Add’l Chg on Purchase Order Prior YR

	INNI
	Invoice without Encumbrance
	
	POBC
	Purchase Order Batch Close
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	RULE
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	POCL
	Purchase Order Close (FPAEOCD)
	
	RES1
	Banner Student - Refunds

	PODP
	Disc on Purchase Order Prior Year
	
	RQCL
	Requisition close (FPAEOCD)

	PODS
	Discount on Purchase Order
	
	SCAO
	Capitalization of origination tags.

	POLQ
	Purchase Order-Request Liquidation
	
	SCAP
	Subsequent capitalization for asset

	POPN
	Purchase Order Open (FPAEOCD)
	
	TAEC
	Sales Tax on Credit Memo w/Encumbrance

	PORD
	Establish Purchase Order
	
	TAEI
	Sales Tax on Invoice w/Encumbrance

	PORP
	Estab Purchase Order in Prior Year
	
	TAII
	Sales Tax on Invoice w/G/L Acct

	POTP
	Tax on Purchase Order Prior Year
	
	TAXC
	Sales Tax on Credit Memo

	POTX
	Tax on Purchase Order
	
	TAXI
	Sales Tax on Invoice

	PRO
	Prorate Journal Entries
	
	TAXL
	Record Liability for Non-vendor Tax

	PROJ
	Project Encumbrance
	
	TAXR
	Remove tax liability on Cash Receipt

	RBTR
	Return rebate on cash receipt
	
	TAXX
	Cancel Liability for Non-Vendor Tax

	RCQA
	Cancel Add'l Charge on Requisition
	
	TCEC
	Cancel Sales Tax on C/M w/Encumbrance

	RCQD
	Cancel Discount on Requisition
	
	TCEI
	Cancel Sales Tax on Inv w/Encumbrance

	RCQP
	Cancel Requisition
	
	TCII
	Cancel Sales Tax on Inv w/G/L Acct

	RCQX
	Cancel Tax on Requisition
	
	TCXC
	Cancel Sales Tax on Credit Memo

	RCVD
	Receiving Stock
	
	TCXI
	Cancel Sales Tax on Invoice

	REBC
	Credit Memo - Rebate Tax
	
	TRNF
	Stores Inventory Transfer

	REBD
	rebate exchange difference
	
	WOFD
	Write off with depreciation

	REBT
	Tax Rebate
	
	WOFF
	Write off without depreciation

	REBX
	Tax Rebate Cancellation
	
	WRID
	Write down with depreciation

	REQA
	Additional Charge on Requisition
	
	WRIT
	Write adjustments(down or up)

	REQD
	Discount on Requisition
	
	XB4
	State Funds-Temp Trans

	REQP
	Requisition - Reservation
	
	XT4
	Trust Funds-Temp Trans

	REQS
	Stores Requisition
	
	YR10
	Fiscal Year End Cash Disbursement

	REQX
	Tax on Requisition
	
	YR20
	Fiscal Year End Cash Receipt











		Finance Transaction Feeds**

	
	

	Document starts with
	Department Name

	AC
	Technology Support Services

	BR
	SIS BR FEED - Cashiers

	BS
	Bookstore

	CS
	Creative Services

	CX
	Centrex

	DS
	Duplication Services

	FA
	Food Services 1

	FB
	Food Services 2

	FC
	Food Services 3

	FD
	Food Services 4

	FE
	Food Services 5

	FF
	Food Services 6

	FN
	BRSC FND - Cashiers

	FR
	BRSC FRS - Cashiers

	FX
	Flex Charges-Controller’s Office

	IT
	ITS

	LM
	LMS (From Cashiers Office)

	MP
	Motor Pool

	NR
	New River Light & Power Co.

	NS
	Network Services

	PC
	P-Card - Purchasing

	PE
	PC-Controller’s Office

	PH
	PC-Cashiers Office

	PO
	Post Office

	PP
	Physical Plant

	PS
	Print Shop

	RF
	Housing & Residence Life

	TC
	ITC Media Services

	TS
	TSS Copier Services

	UT
	Utilities – Physical Plant

	WH
	Warehouse

	
	

	
	

	**Document numbers beginning with the above letters correspond to charges made by listed department
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BUSINESS AFFAIRS MEMORANDUM 2014-01				 

TO:					All Departments 
FROM:				Greg M. Lovins
Vice Chancellor for Business Affairs

DATE:	February 27, 2015

REFERENCE:				CLOSING DATES-FISCAL YEAR 2014-15

Departments must adhere to the following deadlines to pay for purchases from the current year’s funds:

MARCH 31, 2015 - Last date for Purchasing to receive a requisition for any purchase costing $25,000 or more.
APRIL 30, 2015 - Last date for Purchasing to receive a requisition for any purchase costing $5,000 up to $25,000.
APRIL 30, 2015 - Last date for Purchasing to receive a requisition or for orders submitted through Yo-Mart for any purchase and last date to procure any items against Blanket (Standing) Purchase Orders for the payment to be charged to Fiscal Year 2014-15 funds.  Blanket (Standing) Purchase Order purchases made during June 2015 will be charged to Fiscal Year 2015-16 funds.  Please note that all State Fund Purchase Orders issued in fiscal year 2014-15 are to be paid by June 30, 2015.

JUNE 15, 2015 – Last date for the following: 

1. State Fund Requests for Budget Revisions (require the Chancellor or appropriate Vice  Chancellor’s approval).    
2. All entries for any Summer Sessions & Professional Development funds (104XXX) or Extension Instruction funds (1045XX THROUGH 1058XX) except Payroll items must be processed.  (This includes any payments, travel reimbursements, purchase orders and budget entries.) Any exceptions must be authorized by the Offices of Summer Sessions & Professional Development or the appropriate Extension Instruction area as applicable.
3.  The last date to submit payment requests for the current year for any purpose.  To complete any payment, the following will be required: (1) a correct invoice; (2) the Warehouse must have received the materials; and (3) the Banner Finance System must have sufficient budget balance available in the appropriate budget pool or line-item. 
4.   No expenditure transfers will be processed after June 19, 2015.
5.  	On-campus service areas to charge current fiscal year funds; (this means that any purchases from the Warehouse or work performed by the Physical Plant, Computer Center, postage charges, etc., must be completed by this date in order to be charged to funds available for the current fiscal year.  (If you are a service area processing invoices, and you do not want the funds reflected in fiscal year 2014-15, do not invoice departments until July).  
6.  Use of Petty Cash System; (any charges made through the Petty Cash System after JUNE 15, 2015 will be reflected on funds in July.)
      7.  	The last date for the Purchasing Card statement to be paid from the current fiscal year funds is June 15, 2015.  Transactions not on the June 15th statement will be paid from next fiscal year funds. On-line reconciliation and on-line approvals have to be completed by June 19, 2015 at 5:00 P.M.    
8.	Travel Advances will not be issued when travel begins after JUNE 15, 2015.  Travel reimbursements received in the Controller’s Office by JUNE 19, 2015, will be issued in this fiscal year, providing sufficient funds are available.  
      9.	All temporary employees will be paid for work performed through June 15, 2015.
June 30, 2015 – Last date for on-line budget transfers (all State and Special Funds, departmental transfers involving 720000 through 785000 budget pools). 

The dates will be revised should it become necessary due to current year state wide revenue shortfalls.  Please advise all personnel in your area of these important dates. 

