Budget Request Form Instructions
10/12/2007

Instructions to complete a UAF BUDGET REQUEST FORM  --  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 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 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:  Enter a descriptive short title (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:  Enter the appropriate fund type:

F2 – UAF Restricted funds

F1 – UAF Match/Cost Share funds



11. Predecessor Fund:  for GCS entry only.
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. Unbilled AR Acct:  for GCS entry only.
15. Revenue Acct:  for GCS entry only. However, for information purposes: the appropriate revenue account codes are:



9250
Federal Appropriations



9355
All Other Federal



9330
State Grants/Contracts



9331
Capital Receipts (state RSAs)



9377
Local Government



9410
Corporate Gifts/Grants/Contracts



9420
Oil Gifts/Grants/Contracts

9425 UA Foundation Gifts/Grants/Contracts



9427
Other Foundation Gifts/Grants/Contracts



9440
Individual Gifts/Grants/Contracts



9445
AK Native Gifts/Grants/Contracts



9450
Nonprofit Organizations & Svc Clubs



9460
Private Organizations 



9470
Other University Gifts/Grants/Contracts



9475
Foreign Govt Gifts/Grants/Contracts


For program income accounts, use a revenue account code that most closely describes the 


source from which the program income is derived from the SW accounting manual.
16. Bank/Cash:  Enter the correct Bank Code and Cash Receipt Code (FC/FD for UAF).
17. Default Org Code:  This is the organization code that will be the default for the fund.  Leave blank if fund has multiple orgs attached.

18. Prog Code:  List the program code that is attached to the Default Org Code (see 17).
19. F&A Cost Codes:  Check the box to indicate if the F&A costs codes will default from FRAGRNT. If the fund carries different departmental, org and program codes than the BRF-grant, then enter the different information according to the fund PI’s department, if agreed to.
20. Cost Share Codes:  not currently in use.
21. Billing Information:  for GCS entry only.
22. Comments area:  use for identifier information, e.g., fellowship information, award mod or amendment information, etc.
23. Budget Code and Budget Description:  Only the following Budget code format can be used, see the drop down menu:

ORIG# = Original Budget 

REV# = Budget Revision

ASMPT# = Assumption of Liability

ADJ# = minor budget adjustments and to correct errors from Unit

CORR# = to correct keypunch errors
WAIV# = waiver of prior approval



Number &/or letters are used to link related budget entries on all codes. GCS data entry clerk will assign these numbers. For information: a number (#) links a specific REV to agency modification, i.e. the same number as the mod number from the funding agency (i.e., mod 5 would be input as REV5). For multi-fund budgets &/or budget re-alignment (negative & positive budget line amounts) add an alpha character & then another numeral if the budget has broken down to another level. For example, Mod 4 adds budget to one fund and allows unit to realign funds in to another fund (both are attached to the same grant). This entry would require 3 JV's, one each for the positive and one for the reversal (minus budget lines). They would be numbered REV5A, REV5B1, REV5B2.
24. Budget Begin Date and Budget End Date:  Leave Blank. Currently not used, they are defaulted from FRAGRNT when the budget is input via FRABUDG.
25. Fiscal Year:  Enter the current fiscal year, e.g. 07.
26. Budget Type:  Enter an A for active, or a W for working (assumptions and assumption removals).
27. Transaction Date:  Enter a date only if this budget needs to be entered on a future date. This puts a hold on the data entry.
28. Accounting Component:  Enter the Fund code (if data is being added to an existing fund), Orgn code, and Prog code the budget is to be input. Orgn and prog codes must match the Defined Field Codes selected on the BRF-grant. i.e., if Research is selected, then a prog code must have an R attribute.
29. Budget Information:   ENTER WHOLE DOLLARS ONLY

Assumption of Liability: Input all assumption budget on 8003 line (write it in). Include “Assumption of Liability” in Comments. Enter same amount into the positive Totals line (below the <> bracketed line). Attach 90-day letter of assumption to Budget Request form. When award letter has been received send the original budget to GCS to remove assumption status and input awarded budget.  Follow instructions below for completing original budget.

Increase Amt column:  Enter the original budget as shown in the award document or the required positive revision/adjustment amount. All amounts are to be in whole dollars only. Indicate the indirect percentage applicable to the budget in the space provided.  Indicate the correct revenue account code in the space provided.  See # 15 above for list of appropriate revenue account codes. The revenue will auto calculate based on the budget entered. According to accounting standards, positive values are entered separately from negative values. For this reason, list only the positive amounts in this column, the negatives will be separately accounted for on the next column.
Decrease Amt:  Enter the negative portion of the budget as shown in the award document or the required revision/adjustment amount. All amounts are to be in whole dollars only. Indicate the indirect percentage applicable to the budget in the space provided.  Indicate the correct revenue account code in the space provided.  See # 15 above for list of appropriate revenue account codes.  The revenue will auto calculate based on the budget entered. According to accounting standards, positive values are entered separately from negative values. For this reason, list only the negative amounts in this column.

.

Total Project column:   Enter what the total budget amounts should be after the current budget is entered. All amounts are to be in whole dollars only. This is not a required field. Use it for your own records if you want.


30.
 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.

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.
31.           Date:  Enter the date the Budget Request Form is sent to GCS for processing.
32. 
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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