GUIDE for UNCP BUDGET REVISIONS and TRANSFERS

UNCP Financial Managers are responsible for regularly reviewing and managing the budgets for which they have financial authority and responsibility.  This responsibility includes revising the authorized budget with which they have been entrusted through preparation of Requests for Budget Transfer to anticipate changes in plans spending and to eliminate a budget deficit should one occur.
This responsibility also includes the duty to insure that available funds are used to meet approved UNCP goals and objectives.

What you can expect from UNCP Office of Financial Planning and Budgets: 
The UNCP Office of Financial Planning and Budgets is constantly working to improve the resources and tools to assist UNCP Financial Managers, their supervisors, Vice Chancellors and Chancellor in not only fulfilling their duties under UNCP Management and Responsibility Policy but also in their planning efforts to improve services for North Carolina taxpayers and for UNCP students.
Our responsibility is to listen to your needs and respond to those needs and to facilitate your duties as UNCP Financial Managers in providing services and in helping you to plan for future programs and changes in delivery of services and for other changes in allocation of available funds within the confines of North Carolina, UNC, and UNCP policies and procedures.
If you have suggestions for how the UNCP Office of Financial Planning and Budgets can improve their service to you or suggestions for how to help other UNCP Financial Managers, their supervisors, Vice Chancellors or Chancellor in using available resources as effectively and as efficiently as possible, please contact us.

How to request a BUDGET TRANSFER:

Changes in plans are inevitable and expected, thus the need for preparation and submission of a Request for Budget Transfer. The Budget Transfer will enable you to redistribute authorized planned uses for your current year budgets.

An EXCEL spreadsheet has been designed to facilitate your preparation of a Request for Budget Transfer and is available at the OFP&B web pages under forms found at http://www.uncp.edu/fpb/forms/index.htm
Steps for completion of Request for Budget Transfer form:

· Identify whether this is to be a PERMANENT or TEMPORARY transfer by marking the appropriate box

· Permanent budget transfers to increase ACCT 24000P or EQUIPMENT are not recommended since any PERMANENT budget in this category is subject to permanent reductions in funding when budget reductions are sought

· TEMPORARY indicates that action is for ONLY the current fiscal year.
· Identify which type of transaction is requested:

· Non-flex or

· Flex NON-lapsed

· Flex lapsed

· NOTES: Generally only the Chancellor and Provost have authority to request or approve FLEX LAPSED reallocations

· Flex or Non-flex?

· Reminder: Requests for budget transfers must be classified as a FLEX reallocation if the request includes “crossing” either from one PROGRAM to another, and/or from  PERSONNEL to NON-PERSONNEL ACCOUNTS or vice versa
· For each Request for Budget Transfer  identify the specific FUND-ORG-ACCT-PROGRAM [ see TERMS to help guide you] to be increased or decreased by providing the necessary information in the appropriate cells
· For each Request for Budget Transfer you must also include a brief [limit 30 characters] DESCRIPTION that will be entered in the BANNER database to identify the reason for the Request for Budget Transfer.  NOTE: this description should be as specific as possible and preparers and approvers should take into consideration that this description should be useful not just for the preparer and approver but also for any user, internal or external that may review this transaction.
· For each Request for Budget Transfer you must specify whether it is an increase or decrease in authorized expenditure or receipts budgets by including a PLUS or MINUS.  Since this form is an EXCEL spreadsheet, type a space first and then the + or – sign; otherwise, if you do not type a space first, EXCEL thinks you are beginning a formula and will expect you to complete the formula.
· The EXPLANATION box is for the preparer and approver to provide a brief purpose or explanation that will support the requested budget transfer and or additional information if the space for the description is not adequate.  This information, however, is NOT entered into the BANNER data base but is retrievable only by reviewing this document.
· The EXPLANATION box should be viewed by the preparer and approver also as an opportunity to provide a fuller explanation of the reason or need for the Budget Transfer since questions may arise at a later time as to why funds were reallocated and the 30 character limit of the DESCRIPTION line often does not provide ample space for a full explanation to be useful for preparer, approver and appropriate Vice Chancellor or Chancellor to determine intent and reason for the request for Budget Transfer.
· Preparer and approver should “sign” by typing their initials and including the date:  NOTE: EXCEL allows you to enter the date and time by entering in the DATE: the following formula “=now()”  To freeze this date and time, simply copy and then paste special with value and the exact date and time that you have prepared or approved the Request.
· The approver must be the designated UNCP Financial Manager who has authority and responsibility for the effected FUND-ORG[s] or his or her supervisor, appropriate Vice Chancellor or Chancellor.
· The completed and approved Request for Budget Transfer should then be sent as an attachment to an email addressed to the Office of Financial Planning and Budgets roger.killian@uncp.edu
The Office of Financial Planning and Budgets will review and correct, if necessary, the submitted Request for Budget Transfer once it has been submitted by the preparer and/or approver and then indicate budgetary approval with initials and time and date of approval and forward for date entry in the BANNER data base and confirm this approval by returning via email a confirmation of the approved Request for Budget Transfer.