Thank you. 

Finance Point of Contact List


Area	Name	Phone	Email

Business Systems Director	Kevin Patterson	7561	pattersonkm@appstate.edu   
HR Systems	Richard Shook	6750	shookrb@appstate.edu
Finance Systems	Cathy LaMarre	7796	lamarreca@appstate.edu	  

Controller	David Jamison	6426	jamisondt@appstate.edu	 
Controller, Emeritus	Bob Baker	6848	bakerbe@appstate.edu 

Asst. Controller Special Funds	Amy Roberts	6419	robertsaj@appstate.edu 
Special Funds	Lisa Bingham	6427	binghamla@appstate.edu
Special Funds	Sharon Yates	6415	yatessw@appstate.edu
Special Funds	Elaine Berry	6890	berryle@appstate.edu	
Special Funds	Heather Hampton	6417	hamptonhw@appstate.edu

Asst. Controller Gen. Acct.	Denise Foutz	6119	foutzdn@appstate.edu
Accts Payable/Data Control	Rachel Taylor	6423	taylrrh@appstate.edu
Accts Payable/Data Control	Amy Moody	6403	moodyat@appstate.edu 

Payroll Director	Lori Cornell	6422	cornellla@appstate.edu 
Payroll	Peggy Trivette	6422	trivetteph@appstate.edu 

Asst. Controller Treasury	Timothy James	6420	jamestd1@appstate.edu 
Student Accounts	Shannon Saunders	6408	saunderssh@appstate.edu 

Budget Director	Ken Smith	6432	smithkw@appstate.edu  
Budget Analyst	Layna Evans	6407	chambersla@appstate.edu
Budget Analyst	Jennifer Geouque	8195	geouquejm@appstate.edu
Budget Analyst	Lisa Moore	6749	mooreld@appstate.edu	

Materials Mgmt. Director	Dwayne Odvody	4002	odvodyde@appstate.edu	
Materials Mgmt., Asst. Dir.	Chad Hicks	4004	hicksce@appstate.edu	
Purch. Agent/E-Procurement	Vicki Young	4027	youngvc@appstate.edu 
P-Card Administrator	Susan Poole	2082	poolesm1@appstate.edu 

Fixed Assets Accountant 	Roger Brandon	2500	brandonra@appstate.edu 
Fixed Assets Officer	Brenda Davis	2636	davisbk@appstate.edu 

CFO ASU Foundation	Laura Crandall	2341	crandlllb@appstate.edu 
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Example

Please complete and return to the Special Funds Accounting or the Budget Office, 

whichever is applicable.

Desired Title of Fund:

Date Fund Established and/or Duration of Fund:

What is the Purpose of the Fund (including Organization #, restrictions, conditions, etc.)?

*If this is a change to an existing fund, will it involve changes to University positions?

If so, please complete Page Two of this form.

Source of Revenue:

What should be done with monies remaining in the fund at the end of the program?

Amount of Grant/Contract Award (if applicable)

Name(s) and User ID(s) Authorized to access the fund or process deposits and expenditures: 

Fund #            Organization #

Program Director

Program Revenue Acct.

Chairperson

Budget Officer Betsy Payne 

Controller Rick Presnell Dean of College/Director

Special Funds

Accounting Amy J. Roberts Vice Chancellor

Institutional Trust

Fund Authority

G.S. 116-36.1 (g) 

Chancellor

Redistribution

Yes             No

Funds Authorized By:

                                                   Appalachian State University                                Page 1

        FUND AUTHORITY FORM

Indicate: 

  New Fund     Yes /  No                              Change To Existing Fund    Yes /  No       

Health Sciences and Allied Professions

07-01-2009

Dist. Ed. revenue from class offerings/remainder from existing appropriation.

State appropriation reverts at year-end.



Tim Burwell (burwellth)

Darlene Risk (riskdm)

The fund(s) are being established to supply State Funds budget(s) for the new College of Health  

Sciences and Allied Professions which is being formed and will incorporate the Nursing 

Program amoung other departments.  The organization number required is 273000.  Three fund 

numbers will re required as follows:  Program 101-Health Sciences & Allied Professions; 

Program 101-Extension-Health Sciences & Allied Professions (for Distance Education 

classes); and Program 152-Dean, Health Sciences & Allied Professions.  The State 

appropriation funding will come from within Academic Affairs existing budgeted funds.  

Academic Affairs will follow-up with the required budget forms to establish the new budget line-

items.   

For Budget Office Use Only


Microsoft_Excel_Worksheet2.xlsx
Fund Authority Form - Page 1

		Example

		                                                   Appalachian State University                                Page 1

		        FUND AUTHORITY FORM

		Indicate:   New Fund     Yes /  No                              Change To Existing Fund    Yes /  No       



		Please complete and return to the Special Funds Accounting or the Budget Office, 

		whichever is applicable.

		Desired Title of Fund:						Health Sciences and Allied Professions

		Date Fund Established and/or Duration of Fund:																07-01-2009

		What is the Purpose of the Fund (including Organization #, restrictions, conditions, etc.)?

		The fund(s) are being established to supply State Funds budget(s) for the new College of Health  Sciences and Allied Professions which is being formed and will incorporate the Nursing Program amoung other departments.  The organization number required is 273000.  Three fund numbers will re required as follows:  Program 101-Health Sciences & Allied Professions; Program 101-Extension-Health Sciences & Allied Professions (for Distance Education classes); and Program 152-Dean, Health Sciences & Allied Professions.  The State appropriation funding will come from within Academic Affairs existing budgeted funds.  Academic Affairs will follow-up with the required budget forms to establish the new budget line-items.   





















		*If this is a change to an existing fund, will it involve changes to University positions?

		If so, please complete Page Two of this form.

		Source of Revenue:				Dist. Ed. revenue from class offerings/remainder from existing appropriation.

		What should be done with monies remaining in the fund at the end of the program?

		State appropriation reverts at year-end.

		Amount of Grant/Contract Award (if applicable)

		Name(s) and User ID(s) Authorized to access the fund or process deposits and expenditures: 

		Tim Burwell (burwellth)

		Darlene Risk (riskdm)

		For Budget Office Use Only

																		Funds Authorized By:

		Fund #           				Organization #

																						Program Director

		Program				Revenue Acct.

																						Chairperson

		Budget Officer				Betsy Payne 

		Controller				Rick Presnell																Dean of College/Director

		Special Funds

		Accounting				Amy J. Roberts																Vice Chancellor

		Institutional Trust

		Fund Authority				G.S. 116-36.1 (g) 																Chancellor



		Redistribution				Yes             No











&8&Z&F		




Fund Authority Form - Page 2

		                                                         Appalachian State University                                             Page 2

		FUND AUTHORITY FORM



		If a fund moves from one Organization Number to another Organization Number, and there are positions paid from the fund, please complete

		the following information.



		If other changes are required as a result of a fund moving to a new organization, please complete as described below.  Please indicate Yes

		or No if the FOAP for an employee is changing.



		New Timesheet Org is required if a new department will be responsible for the employee's time entry/leave duties.



		New Ck Distribution Org is required if you want the employee's check mailed to the new department.



		This code represents the department that has employed the individual. This should match the Check Distribution Org in the majority of cases,

		but not always. For departments such as BIABH who have multiple off-campus offices, the Check Distribution Org will differ from the Home Org.



