Use this form when you wish to adjust your original budget.  A budget revsion is when you want to change the budget amount.   Return this form to the Finance Office.

BUDGET REVISIONS

Account Number
Old Budget
New Budget
Difference +/-
Reason

_____________
_________
__________
___________
_________

_____________
_________
__________
___________
_________

_____________
_________
__________
___________
_________

_____________
_________
__________
___________
_________




__________________________




Administrator’s Signature




__________________________




Date

*******************************************************************************

Use this form when you as an administrator wish to correct a posting.  A journal entry is made when you want to correct the activity of a line item.   Return this form to the Finance Office.

JOURNAL ENTRIES

Transfer $ ___________    Debit Acct (charge) #_________________


       Credit Acct             #_________________

                                           Reason for the Entry ___________________________________

Transfer $ ___________    Debit Acct (charge) #_________________


       Credit Acct             #_________________

                                           Reason for the Entry ____________________________________

 Transfer $ ___________    Debit Acct (charge) #_________________


       Credit Acct             #_________________

                                           Reason for the Entry ___________________________________





__________________________




Administrator’s Signature




__________________________




Date
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