Note: Requests for FLEX budget transfers often take longer to process and to enter in the BANNER data base since there is a finite number of established numbers for processing FLEX budget transfers and some requests require approval also by the Office of State Budget and Management before the UNCP Office of Financial Planning and Budgets can enter these transactions into the BANNER data base.
Management of funds other than “state funds”.

Current practices are that most NON-state funds are NOT budgeted on the BANNER system and that designated UNCP Financial Managers must monitor, review and manage their non-state funds so that there is not a CASH deficit at any time, unless there is a documented agreement that the source of CASH is being handled on a reimbursement basis only.


If there is no budget duly established, approved and entered in the BANNER data base, it is the responsibility of the designated UNCP Financial Managers, their supervisors and their appropriate Vice Chancellor to use the FGITBSR form or screen in the BANNER data base to verify cash availability prior to preparation and approval of any document that obligates funds from an indicated FUND/ORG. 

Budget actions required for personnel actions

Budget actions required for temporary labor:

Financial Managers and those above them have the responsibility to manage  their budgets in accordance with UNCP Management Responsibility and Accountability Policy as found at http://www.uncp.edu/ba/policies/ba/ba0405.htm

Contracts for temporary labor, whether for students or for non-students, should be handled in accordance with all applicable policies and procedures and in some instances designated UNCP Financial Managers will deem it necessary or beneficial to reallocate necessary funds to the appropriate FUND-ORG-ACCT to accommodate unplanned or unbudgeted additional temporary labor needs.  In such instances, designated Financial Managers should prepare and submit a duly prepared Request for Budget Transfer to reallocate available funds for such needs.

Temporary Labor for “work against” situations: 
use of 22175 ACCOUNT number

ACCOUNT 22175 was established in order that Financial Managers, supervisors, and appropriate Vice Chancellor or Chancellor would be able to track expenses for temporary contracted labor that are “working against” a vacant authorized and budgeted SPA or EPA-Non-Teaching position budget.

It is the responsibility of the designated Financial Manager to identify the vacant position number [PCN#] as well as the FUND-ORG to which this expense is to be charged when making arrangements through UNCP Human Resources for temporary contracted labor.

It is the responsibility of UNCP Human Resources to indicate on the invoice from the temporary contracting agency the appropriate PCN# and ORG to which this cost is to be expensed.

It is the responsibility of the Office of Financial Planning and Budgets to prepare the necessary reallocation of budget from the anticipated accumulated lapsed salary budget savings on the indicated position in the SPA or EPA-NON-Teaching budget to the budget in ACCOUNT 22175 for the indicated ORG to which this expense has been charged.  [Notes:

1. since budget reallocations are in whole dollars, there will periodically be slight variances due to rounding in the amount expensed and the amount of budget reallocated; there will also often be timing differences in when the expense is recorded and when the reallocation of budget is processed.