		**If FOAP Chg = Y (and Fund Number changes for the position) a Position Budget Transfer Form must be processed.



		Effective		FOAP Chg		Employee 						Banner HR				Position		Fund 		Employee		New Time Sheet				New Check 				Home 

		Date		Y/N **		Name						ID Number				Number		Number		Class		Org Number				Dist Org				Org





































		Name & Phone Number of Contact Person:
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Please complete and return to the Special Funds Accounting or the Budget Office, 

whichever is applicable.

Desired Title of Fund:

Date Fund Established and/or Duration of Fund:

What is the Purpose of the Fund (including Organization #, restrictions, conditions, etc.)?

*If this is a change to an existing fund, will it involve changes to University positions?

If so, please complete Page Two of this form.

Source of Revenue:

*If any revenue is from sales, please complete Page Three of this form.

What should be done with monies remaining in the fund at the end of the program?

Amount of Grant/Contract Award (if applicable)

Name(s) and User ID(s) Authorized to access the fund or process deposits and expenditures: 

Fund #           

Organization #

Program Director

Program

Revenue Acct.

Chairperson

Budget Officer

Betsy Payne 

Controller

Rick Presnell

Dean of College/Director

Special Funds

Accounting

Amy J. Roberts

Vice Chancellor

Institutional Trust

Fund Authority

G.S. 116-36.1 (g) 

Chancellor

Redistribution

Yes             No











For Budget Office Use Only

Funds Authorized By:

                                                   Appalachian State University                                Page 1

        FUND AUTHORITY FORM

Indicate: 

  New Fund     Yes /  No                              Change To Existing Fund    Yes /  No       
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If a fund moves from one Organization Number to another Organization Number, and there are positions paid from the fund, please complete

the following information.

If other changes are required as a result of a fund moving to a new organization, please complete as described below.  Please indicate Yes

or No if the FOAP for an employee is changing.

New Timesheet Org is required if a new department will be responsible for the employee's time entry/leave duties.

New Ck Distribution Org is required if you want the employee's check mailed to the new department.

This code represents the department that has employed the individual. This should match the Check Distribution Org in the majority of cases,

but not always. For departments such as BIABH who have multiple off-campus offices, the Check Distribution Org will differ from the Home Org.

Effective

FOAP Chg

Position

Fund 

Employee

Home 

Date

Y/N

Number

Number

Class

Org

Name & Phone Number of Contact Person:









































































New Time Sheet

Org Number

New Check 

Dist Org



























































                                                         Appalachian State University                                             Page 2

FUND AUTHORITY FORM









Employee 

Name

Banner HR

ID Number
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Appalachian State University

Sales Activity Questionnaire



College/Department/Unit: Organization #



Suggested Title of Requested Trust Fund Account:



Sales Activity Is Allowed by The State's General Statute (Umstead Act):



Sales activity by the University may only be engaged as provided by the State's General Statute.  Please select from the box 

below the provision that allows the University to engage in this activity. 



Revenue Produced By Sales Activity:



Estimated Annual Receipts: On-Campus Sources: (check if applicable)  Off-Campus Sources: (check if applicable)

$ - Year 1



$ - Year 2



$ - Year 3



$ - After 3 Yrs



     If revenue source is "Charges to Other 



     Funds," please list fund number(s) below:



Source of Receipts (Percentage)



% From On-Campus Receipt Sources:



% From Off-Campus Receipt Sources:



Use of University Resources To Support The Sales Activity:



List all University employees (professional and support staff) whose efforts directly benefit this activity that are paid from other funds, 

the estimated time that the employee will spend toward the activity, and the fund number paying for the employee's time and effort:

Employee Name: Title Fund Number Employee Paid From:



If equipment, supplies, travel reimbursements or other direct operating expenses will be provided by other funds for this trust fund, list 

the fund numbers and estimated amounts:  

 

Explain how the funds incurring these expenses will be reimbursed and the frequency of those reimbursements:

 



Projected Costs of Activies: (Please select an option from the drop-down box)



First Year Second Year Third Year

  Salaries



  Fringes Benefits



  Contract Services



  Travel



  Purchases for Resale



  Supplies, Postage, Printing



  Utilities



  Rent/Leases



  Equipment Purchases



  Student Grants



Total Expenses                                      -                                                       -                                            -   



  Charges to Students

  Charges to Faculty or Staff

  Charges to Other Funds

  Charges to Governmental Entities

  Charges to Not-For-Profit Entities

  Charges to Other Universities

  Charges to Alumni

  Charges to Affiliate Organizations

  Charges to General Public

  Charges to For Profit Organizations
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Unrelated Business Income Tax Questionnaire:



Sales Actvity is engaged/conducted on the following cyclical basis:



A.  Tax Exempt Purpose:  (Check applicable items)



B.  Research:  (Check applicable items)











C. Miscellaneous Items:  (Check applicable items)



























SIGNATURE



If this is to be sent via e-mail, please type in the signature information below and forward the e-mail correspondence from the 

requestor and the approver (includiing their e-mail addresses) to the University Controller's Office with this Form.

Prepared By:

Title:

Campus Phone:







   The sale of goods/services by this activity assist the University in it's instruction, extension, research or public service programs.

   Students will be involved with this activity.

   Services / activities are conducted for the convenience of students, faculty, staff, and/orclients/patients only.

   Services provided are technically advanced, unique or otherwise unavailable from other business entities in the State.

   The performance of this activity lessens the burden of government.

   This activity operates on a cost reimbursement basis except for cash reserves needed for working capital / replacement of equipment / or other future needs.

  All expenditures for this activity will benefit the purpose for which the trust fund is created.

   This activity involves research performed under a clinical trial or product testing agreement.

   Research being performed is for other governments, educational and/or not-for-profit organizations.

   Research is being conducted for commercial or industrial application (applied research) and will be able to be used by the University in its research endeavors.

   Fundamental research conducted to satisfy human curiosity (having only incidental commercial application), will use standard procedures and post intellectual questions.

   This activity is for ordinary testing or inspection of materials or products and/or the designing or construction of equipment, buildings, etc.

   Activity generates rental revenue from a combination of real and personal property.  Describe and list the expected percentages of each:

   Activity includes services such as maintenance, security, janitorial, parking, etc in the rent/lease agreements.  Describe and attached a copy of the rental / lease agreement:

   Activity sells excess computer time to off-campus users.  Describe:

   Activity includes advertising or corporate sponsorship.  Describe the contract and whether there is a call to action to buy from the contributor:  Provide a copy of contracts.

   Activity involves a joint venture or partnership with a taxable organization.  Describe and attach a copy of the venture or partnership agreement:

  Activity provides personal benefits to key employees.  List key employees and describe the personal benefits provided:  
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DEPT. NAME: PHONE No:

PREPARED BY: DATE:

BUILDING NAME: ROOM No.

For Budget Office

Use Only

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

Position # Account

Date

1st Department Head:  

2nd Dean:  

3rd Vice Chancellor:  

4th Chancellor:  

5th Budget Director:  

REVISED 09/25/15



Approval Signature



GRAND TOTAL



Justification for request:  This explanation must include a description of how the mission of the University will be enhanced 

by the requested budget action, specific assessment measures to be employed, and the impact of this action on future 

budgets.  Transfers involving accounts 6111XX, 6121XX, and 6131XX must include the following:  position number, account, 

title, FTE adjustment (if applicable) and dollar amount.



