Office of Budget Management
Instructions to Complete the Budget Revision Form – Mac Version
Where to Obtain Blank Forms: http://www.jmu.edu/budgetmgmt/forms/budget-revision/index.shtml 

Budget Revision Document Submission:  Completed budget revisions with proper signatures can be sent in one of three ways: 1) via campus mail (MSC 6703), 2) scanned and emailed (budget@jmu.edu), or 3) faxed (8-2878).  To avoid duplicate processing, only send one submission - either faxed, scanned, or campus mail.
Retain one document in originating department files.

Form Preparation Instructions: Detail instructions follow.  All grayed areas are for Budget Management use or populated by preset formulas. See Appendix for a marked sample of budget revision after instructions to see where information is entered.
①Department: Enter the department name.
②Contact/Ext: Enter name and phone number of person preparing the form.

③Permanent/Temporary: Select appropriate drop down value for the type of budget revision you wish to submit.  
A temporary budget revision will adjust current fiscal year budgets only.  
A permanent budget revision will adjust current fiscal year and future fiscal years.  These revisions will be used to develop the following fiscal year budget.

If no selection is made, the revision will be entered as a temporary revision.
  ④Description/Justification of Requested Action:  Enter a brief one-line description that applies to all transactions listed.  Note: only 60 characters of the description are recorded in PeopleSoft. 
⑤SIGNATURE AUTHORITY: 
Level 1 Approval is needed on ALL revisions.  
Level 2 Approval is required when requests cross Dept. ID's within the same college or unit.  
Level 3 Approval is required for transfers between administrative units within the same division, transfers with other divisions, or requests for new funding. 

⑥Dept ID and Account: Enter or select from drop down boxes the Department ID and Account code to which the budget adjustment is being made.  
⑦Amount: Enter the amount of the change in the “Amount” column.  All amounts will be read as positive unless the number is shown in brackets ($$$$) or proceeded by a negative (-) sign. 
⑧Position Number: Enter a valid Position Number if this column says REQUIRED.  Do not enter leading zeroes in the Position Number.  The zeroes will automatically be populated. All accounts associated with full-time salary positions require the position number to be entered.

⑨Inc/Dec column requires no action. It automatically populates to indicate if the transaction will “increase” or “decrease” the account code being adjusted. 
⑩ SumCtrl (Bgt Mgt Only): This right side of the form automatically updates as data is entered in the Budget Revision Details section on the left side of the form. It is used by Office of Budget Management Staff to prepare a Summarized Control budget revision.
Note:  All Budget Revisions are to be recorded in whole dollars. Please do not list cents and do not round up.  For example, record $45.00, not $45.37 or $45.95.  Also, credit amounts must equal debit amounts (i.e. Total line for the Amount column should = $0) on all revision forms except for revenue budget revisions unless prior approval is received from the Office of Budget Management. Please email budget@jmu.edu to request and obtain this permission.
Budget Revision Turn Around Time – Please allow 3 to 5 business days of turnaround for Office of Budget Management review and data entry into the Finance system. Please contact Barbie Shifflett at 8-7207 with any questions related to turn around time.

Appendix 
Marked Sample of Mac Budget Revision Request Form 
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All revisions within Academic Affairs must have the approval of the Assistant Vice President, Academic Affairs.
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