2. for those FUND/ORG for which a duly prepared and approved budget has not been entered in the UNCP BANNER data base or for NON-state funds FUND/ORGs, it is the responsibility of the designated Financial Manager to review, monitor and manage those funds in accordance with applicable policies and procedures. ]

If a designated Financial Manager elects not to identify a temporary contracted labor arrangement as a “work against” situation through Human Resources, such temporary contract labor expenses are charged to the indicated ORG, but to ACCOUNT 22173, Temporary Agency Misc.  It is the responsibility of the designated Financial Manager for the ORG to which such expenses are charged to review, monitor and manage such funds and that includes the responsibility of preparation and submission of any necessary Request[s] for Budget Transfer to accommodate unplanned and unbudgeted expenses.  

The Office of Financial Planning and Budgets will not automatically process any reallocations to ACCOUNT 22173 or 21310 or 21350 for expenses in excess of authorized budget without direct and written authorization from the designated Financial Manager, appropriate supervisor, Vice Chancellor or Chancellor: such direct and written authorization is documented through preparation and submission of a completed Request for Budget Transfer.

22861: Budget actions required for advertising and recruiting costs for filling authorized vacant positions:

Financial Managers and supervisors are reminded that ACCOUNT 22861 was created in order to account for costs of advertising vacant authorized SPA and EPA-NT positions and should be used only for that purpose in order to facilitate reallocations from anticipated accumulated lapsed salary; the advertising requisitions should be charged to the same FUND-ORG in which the authorized vacant position is budgeted and not to another FUND-ORG.
The Office of Financial Planning and Budgets prepares at the end of each calendar month a reallocation of budgetary funds from anticipated lapsed salary budget savings on authorized and budgeted vacant NON-faculty positions that are funded from “state funds” to accommodate actual expenses charged to ACCOUNT 22861 during that month.

REMINDER: ALL requisitions should include in the comment field the PCN#[s] or Position Number[s] for authorized vacant positions that are being advertised in order to facilitate the preparation of the appropriate reallocation.

Budgeting for new positions and use of OES:

Before budgetary approval can be granted to a requisition in the UNCP On-Line Employment System for a new position, a permanent funding source for this new planned expenditure and the related employer fringe benefit contribution costs must be identified through preparation and submission of a request for budget transfer form.  All such requests for budget transfer involving state-funded positions must also have the following required information since such budget transfers to increase authorized positions require approval by OSBM:


· PCN# or Position Number as assigned by Human Resources after the definition and classification of the position has been approved

· Budgeted salary for this new position

· Schematic for this new position

Budgeting for temporary adjunct and overload faculty contracts:

Available budgetary funds must be in place within the indicated FUND-ORG-ACCT-PROGRAM prior to preparation and completion of such contracts and it is the responsibility of the UNCP Financial Manager, his or her supervisor or Vice Chancellor/Chancellor to prepare, approve and submit to the Office of Financial Planning and Budgets, where necessary, the appropriate Request for Budget Transfer.

Budgeting for temporary other contracts: honoraria and professional services:
Available budgetary funds must be in place within the indicated FUND-ORG-ACCT-PROGRAM prior to preparation and completion of such contracts and it is the responsibility of the Financial Manager, his or her supervisor or Vice Chancellor/Chancellor to prepare, approve and submit to the Office of Financial Planning and Budgets, where necessary, the appropriate Request for Budget Transfer.

Terms to help guide you:

Cash Transfer

A reallocation of available cash. Cash Transfers normally are requested for unbudgeted non-state funds in order to distribute available cash to subunits.  Requests for CASH TRANSFERS should be addressed to the Controller’s Office.

Budget Transfer   

A reallocation of authorized budget for anticipated receipts and/or planned expenses.

Lapsed Salary   

Lapsed salary is the dollar amount not expended for salary and associated benefits during the period in which a position is vacant.  North Carolina Budget Manual 3.6.8 Lapsed Salary Revisions (G.S. 143C-6-9)  

Salary Reserve   

Salary reserve is the dollar amount created when a position is downgraded or filled at a salary amount less than the amount at which it was previously budgeted (exclusive of hiring rate). Salary reserve can be used to increase the salary of other positions due to promotion and/or reclassification or filling a position at a salary higher than that at which the position was vacated.  North Carolina Budget Manual 3.6.9 Salary Reserve Revisions
Fund and Org

Fund and Org are terms used in BANNER to identify management responsibility units and have been organized by UNCP in a hierarchical structure to facilitate consolidated reporting in accordance with standardized purposes or programs.