Title Amount FTE Adj



Adjustment



XXXXXX



Index



Current Year



0

APPALACHIAN STATE UNIVERSITY                        REQUEST FOR BUDGET REVISION

Account



XXXXXX



0



Permanent

Adjustment
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Memorandum To:

  Budget Office - Administration Building - 262-6407

From:

Phone:

 

Department:

Date:

Plus (+) indicates an increase to the position budget, and minus (-) indicates a decrease to the position budget.

 

 

Budgeted

+

Current Year

+

Permanent

Position Number

Fund/Account

-

Adjustment

-

Adjustment

XXXXXX

XXXXXX-XXXXXX

 

 

 

 

Note:  Transfers that involve different funds will also have budgets corrected on the Finance system.

Effective Date:

Explanation:

Admin. Responsible Person:

Approval:

 



 











 

Please make the following budget transfers in the Banner HR system to the positions indicated:

Position increases must equal position decreases (or net to zero).

POSITION BUDGET TRANSFER FORM
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NOTICE OF OVEREXPENDED ACCOUNTS
GREERAL
Fiscal Year: 14 az of 04/04/14

The following State funded accounts have been overspent as listed below.
Please transfer funds to cover the present overexpenditures and any anticipated expenditures thru June 30.

Please utilize the Banner selfservice budget transfer module or budget revision form (whichever
is applicable) to process departmental transfers. If questions, please contact the Budget Office at extension 6407.

101650 English

614510 Student Reg Wage- Ap. 250200 00 1,072.29
719000 Contracted Services Budget Pool 250200 00 500.00
731000 Travel Budget Pool 250200 00 21,028.03
250200 .00 -10,145.91
250200 00 -2,358.28
250200 .00 -8,589.65
250200 00 837.65
250200 00 209.00
“o0 45,7408

Duoger noticestate unaeods
Created by: pat Tayior, Business Systems, April, 2012
Selection Criterla: Uses Fund Securlty (o Determine Funds to be Displayed
‘Source: ASU_Operating_Ledger
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Fund Balances - Chart A as of 04/04/14
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330130 Budgeted Revenue Control
330210 Expenditure Control
330230 Budgeted Expenditure Control
330410 Encumbrance Control
330430 Reserve For Encumbrances
330510 Budgeted Change To Net Assets.
431100 Fund Balance

*TOTAL 227012

227129 Queer Film Series

111000 Cash
221100 AP Vendors Payable
330130 Budgeted Revenue Control

330230 Budgeted Expenditure Control

2014
GREERAL

Beginning Balance  YTD Debits  YTD Credits  Ending Balance
00 154034 154034
00 1,38384 1,383.84
00 00 154034
00 1,479.00 00
00 154034 00
00 00 1.479.00
00 1,479.00 1.479.00
00 00 00
00 742252 742252 00
00 508.48 508.48 00
00 408.48 408.48 00
00 00 508.48 -508.48
00 1,669.00 00 1,669.00
00 508.48 00 508.48
00 00 1,669.00 -1,669.00
00 408.48 408.48 00
00 408.48 408.48 00
00 1,669.00 1,669.00 00
00 00 00 00
00 5,580.40 5580.40 00
00 00 00 00
00 00 00 00
00 1,133.00 00 113300
00 00 1,133.00
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Fund Balances - Chart A

for Fiscal Yeal 2014 Period: 08

227008 Fdn-Dept Of English

111000
221100
330110
330130
330210
330230
330510
431100

*TOTAL 227008

227012 FND - Cold Mountain Re

111000
221100
330110
330130
330210
330230
330410
330430
330510
431100

*TOTAL 227012

Cash
AP Vendors Payable

Revenue Control

Budgeted Revenue Control
Expenditure Control

Budgeted Expenditure Control
Budgeted Change To Net Assets
Fund Balance

Cash
AP Vendors Payable

Revenue Control

Budgeted Revenue Control
Expenditure Control

Budgeted Expenditure Control
Encumbrance Control

Reserve For Encumbrances
Budgeted Change To Net Assets
Fund Balance

227129 Queer Film Series

111000
221100
330130

Cash
AP Vendors Payable
Budgeted Revenue Control

GREERAL

as of 0404/14

Beginning Balance  YTD Debits  YTD Credits  Ending Balance
00 117653 117653 0
00 102003 1,020.03 00
00 0 117653 -1,17653
00 1479.00 0 1479.00
00 117653 0 117653
00 0 1479.00 -1479.00
00 1479.00 1479.00 00
00 0 0 00
00 6331.09 6331.09 00
00 50848 50848 0
00 408.48 408.48 00
00 0 50848 -508.48
00 1,669.00 0 1,669.00
00 50848 0 50848
00 ) 1,669.00 -1,669.00
00 408.48 408.48 00
00 408.48 408.48 00
00 1,669.00 1,669.00 00
00 0 0 00
00 558040 558040 00
00 0 0 0
00 0 0 00
00 1,133.00 0 1,133.00
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Grant Incertlon to Date Re
551131 Vis| Ing erters Ser
English

Aa et< T04/02/1.

Accounted  Project to Percent
Acct Description Budget ate Used
731110 In State Trans-Air 0o 505.70
731120 In State Trans-Groun 0o 142298
731150 In State Subsis-Meal 0o 202.75
731210 Out of State Trans-A oo 212.30

“TOTAL Travel 00 234373
734100 Printing 00 656.27
737000 Advertising 3,000.00 0o

“TOTAL Current Services 3,000.00 656.27 21.88

*TOTAL Expenditures 3/000.00 3,00000 100,00

*TOTAL: Labor & Other Expenses. 3,000.00 3/000.00 100.00

Account 786950 is not available for spending. The column labeled Remaining will show zero for this account.
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1. Specify values for all parameters.
2. Select the run button to submit the request.
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What do you want to do with WFServletf3d28908.xIsx?

Type: Microsoft Excel 12
From: wiclientmre.appstate.cdu

> Open
The file won' besaved automaticlly.

2 Save

2 Saveas
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Fum Oste: Ouorte
Accounts Payable Checks Issued by Fund
Since 07/01/2013.

