Budget Request Form Instructions
8/4/2008

Instructions to complete a UAF BUDGET REQUEST FORM  --  Match FUND SETUP & BUDGET INPUT (BRF-fund).  

This form is used as the 2nd part of a worksheet package finalized by the GCS reviewer when processing award documents.  When the reviewers have completed their process of the Award Documents they pass it on to the Setup person.  The information on the BRF-fund is used in the data entry of the FTMFUND & FRMFUND screens and to input the budgets via FRABUDG on Banner.

Complete this form only when the process you are requesting GCS to complete will require a change to the FTMFUND & FRMFUND screens and/or require input of budget via FRABUDG on Banner.

1. Type of Request:  Select the option that applies to your request.

New Fund:  Select this option to establish a new restricted fund.  The Grant Code must already be established on Banner or part of this setup request.  An award document or an assumption of liability may be attached to the BRF-grnt.

Change Existing:  Select this option to make any changes in Banner to an existing fund.

2. Grant Code:  Grant Code (14XXXX) will be completed by GCS if this is a BRF-fund for a new award, otherwise please enter the existing Grant Code for this project.

3. Proposal Code:  Enter the code assigned to the proposal by Banner from the Proposal module (FRAPROP).

4. Fund Code:  Fund Code (14XXXX) will be completed by GCS if this is a Budget Request Form for a new award.  Enter the existing Fund Code for all budget revisions or adjustments. 

5. Short Title:  The short title should be M?CS for G-XXXX, and the short title from the grants (maximum of 35 characters). Please use a short title that is meaningful to the award as this is the title that will appear on most reports.  

6. Project Start Date:  This is the start date of the fund project.  This date cannot be changed to an earlier date once it has been input to BANNER.  This date controls when expenditures are allowed to be charged to the project.  It should be equal to or later than the start date of the grant as per the award document.

7. Term Date:  This is the date where most transaction activity will stop.  Add 45 calendar days (Julian calendar) to the actual project end date to allow for clean up & closeout.

8. Exp. End Date:  This is the date when ALL transaction activity will end.  Add 2 months to the actual project end date.
9. Data Entry:  Indicate Y if this fund will accept expenditures.  Indicate N if this fund is to be set up only to provide hierarchy for multiple funds.

10. Fund Type:  F1 – UAF Match/Cost Share funds
11. Predecessor Fund:  To be completed by OGCA with one of the following

UAFCS1 (if agency is F+LOC)

UAFCS2 (if agency is F+non LOC)

UAFCS3 (if agency is State)


UAFCS4 (if agency is Private)

12. Financial Manager:  The personal identifier number and name of the fiscal person responsible for this fund.  

13. Researcher ID:   The personal identifier # and name of the investigator with principle responsibility for the fund expenditures. This may be different from the grant information.

14. Bank/Cash:  Enter the correct Bank Code and Cash Receipt Code (FC/FD for UAF).
15. Comments area:  use for identifier information, e.g., fellowship information, award mod or amendment information, etc.
16. Budget Code and Budget Description: This field is to be left blank – All budget information for fund 14’s needs to be processed through Financial Services on a budget revision/summary form
17. Department Prepared by:  Signature of the person preparing or submitting the Budget Request Form.  This should be the person in the department that GCS should call with questions.
18. Phone:  Enter the phone number of the person preparing or submitting the Budget Request Form.  This is the phone number where GCS can call with any questions.
19. Date:  Enter the date the Budget Request Form is sent to GCS for processing.
20. Comments:  This space is provided for the departments to write any additional information needed to set up or administer the fund that has not been provided on the Budget Request Form.  Enter a notation here that fund 14’s also need to be extended and that the Grant/Fund Maintenance Form is attached to effect this action.
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