UNCP currently has developed a chart of accounts where the numbering system for Fund and Org are identical.

Responsibility for maintenance of the table of authorized Fund and Org numbers rests with the UNCP Controller’s Office.  Periodically the UNCP Office of Financial Planning and Budgets extracts from the UNCP BANNER data base a listing of all authorized UNCP Funds and the corresponding UNCP Financial Manager; this extract is available at Harmony\Users\Budget file folder.

UNCP Financial Managers are responsible for insuring that the appropriate Fund and Org numbering is used in preparing documents such as requests for Budget Transfers, requisitions, requests for travel authorization, etc.

Account

Account is the term used in BANNER to indicate what UNC system defines as standardized revenue and expenditure classifications; this is a five digit field in the BANNER Data Base. Standard definitions of Account and the numbering system for UNCP are found at the UNCP Controller’s web site as found at

http://www.uncp.edu/co/fin_accounting/index.htm
·  EXPENDITURES: Section B of Part II in the UNC Chart of Accounts provides numerical codes, classification titles, account definitions, and the hierarchy and order for standardized expenditure accounts. Titles comprised of more than twenty characters are accompanied, in parentheses, by standardized abbreviated titles.  NOTE: UNC system uses the NCAS numbering system which has only four digits whereas UNCP uses a five digit system for internal budgeting and accounting in order to provide a greater level of detail.

· REVENUE: Section B of Part III in the UNC Chart of Accounts provides for each revenue account a four digit code, descriptive title, definition, and for all accounts collectively, the hierarchy and order. Titles comprised of more than twenty characters are accompanied, in parentheses, by standardized abbreviated titles.

UNCP Financial Managers are responsible for insuring that the appropriate Account numbering is used in preparing documents such as requests for Budget Transfers, requisitions, requests for travel authorization, etc.

Program

Program is the term used in BANNER to indicate what UNC system defines as standardized purpose; this is a three digit field in the BANNER Data Base.  Standard definitions of purpose and the numbering system for the UNC system are found in the UNC Chart of Accounts document as found at http://intranet.northcarolina.edu/docs/finance/reports/COA.pdf 

Section B of Part I in the UNC Chart of Accounts provides for each activity and purpose classification a three digit code, descriptive title, definition, and for all classifications collectively, the hierarchy and order. Titles comprised of more than twenty characters are accompanied, in parentheses, by standardized abbreviated titles.

UNCP Financial Managers are responsible for insuring that the appropriate program numbering is used in preparing documents such as requests for Budget Transfers, requisitions, requests for travel authorization, etc.

Useful resources:

North Carolina State Budget Manual: available at OSBM web page: http://www.osbm.state.nc.us/files/pdf_files/2007BudgetManual.pdf
UNC Chart of Accounts, including explanation and definitions of the terms PROGRAM or PURPOSE, available at UNC web page:  http://intranet.northcarolina.edu/docs/finance/reports/COA.pdf
UNCP Management Responsibility and Accountability Policy: available at Business Affairs web page: http://www.uncp.edu/ba/policies/ba/ba0405.htm
UNCP Spending Guidelines: available at OFP&B web page under Helpful Hints: http://www.uncp.edu/fpb/hints/index.htm
UNCP Travel guidelines and policies: available at OFP&B web page in Powerpoint format: http://www.uncp.edu/fpb/travel/index.htm
Comparative and historical data on UNCP authorized budget for “state funds”: available at OFP&B web page: http://www.uncp.edu/fpb/data/index.htm
Useful contacts:

UNCP Office of Financial Planning and Budgets: web page including staff emails and phone numbers is available at: http://www.uncp.edu/fpb/contact.htm
For ACADEMIC AFFAIRS: UNCP Director of Academic Resources: contact information at http://www.uncp.edu/aa/staff.htm
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