Fund: 101650 English

Check Number  Chack Date  Order

for 8 <
0185246 o7162013 2500 os22e58 163 737000 2500
Atkinzon .
10065945 orm12013 60000 0821699 50000
10070736 oazerz013 20000 0825743 6000
53603
20397
50000
10081715 owzarz01a 101000 0836720 6000
To70
8110
0,00
Se030
Sandra 900003657
Tooe717 oarterzora 63200 os24768 731290 s3200
Baragona Stephen 300454850
070
Brewer William 900005109

Carroll Elizabeth 900005253
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Chart A Funds for GREERAL

as of 04/04/14
Appalachian State University
101650 English A 250200 101
105556 Extension-English A 250200 101
105816 App English A 250200 103
227008 Fdn-Dept Of English A 250200 152
227012 FND - Cold Mountain Review Fund A 250200 152
227129 Queer Film Series A 355200 152
227501 Fnd-End Grad Travel A 250200 152
227541 Fnd-Visiting Writers A 250200 152
227576 Fdn-Eng Dept Fac Rch A 255100 152
227838 Juanita Brown Tobin Memorial A 250200 152
Endow
227904 Grad Travel-English A 250200 152
228975 IRSP-English A 250200 152
336339 Student Trv-English A 250200 219
336654 Black Sheep Theatre A 250200 219
336998 Black Banjo Gathering Reunion A 250200 219
552074 Black & Diverse Banjo Roots A 250200 110 2014/08/31 23:59:59
556253 Banjo Players/Makers A 250200 110 2007/09/30 23:59:59
556287 Cold Mtn. Review-35th Anniversary A 250200 152 2008/12/16 23:59:59
557076 NC Voices I 2007/07/07 23:59:59
557131 Visiting Writers Series. A 250200 152 2008/12/23 23:59:59
557160 Go Back & Fetch It A 250200 142 2008/08/15 23:59:59
559355 Black Banjo Songster I 2007/07/07 23:59:59
559559 Mountain Banjos I 2006/10/20 23:59:59
559582 Rufus Kasey Video A 250200 142 2008/05/28 23:59:59
559610 Video: Opening Night A 250200 142 2007/07/09 23:59:59
559611 Mountain Banjos & Robert Morgan A 250200 152 2009/11/15 23:59:59
559722 Ballad Keepers A 250200 152 2009/03/21 23:59:59
660586 NEH-Frank Writers A 250200 152
660597 Rivers-Coffey End In A 250200 170
990226 Intl. Society for Travel Writing A 250200 170 2009/12/31 23:59:59
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) 0120-PCard Fund Summary
E8) 0121-Pcard Excel
E) 0122.PCard Reconciler Summary

EZ) 0123-PCard Reconciler Transactions

3 BOA Works
EZ) 002-Pcard Cycle Detail For User Excel
EZ) 003-Pcard Cycle Fund Sum for User
EZ) 004-Peard Cycle Card Sum for User

The P-Card fold reports are

The P-CARD Reports are the old Harbor Payments (Web Solutions)
reports for transactions prior to January 16, 2014.

Access new BOA Works using the folder for BOA Works
for transactions after January 15, 2014.
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1. Specify values for all parameters.
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PCARD Transactions Billed since 12/01/2013

GREERAL

Created by: Pat Taylor, Business Systems, April, 2012
Parameters: Enter the starting date for transactions fed to Finance
Selection Criteria: Uses Fund Security to Determine Funds to be Displayed
Source: ACTG_TRANS from PCard System
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PCARD Transactions Billed since 12/01/2013
for Fund 101650

TRANS DATE  CARD ID  USERNAME ~ VEND

SEQ  DESCRIPTION

726000 Office Supplies

01/13/2014 2026 GREERAL  STAPLES 00110122 PC0294841 332927  Misc. Office Supplies 49.77 .00 .00

729900 Other Material & Sup

11/23/2013 1499 GREERAL  AMAZON VIDEO ON DEMAND PC0292482 329538  Online film -- RiffTrax 2.9 .00 .00

12/03/2013 1499 GREERAL  AMAZON VIDEO ON DEMAND PC0292482 329539  Credit for online film -- RiffTrax -2.99 .00 .00

*TOTAL Account 729900 .00 .00 .00

731210 Out of State Trans-Air

11/20/2013 2026 GREERAL  USAIRWAYS 0377324314903  PC0292423 330402 Airfare 33430 .00 .00

12/02/2013 2026 GREERAL  TRAVELOCITY.COM PC0292467 330403  Airfare -- travel protection plan 24.95 .00 .00
USAIRWAYS 0377366356665  PC0292467 330404 _ Airfare 459.80 .00 .00

*TOTAL Account 731210 819.05 .00 .00

786150 Non-Library Subscriptions

11/15/2013 2026 GREERAL  SURVEYMONKEY.COM PC0292413 330401 _Monthly Subscription to SurveryMonkey  24.00 .00 .00

*TOTAL Fund 101650 892.82 .00 .00
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1. Specify values for all parameters.
2. Select the run button to submit the request.
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1 [ PCARD Transactions Billed since 12/01/2013 |

GREERAL
CONCILED COMPANY_NAME USER_LOG _ITEM_DESC AMT_TAX _FREIGHT|

FUND  ACCT  TRANS DATE Extract Date  CARD_ID USERNAME APPROVAL RECONCILER DATE.

101650 726000 01/13/2014  01/29/2014 2026 GREERAL  EBYCP. GREERAL 2014/01/17 0 STAPLES 00110122 PCO294841  Misc. Office Supplies 977 .00 .00
101650 729900  11/23/2013  01/13/2014 1499 GREERAL  HUNTLEYSL ~ GREERAL 2013/12/17 001 AMAZON VIDEO ON DEMAND ~ PC0292482  Online film — RiffTrax 29 .00 .00
101650 729900  12/03/2013  01/13/2014 1499 GREERAL  HUNTLEYSL  GREERAL 2013/12/17 AMAZON VIDEO ON DEMAND  PC0292482  Credit for online film - RiffTrax 299 .00 .00
101650 731210 11/20/2013  01/13/2014 2026 GREERAL  EBYCP GREERAL 2013/12/17 O USAIRWAYS 0377324314303 PCO292423  Airfare 33430 .00 .00
101650 731210 12/02/2013  01/13/2014 2026 GREERAL  EBYCP. GREERAL 2013/12/17 00+ TRAVELOCITY.COM PCO292467  Airfare -- travel protection plan 2495 .00 .00
101650 731210 12/02/2013  01/13/2014 2026 GREERAL  EBYCP GREERAL 2013/12/17 USAIRWAYS 0377366356665  PCO292467  Airfare 45980 .00 .00

786150

11/15/2013 01/13/2014 2026 GREERAL  EBYCP. GREERAL  2013/12/17 0

SURVEYMONKEY.COM PCO0292413 Monthly Subscription to SurveryMonkey
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PCARD USER SUMMARY FOR RECONCILER GREERAL
Since 07012013

PERSON_ID _ CARD_ID APPROVE! Amount FREIGHT
GREERAL 1107 AMY L GREER EBYCP GREERAL 229.94 .00 .00
1499 E&T/AMY L GREER HUNTLEYSL GREERAL 613.08 .00 11.00

2026 AMY L GREER EBYCP GREERAL 4,098.31 .00
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1. Specify values for all parameters.
2. Select the run button to submit the request.
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1. Specify values for all parameters.
2. Select the run button to submit the request.
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1 [ PCARD (BOA Works) Transactions Billed between 02-16-2014 and 03-15-2014 |
GREERAL

FUND ACCT POST_DATE Card_ID USERNAME _APPROVER RECONCILER DATE_RECONCILED VENDOR_NAME TXN_NUMBER  ALLOC_DESC _COMMENTS AMT TAX
101650 731230 02/19/2014 350 greeral ebycp ereeral 03/21/2014 SHAKESPEARE ASSOCIAT TXN00253804 SHAKESPEARE ASSOCIATIO! For David Orvis. 125.00 .00
101650 731290 02/19/2014 350 greeral ebycp greeral 03/21/2014 ‘SHAKESPEARE ASSOCIATI TXNO0253657 ‘SHAKESPEARE ASSOCIATIO Membership was require  85.00 .00
101650 731230 03/05/2014 350 greeral ebycp greeral 03/21/2014 ASECS TXNO0255690 ASECS 2014 Annual Meetin ASECS registration fee fc  140.00 .00
101650 731210 02/19/2014 350 greeral ebycp greeral 03/21/2014 USAIRWAYS 03723467035: TXNOO253739 USAIRWAYS 0372346703536 Airfare for David Onvis tc  330.50 .00
ereeral 0372172014 AMERICAN Al 0012387366 TXNOU2S4742 AMERICAN Al 001238736658 For Tina Groover's invte  581.50 .00

