Instructions for Budget Amendment Request Form

The Budget Amendment Request (BAR) Form is available on the Clayton State University website, http://adminservices.clayton.edu/budget/budgetamendments.htm.  The form may be filled in on-line and printed, or printed and filled in by hand. Once it is filled out for your transactions, it will need to be signed by all management levels responsible for the budgets changed by the amendment. There are detailed instructions below for completing the form.  The program Clayton State University uses to manage their budgets is a University System of Georgia version of PeopleSoft. In addition to Revenues, it establishes expense budgets for Personal Services, Travel, Operating Supplies & Expenses, and Equipment. The Personal Services budgets are broken out into lower level budgets for full-time and part-time employees and related benefits. Examples of typical amendments to or from these various budgets are provided at the Budget Office website. The instructions below correspond to the blanks on the BAR Form. The amounts shaded in light gray on the form will be filled in by Budget Office when your amendment is entered in the PeopleSoft Financials system. You do not need to fill out any blanks in those areas. 

Beginning on the upper left-hand side of the form: 

Enter To or From: On these lines you will indicate whether you want to add “To” a budget or subtract “From” a budget. Typically, an amendment will move funding from one line in a department’s budget to another line because some activity has changed. That amendment requires a change in two lines at least. For example, if the department wishes to amend additional funding for Travel, they would indicate the amendment should be “To” the Travel budget line. On a second and separate line the department would indicate that the funding was coming “From” their Operating Supplies & Expense budget line. 

Account Description: This is a brief description of the budget line the transaction will impact e.g. Travel, Operating Supplies & Expense, or Equipment.  If it is Personal Services, you will need to include the description and position number affected.
The next six columns, titled Fund through Account Code, describe “chartfield” in PeopleSoft Financials. These elements can be found on the original budget printout, Budget Progress Report, or Budget Status Report for the department. Taken together they will uniquely describe the budget line you want to amend. These six elements are: 

Fund: This is a five-digit number that describes in accounting terms the general mission and funding of this area. Most departments in the university are part of the Educational and General Fund which is broken out into 3 separate funds now. The fund designation is one way the university accounts for funding that requires different types of reporting to the agency that supplies those funds. Below are the most commonly used funds: 

10000 – State Appropriation

10500 – Tuition

10600 – Other General Funds

12210 – Housing

12220 – Food Services

12230 – Stores & Shops

12240 – Health Services

12250 – Parking & Transportation

12270 – Other Auxiliary Enterprises

12280 – Athletics

13000 – Student Activities

14000 – Departmental Sales & Services

15000 – Indirect Cost Recoveries

16000 – Technology Fees

20000 – Sponsored Operations

Dept ID: This will be a seven-digit number that describes the department in the accounting system. It describes more specifically the activities of the entity than the fund above. There are many departments within each fund. If you do not know your department id number, please contact Budget Office at X-4285. 

Program: This five-digit number helps Clayton State and the university system group expenses and revenues for reporting purposes. It is provided on the original budget printout, Budget Progress Report, or Budget Status Report. If you do not see this number on your print out, please contact Budget Office at X-4285. 

Class: This five-digit number identifies the source of money. It is also shown on the original budget printout, Budget Progress Report, or Budget Status Report. If you do not see it on your print out, please contact Budget Office at X-4285. 

Proj/Grant: This is the number that identifies the specific grant award that funds an activity. Generally, the project/grant id is furnished to the Project Investigator and other parties needing that information once a budget is provided to Grants & Contracts Program Office for the grant. If you need a Proj/Grant number, please contact Budget Office at X-4285. 

Account Code: This is a six-digit number that identifies the type of expense or revenue. For the budgets in PeopleSoft, these numbers actually refer to groups of transactions that are similar. This grouping allows the budgets to be managed without necessitating an amendment between transaction or detail level lines. Below are listed the most frequently used budget account codes. If you are not sure which one would apply to your situation, please call or email Budget Office at X-4285. 
Personal Services expense budgets (requires the use of a second, lower level account code also as listed below):                                                                                                      511000 – Regular Faculty                                                                                            512000 – Part-Time Faculty
513000 – Summer Faculty

                521000 – Professional & Administrative
522000 – Staff
523000 – Graduate Assistants


524000 – Student Assistants                                                                                                       525000 – Casual Labor
551000 – FICA/FICA Medicare Benefits                                                                             552000 – Retirement                                                                                                   553000 – Group Insurance
600000 – All Travel budgets
700000 – All Operating Supplies & Expenses budgets
800000 – All Equipment budgets 

The next three columns will provide the dollar amount information about this transaction that is necessary to enter your amendment into the system. NOTE: For the next three columns please round the dollar amount to the nearest whole dollar.

Budget Amount Before Request : This should be the amount in the “Budget” column of your most recent Budget Status Report.  It will be the ORG Ledger for Personal Services budgets.  All other appropriations will be in the APPROP Ledger.

Dollar Change Requested: This is the amount you want added or subtracted for the budget line you have identified with the chartfield and description. Reflecting this dollar change is probably the reason you want an amendment done in the system. 

Amended Budget: This is automatically calculated using the formula that is set up on the spreadsheet in this column.
Journal ID No.: The information in this column has been grayed out because the requestor does not provide this information. It will be completed by Budget Office when they enter the amendment in the PeopleSoft Financials system. 

Looking at the boxes at the bottom of the form: 

Permanent or Temporary: You will need to indicate in these boxes whether the requested amendment will be a permanent or temporary amendment to your budget.  If it is permanent, then you will be changing your original budget for the beginning of the next budget cycle.  If it is temporary, then your original budget for the beginning of the next budget cycle will be returning to the amount before the amendment requested.
Reason for Budget Amendment: In this box, provide a brief summary of why the amendment is being requested. You may want to include specifics about the transaction, such as a Purchase Order number, the vendor name, an employee’s name or dates of service to distinguish the reason for this amendment from other similar amendments for your area. 

Authorization: The amendment request should be signed and dated by all managers’ with responsibility for the budgets listed on the form. In the case of an academic department, this might include the Department Head, the Dean and the Vice President. For some areas, it might only need the signature of the Executive Vice President/Vice President. If you have questions about additional signatures, please call Budget Office at X-4285. 

Entered In PS Financials: The requestor will not need to fill in information in this shaded area. This information will be entered by Budget Office when the amendment is entered in the PeopleSoft Financials system.
