
Budget Transfers

Prepare Budget
Transfer for
submission

Adjusting
discretionary funds
(accounts 4XXX to

7XXX)

Adjusting accounts
1XXX to 2XXX

Submit Budget
Transfer via CLASS-

Web

Notify supervisor of
pending Budget

Transfer for approval

Business Office will
review and grant final

approval

Budget Transfer is
now posted in Banner

Fill out Budget
Transfer form

Submit to Dean for
approval

Submit to VP for
approval

VP's Office submits to
Business Office email

for processing

Business Office
reviews Budget

Transfer and gives
final approval

Business Office
enters Budget

Transfer in Banner