350 greeral
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POST_DATE_FROM POST_DATE_TO Select type of display output
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1. Specify values for all parameters.
2. Select the run button to submit the request.
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PCARD (BOA Works) Transactions Sum by Fund between 02-16-2014 and 03-15-2014
GREERAL

FUND_DESC AMT TAX
English 1,262.00 .00
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PCARD (BOA Works) Transactions Billed between 02-16-2014 and 03-15-2014
GREERAL
Fund = 101650

USERNAME E
720 Outof tate  greeral B0 DNOUSITIO 021972014 USARWAYS USRWAYS Avfare for Did O to 3305000
Trans A s GSTZGT053% - Prchase  Shokespeare Asocition
Conference i Wisurt
B0 Outofstate  greeal B0 TSI Q2262014 AHERICAN A AMERICAN A For T Groovers 850 0
Trans A w0z37I66580 0012387366580 - Prchase  Ited st speaker
(Vlene Lutalse)
Acet TOTALI™ 731210 91200 .00
7% Outof tte  greeral B0 TSI 021972014 SHAKESPEARE SHAKESPEARE ASSOCIATION _ Membership was required 85,00 00
RegisFee ASSOCATIO Membersip Renewal fr registaton (fo
Davi Orv)
7% Ouof st greeal B0 TINOSION 021197204 SHAKESPEARE SHAKESPEARE ASSOCIATION  For Davkd Orvs we 0
Regis Fee ASOCATO Regiration
7% Outofstte  greeal B0 TS0 030520 ASECS ASECS 2014 Annual Meeting  ASECS reghtation fee 140,00 00
Regh Fee (Reghtraton fes or Cot for Co Ramsey
Ramsey)

“hcet TOTAL™ 731290
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PCARD (BOA Works) Transactions USER Summary between 02-16-2014 and 03-15-2014
GREERAL

USERNAME _ Card_ID _ CARD_NAME APPROVER RECONCILER AMT _ TAX
[ ebycp greeral
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PCARD (BOA Works) Transactions Card Detail between 02-16-2014 and 03-15-2014
GREERAL
User = greeral

FUND _ ACCOUNT

AMERICAN Al 02/26/2014  DINOD254742  AMERICAN Al For Tina Groover's 101650 731210 581.50 .00
0012387366580 0012387366560 - Purchase  nvited guest speaker
(Valence Lutaisire)
350 ASECS 03/05/2014  TNOO255690  ASECS 2014 Annual Meeting  ASECS registration fee 101630 731290 140.00 .00
(Registration fees for Colin for Colin Ramsey
Ramsey)
350 SHAKESPEARE 02/19/2014  TANO253804  SHAKESPEARE ASSOCIATION  For David Orvis 101650 731290 12500 .00
ASSOCIATIO Registration
350 SHAKESPEARE 02/19/2014  TNOO253697  SHAKESPEARE ASSOCIATION  Membership was required 101650 731290 85.00 .00
ASSOCIATIO Membership Renewal  for registration (for
David Orvis)
350 USAIRWAYS 02/19/2014 TANO25I739  USAIRWAYS, Alefare for David Orvis to 101650~ 731210 3050 .00
0372346703536 0372346703536 - Purchase  Shakespeare Association

Conference in Missourt
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1. Specify values for all parameters.
2. Select the run button to submit the request.




image56.png
731000 Travel Budget Pool

731110
731120
731129
731130
731140
731149
731150
731151
731159
731160
731170
731180
731190
731191
731210
731220
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731250

In State Trans-Air
In State Trans-Ground

Participant Travel-GRANT USE ONLY
In State Trans-Other
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APPALACHIAN STATE UNIVERSITY

Singing News Capital Lease
(Heltzer) Honors College Fund
12 Austria Honors 125811

12 Austria TEC 125716

12 Bolivia HPC 125790

12 Brazil CoB/MBA 127450 126780
12 Canada RM 125660

12 Caribbean Cruise RM 125720
12 China FL/REL 125860

12 China MBA 125810

12 Costa Rica CoB 126610

12 Cuba Art/Tec 125830

12 England ENG 125240

12 England FBI 125930

Alphabetic Fund Listing

FUND

885511
227121
336812
336852
336752
336402
336782
336692
336802
336382
336432
336502
336232
336392

> >>>>>>>>>>> > > >

Def
org

400000
245000
215000
215000
215000
215000
215000
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Def
Pgm

170
152
219
219
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219
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219
219
219
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219
219

Termination
Date.

2012/10/04 23:59:59
2013/03/26 23:59:59
2012/09/13 23:59:59
2012/07/20 23:59:59
2012/07/20 23:59:59
2012/09/13 23:59:59

2012/10/04 23:59:59
2012/09/13 23:59:59
2013/05/13 23:59:59
2013/01/31 23:59:59
2012/07/20 23:59:59
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APPALACHIAN STATE UNIVERSITY
Numeric Fund Listing

Def
coAa org

Wachovia Fund - College of Business A

Original Budget-101 A 200000
Budget CIr Acct-101 A 200000
General Inst-101 A 200000
Prog 101 Epay Clearing A 700000
Athletic Assoc 101 A 120000
Appalachian Journal A 250910
International Prog A 215000
Child Care Center A 330100
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Chart:
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014000 ASU Academic Fund

101001
101002
101003
101101
101120
101220
101320
101340
101400
101401
101405
101410
101420

Original Budget-101
Budget Cir Acct-101
General Inst-101

Prog 101 Epay Clearing
Athletic Assoc 101
Appalachian Journal
International Prog

Child Care Center

VC Acad Aff-101 Resv
Academic Classroom/Off Fumishings
Spec Computer Proj
Carry Fwd Fund-COB
Acad Affre-Snec Allc

coa

PR>>>>>>>>>> >

Def
org

700000
120000
250910
215000
330100

Def Termination
Pgm  Date

101
101
101
101
101
101
101
101
101
101
101
101
101





image60.png
1. Specify values for all parameters.
2. Select the run button to submit the request.
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Organizations and Funds

Chart: A
Appalachian State University
FUND  FUND_DESC PGM
100 Chancellor's Office
10000 Chancellor’s Office
100000 Chancelor's Office 109020 Chancellor's Office. 170
112204 Othr Resivs-CH 252
112404 Othr Rsrv-CH-Pur 259 259
227120 Marching Band Travel Fund 152
227145 Chancelor's Discretionary Fund 152
10005 Exec Asst To The Chancelior

100050 Exec Asst to the Chancelior

10010 Board of Trustees
100100 Board of Trustees 109010 Board Of Trustees 170




image62.png
e S ~~—I—————————————G—————

Chart of Accounts

A

PURPOSE CODES

Appalachian State University

Purpose

101
102
103
109
110
142
151
152
160
170
180
201
202
203
204
205
206
207
208
21
212
214
215

