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• Types of Funds

• Documents/Forms

• View Budget & Expenditure Detail 

• View Encumbrance Reporting and Budget Tracker

Topics



• State Funds – Departments supported mainly by tuition revenues and state 

appropriations. These funds are used to support instruction, academic, and student programming 
along with administrative processing departments such as Budget, Payroll, HR, and Controllers. 
These departments begin with a 1

• Auxiliary Funds – Departments that are considered self-supporting through the 

generation of fees and other revenue sources such Athletics, Dining Services, Housing, and 
Student Center. Please note these departments follow the same budget development process as 
state funds. These departments begin with a 3

Types of Funds



• Grant Funds - Funds sponsored by outside agencies either by federal, private, or local 
funds that are restricted for a specific use, such as Title III. All of which are managed through 
the Office of Research and Sponsored Programs and Grants Accounting. These funds have a PI 
associated with them that oversees the project. All department IDs associated with Grants begin 
with a 4 or 5 along with a four digit project ID

• Agency Funds - Funds managed by the University on behalf of an internal 
group/organization. For example, Student Government Association (SGA). Although they 
generate their funds similar to self-supporting units, we ensure their spending is performed 
within the University’s rules, regulations, and processes. Agency funds begin with a 9

• Foundation Funds – Funds managed by the Foundation within Institutional 
Advancement. These funds are totally independent of the University’s operating budget. These 
funds cannot be mingled with other funds

Types of Funds



• Chart of Accounts – List of department, revenue, and expenditure codes

• Who to Contact – List of various responsibilities by department along with the appropriate 
staff to contact for questions

• Budget Transfer Form 
• Used to transfer budget from one class to another class within your department
• This form should also be used to transfer budget from one department to another 

department if it is not considered an EXPENSE TRANSFER. Normally done at the VP 
and/or Dean level to support a special initiative or need

• Can not transfer state, auxiliary, grant, agency, or foundation funds between one another
• Budget Transfers can be submitted via email with proper approval

1. Transferring funds from class 01/02 requires department head and your area VP's 
approval.  

2. Budget Transfer forms totaling above $50,000 requires department head and VP 
approval.          

3. If Budget Form is not included in (1) & (2), it ONLY requires department head 
approval.

Documents/Forms



Budget Transfer Form

(New Budget Set-up)



Budget Transfer Form



• Expense/Revenue Transfer Form – Used to transfer expenses or revenue from one 
department to another. Form should not be used for class 01 and/or class 02 
expenditures

• Personnel Action Form (PAF) – Used for any type of personnel action.  Requires 
approval form the department head and area VP along with all supporting 
documentation to justify the request. The fact that it was discussed with the employee 
or merely having it signed by your VP does not imply the action is complete or 
approved. PAFs must go through various departments and more importantly HR for 
review and approval

• PeopleAdmin (Staff only) - system that allows departments to submit a request to 
advertise Regular Staff/Faculty PIN and Contingent II positions online

• Salary Adjustment Request (SAR) - This form should be used when requesting any 
type of salary adjustment on regular and contingent II staff

Documents/Forms



• Adjunct – used to secure instructional services for a teaching faculty

• Overload – used for any assignments over and above your normal duties

• Contingent I – contractual employment for a short-term period, usually six 
months or less. Can be renewed up to one year

• Contingent II – contractual employment for a year in duration. Must be 
advertised and benefits offered

• Student Contract – student employment outside the College Work-Study 
Program

Documents/Forms



BSU PeopleSoft Department Expense-Revenue Budget Inquiry (Interactive)

View Budget and Expense Detail



View Encumbrance Report



Encumbrance Report by 
Appointment Comparison

Dept. 111425 – Class 02

Run Dates:  03/08/2022 & 4/18/2022



FY2022 Budget Tracker



QUESTIONS?