Title

Regular Term Instruction
Summer-Term Instruction
Non-Credit Extension Instruction
ARRA Fiscal Stabilization
Organized Research
Community Services
Libraries

General Academic Support
Student Services
Institutional Support
Physical Plant Operations
Auxitiary Administration
Campus Center

Food Services

Health Services

Housing Services

Laundry Services
Recreational Services
Bookstore

Central Motor Pool
Warehouse

Rental Property

Vohicia Reaictration
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BUSINESS AFFAIRS MEMORANDUM 2010 - 03                 TO:           All Departments      FROM:           Greg  Lovins   Interim Vice Chancellor for Business Affairs     DATE:   April 30 , 2010     REFERENCE:         Departmental Budget  Policy/Procedure Change        In January 2009 The University of North Carolina General Administration began the UNC  Finance Improvement and Transformation initiative (UNC - FIT).  The UNC - FIT task force was  given the assignment of strengthen ing internal accounting controls in the UNC constituent  institutions and  aligning UNC employees, processes, and technology throughout th e multi - campus University.  The  goal is to develop and implement data management standards and  processes   to promote impr oved data integrity and explore  centralization of various financial  operations.     The UNC - FIT is requiring Appalachian and other constituent institutions to implement a formal  process of reconciling all departmental, grant and other budgets.  Therefore,  eff ective July 1,  2010 ,  those responsible for managing   all   fund types of University resources   ( department heads  or their designees, principal investigators, etc.)  must complete the following activities each  month :  (1) R eview monthly fi nancial reports in  detail; (2) c omplete the University Controller’s  Office Departmental Fund Activity Reconciliation form and print a copy   (t his form is found at  http://www.appleap.appstate.edu/finance_over.html ) ; (3) sign the copy; (4) obtain the  supervisor’s approving signature; and (5) retain a file with the approved monthly  reconciliation(s) in the event the University or State Auditor(s) need to review the fund’s  financial transactions.  A listing of e - print   reports to aid in the reconciliation entitled, “E - Print - Th e Right Report for the Job,” can   also be found at   http://www.appleap.appstate.edu/finance_over.html .         A reminder regarding the  reconciliation and the   over - budget notice will  be sent   from the  University Budget Office each month.    The new procedure will be addressed at the  monthly   Banner Finance Training  (on the third Tuesday)  and twice per month ( third  Th ursday and the  l ast Friday)   at the Departmental and Research Administrators group (DRA).    Training will be  provided if needed.        Thank you for your attention t o this   mandate   from the UNC General Administration .   
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BUSINESS AFFAIRS MEMORANDUM 2010-03				 





TO:					All Departments 



FROM:					Greg Lovins

Interim Vice Chancellor for Business Affairs



DATE:	April 30, 2010



REFERENCE:				Departmental Budget Policy/Procedure Change 





In January 2009 The University of North Carolina General Administration began the UNC Finance Improvement and Transformation initiative (UNC-FIT).  The UNC-FIT task force was given the assignment of strengthening internal accounting controls in the UNC constituent institutions and aligning UNC employees, processes, and technology throughout the multi-campus University.  The goal is to develop and implement data management standards and processes to promote improved data integrity and explore centralization of various financial operations.



The UNC-FIT is requiring Appalachian and other constituent institutions to implement a formal process of reconciling all departmental, grant and other budgets.  Therefore, effective July 1, 2010, those responsible for managing all fund types of University resources (department heads or their designees, principal investigators, etc.) must complete the following activities each month:  (1) Review monthly financial reports in detail; (2) complete the University Controller’s Office Departmental Fund Activity Reconciliation form and print a copy (this form is found at http://www.appleap.appstate.edu/finance_over.html); (3) sign the copy; (4) obtain the supervisor’s approving signature; and (5) retain a file with the approved monthly reconciliation(s) in the event the University or State Auditor(s) need to review the fund’s financial transactions.  A listing of e-print reports to aid in the reconciliation entitled, “E-Print-The Right Report for the Job,” can also be found at http://www.appleap.appstate.edu/finance_over.html.   



A reminder regarding the reconciliation and the over-budget notice will be sent from the University Budget Office each month.  The new procedure will be addressed at the monthly Banner Finance Training (on the third Tuesday) and twice per month (third Thursday and the last Friday) at the Departmental and Research Administrators group (DRA).  Training will be provided if needed.

  

Thank you for your attention to this mandate from the UNC General Administration. 
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Initial Comments & Actions Taken

A 1

FZRAORGHIER (Available in E-print or Dashboard) 

(Attach print of your org only.  This will display all 

types of funds.  If six (6) funds or less you may type 

them in the spaces provided in step A:1).

2

State Funds = FZRBDSC or Dashboard Report 

#0010; Special Funds = FZRBDSC or Dashboard 

Report #0010 and FZRAPTD; Grant Funds Only = 

Dashboard Report #0095  If your fund/accounts have 

budgets posted.  Note under comments if no budget is 

required or in State Funds make note budget not 

posted yet for current fiscal year until budgets are 

posted.

3

All Funds = FZRODTA (E-print) or Dashboard 

Report #0070 and verification to internal shadow 

system.

B 1

Match receipts from receipt books or cashier's 

individual receipts to FZRODTA or Dashboard Report 

#0070

2

Determine where errors have occurred.

3

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

C 1

Reasonableness test.  If salary postings appear out-of-

line, investigate discrepancies, i.e., you do not have a 

temporary employee, but items are posted to your 

student temporary/fund/account.

2

When temporary salary documents are prepared, 

calculate payroll totals and maintain to verify to the 

monthly posted totals.

3

Determine that all payroll items are recorded in 

Banner Finance.

4

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

D 1

Verify that the 719XXX expense items for contractual 

services are paid correctly.

2

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

E 1

Verify postings to supporting documentation including 

P-Card recon and travel and any other charges.  

Verify travel is accurately posted to each fund.

2

Verify packing slips are signed or initialed and dated 

for materials received by person ordering goods.  

Reconcile appropriately with Central Receiving 

(Warehouse); release the blue receiver when the 

order is complete.

3

Match internal billing(s) mailed notification or e-print 

listing with monthly postings, i.e., telephone, postage.

4

If a JV/JE was posted to your fund/account, verify 

that it is accurate with supporting documentation.  

Example:  another department is sharing in bringing a 

speaker to campus.  The JV/JE charges part of the 

expense to your 719XXX account.

5

Verify that items are coded properly.

Procedures:

A - Obtain Reports (AppLeap:  The Right Report for the Job)

Obtain a list of all detail transactions for the month, agree to monthly activity report, and 

either print out the report or if available download to excel.  As you review the 

individual items on this report, check each item when you have determined they are 

supported, authorized, and classified correctly. 

For transactions posted to non-payroll accounts, reconcile amounts to supporting 

documentation.  This review should include Pcard, and Travel transactions.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

Agree entries made to salary accounts on the activity report to the payroll registers.  

Scan for any unusual items. 

For temp salaries, agree amounts paid to the properly authorized and signed time sheets 

and determine that the amount paid is properly calculated.

Print out the budget to actual comparison.

For items not on the payroll register investigate and determine support for the entry.

Appalachian State University 

Departmental Fund Activity Reconciliation

Month:  MM/YYYY

C - Salary Expense  (As Access Permits)

D - Contract Service Expense

Run the departmental activity report as of the end of the month for fund ids: 

This blank form can be found on Banner Homepage at link:  http://www.appleap.appstate.edu/finance_over.html

Step

Controller's Office

B - Revenues

Agree total revenues reported to deposit registers for the period.

Investigate any discrepancies.

Verify that vendor invoices document the date goods/services are received and the 

initial of the person receiving the merchandise.  If Central Receiving is  used, use 

appropriate procedures to reconcile goods received with billing invoices.

For internal billings such as telecommunications, copy and postage, agree postings to 

mailed notification.  

E-print/Dashboard Report to be used and additional tips

A shadow system is recommended to monitor and maintain control of all funds and for easier reconciliation.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

For contract service items posted as an expense, make sure amounts paid agree to 

approved invoices.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

E - Non-Personnel Expense

For JVs/ JEs, obtain supporting documentation and review.  Make sure that the JV/JE 

was properly approved and was appropriate for this account.

Make sure that the accounts codes recorded for all items are proper especially for IT 

Expenditure transfers items.  Bring attention to the supervisor or Controller's Office 

staff any items that appear misclassified.
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6

All funds = FZRODTA or Dashboard Report #0070 

Work with your supervisor, Controller's or Special 

Funds Office(s) staff to process correction.

F 1

State Funds = FZRBDSC or Dashboard Report 

#0010; Special Funds = FZRBDSC or Dashboard 

Report #0010; Grant Funds Only = Dashboard Report 

#0095 if your fund/accounts have budgets posted.  

Note under comments if no budget is required or in 

State Funds make note budget not posted yet for 

current fiscal year until budgets are posted.

2

All funds = FZRODTA or Dashboard Report #0070 

(Fund Activity for Date Range) See Banner Finance 

Training Manual for instructions for processing on-line 

budget entries for applicable funds.

3

Request for Budget Revision for State Funds found on 

Electronic Forms under VC for Business Affairs.  

Special Fund budget adjustments (if allowed) must be 

requested through Special Funds accounting personnel.

G 1

All funds = FZRAENC or Dashboard Report #0060  

Verify that all outstanding balances of encumbrances 

are correct.  If items have been direct paid, or 

encumbrance should be otherwise cancelled, contact 

Purchasing for PO closing assistance.

H 1

Make sure that all items are completed and initialed, 

print form, date, and obtain supervisor's signature.

DATE

DATE

Certification

FOLLOW UP REVIEW AND ADJUSTMENTS FOR UNUSUAL OR UNRESOLVED ITEMS:



SUPERVISOR'S REVIEW AND FOLLOW UP:



SUPERVISOR'S SIGNATURE (INDICATES REVIEW OF RECONCILIATION) 

Review open encumbrances on all funds (See AppLEAP The Right Report for the Job)

H - Completion of Review

Complete certification statement when reconciliation procedures are completed.  After 

this form has been completed and signed, it should be filed within the Department.



I certify that the activity recorded on the department monthly activity report  was classified properly and is supported by appropriate documentation.  All unusual and unresolved 

items were brought to the attention of the supervisor and those needing follow up review are noted below.



Determine whether any over budget condition exist.  Determine the cause of the over 

budget condition and whether it will require a budget revision.  Process any required 

online budget transfers.

If necessary prepare budget revision for supervisor's or appropriate Budget or 

Controller's Office(s) Staff review and approval.

Review the report on detail transactions and determine that all items have been 

checked off.  If not, determine what the unchecked item(s) are for and bring to the 

attention of the supervisor or appropriate  Controller's Office staff.  Request adjustment 

if necessary.  See AppLeap:  The Right Report for the Job

F - Budget to Actual Review



SIGNATURE

UNUSUAL ITEMS NOTED DURING THE RECONCILIATION PROCEDURES NEEDING FOLLOW UP REVIEW:



G - Encumbrances

Review budget to actual expenditure report.  ( see AppLeap:  The Right Report for the 

Job)
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Initial Comments & Actions Taken

A 1

2

B 1

2

3

C 1

2

3

4

D 1

2

E 1

2

3

4

5

6

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

For contract service items posted as an expense, make sure amounts paid agree to 

approved invoices.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

E - Non-Personnel Expense

For JVs/ JEs, obtain supporting documentation and review.  Make sure that the JV/JE 

was properly approved and was appropriate for this account.

Make sure that the accounts codes recorded for all items are proper especially for IT 

Expenditure transfers items.  Bring attention to the supervisor or Controller's Office 

staff any items that appear misclassified.

Review the report on detail transactions and determine that all items have been 

checked off.  If not, determine what the unchecked item(s) are for and bring to the 

attention of the supervisor or appropriate  Controller's Office staff.  Request adjustment 

if necessary.  See AppLeap:  The Right Report for the Job

For internal billings such as telecommunications, copy and postage, agree postings to 

mailed notification.  

Appalachian State University 

Departmental Fund Activity Reconciliation

Month:  

C - Salary Expense  (As Access Permits)

D - Contract Service Expense

Controller's Office

B - Revenues

Agree total revenues reported to deposit registers for the period.

Investigate any discrepancies.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

Agree entries made to salary accounts on the activity report to the payroll registers.  

Scan for any unusual items. 

For temp salaries, agree amounts paid to the properly authorized and signed time sheets 

and determine that the amount paid is properly calculated.

Print out the budget to actual comparison.

For items not on the payroll register investigate and determine support for the entry.



Step

Procedures:

A - Obtain Reports (AppLeap:  The Right Report for the Job)

Obtain a list of all detail transactions for the month, agree to monthly activity report, and 

either print out the report or if available download to excel.  As you review the 

individual items on this report, check each item when you have determined they are 

supported, authorized, and classified correctly. 

Run the departmental activity report as of the end of the month for fund ids: 

For transactions posted to non-payroll accounts, reconcile amounts to supporting 

documentation.  This review should include Pcard, and Travel transactions.

Verify that vendor invoices document the date goods/services are received and the 

initial of the person receiving the merchandise.  If Central Receiving is  used, use 

appropriate procedures to reconcile goods received with billing invoices.
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F 1

2

3

G 1

H 1

DATE

DATE

G - Encumbrances

Review budget to actual expenditure report.  ( see AppLeap:  The Right Report for the 

Job)

F - Budget to Actual Review



SIGNATURE

UNUSUAL ITEMS NOTED DURING THE RECONCILIATION PROCEDURES NEEDING FOLLOW UP REVIEW:



FOLLOW UP REVIEW AND ADJUSTMENTS FOR UNUSUAL OR UNRESOLVED ITEMS:



SUPERVISOR'S REVIEW AND FOLLOW UP:



SUPERVISOR'S SIGNATURE (INDICATES REVIEW OF RECONCILIATION) 

Review open encumbrances on all funds (See AppLEAP The Right Report for the Job)



I certify that the activity recorded on the department monthly activity report  was classified properly and is supported by appropriate documentation.  All unusual and unresolved 

items were brought to the attention of the supervisor and those needing follow up review are noted below.

Certification

Determine whether any over budget condition exist.  Determine the cause of the over 

budget condition and whether it will require a budget revision.  Process any required 

online budget transfers.

If necessary prepare budget revision for supervisor's or appropriate Budget or 

Controller's Office(s) Staff review and approval.

H - Completion of Review

Complete certification statement when reconciliation procedures are completed.  After 

this form has been completed and signed, it should be filed within the Department.


