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Procedures for Receiving and Processing Budget Revisions 
 
 
Budgets Codes and Responsible Parties 
 
General Fund    2-10…  Budget Office/Accounting Svcs. 
Board and System    2-10…  System Administration 
Deseg      2-14…  Desegregation 
Auxiliary     3-16… / 3-18… Auxiliary  
Grants/Contracts    5****   Grants & Contracts  
Other Sponsored Programs  6****   Sponsored Programs 
Plant Fund / Sinking Fund   7-71…  Plant Fund 
 
 
Receiving 
 
• Verify that all required signatures are present on each budget revision. All revisions 

require second tier approval. These signatures include:  Budget Head, Department 
Head, and Chancellor. 

 
• All revision from the Board and System campus should be signed by the Vice 

President for Finance and the President. 
 
• Be sure that all budget revisions are clocked in to show the date and time received. 
 
• General Fund budgets must be approved by the Budget Office.  They are presented 

on carbon forms with supporting documentation and come with their own budget 
revision number.   
- The general fund revisions are logged onto a spreadsheet to keep track of the 

ones received. 
- They are then sent to the Chancellor’s Office to be signed by the Vice 

Chancellor for Finance and Administration and the Chancellor for SUBR. 
 
Compliance Review 
 
� Compliance review is performed by insuring that all compliance requirements have    
           been meet.  Requirements like restrictions on transferring or re-budgeting salaries   
           and fringe benefits.   
 
Availability of Funds 
 
� Verify availability of funds by printing FRS screen 022.  Validate that the current  
            budget pr FRS equals the current/existing budget as shown on the revision document. 
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PROCEDURES FOR PROCESSING 
 
 
Step 1 – Assigning Reference Numbers 
 
All budget revisions are assigned a reference number to use for identification and in keying. 
 
Examples: General Fund – BR4001  
  BR (budget revision) 4 (for fiscal year ‘04) 001 (revision number) 
 
  Deseg, Auxiliary, and Plant/Sinking Fund – BRN4001  
  BRN (budget reference number) 4 (fiscal year ’04) 001 (sequential number) 
 
  Board and System – BS4001   
  BS (board and system) 4 (fiscal year ’04) 1, 2, … (revision number) 
 
 
Step 2 – Opening A Batch 
 
When opening a session, each campus is assigned their own batch number. Only open a 
session for the campus you are processing for.  
 
Example: 
 
  

SOSOSOSOUTHERN UNIVERSITY SYSTEMUTHERN UNIVERSITY SYSTEMUTHERN UNIVERSITY SYSTEMUTHERN UNIVERSITY SYSTEM    

BATON ROUGE CAMPUSBATON ROUGE CAMPUSBATON ROUGE CAMPUSBATON ROUGE CAMPUS    

EXPENSE BUDGET LOGEXPENSE BUDGET LOGEXPENSE BUDGET LOGEXPENSE BUDGET LOG    

FISCAL YEAR 2003 FISCAL YEAR 2003 FISCAL YEAR 2003 FISCAL YEAR 2003 –––– 2004 2004 2004 2004    

    

BATCH NUMBER CAMPUS CODE DATE INITIALS 

EB0100EB0100EB0100EB0100          

EB0101EB0101EB0101EB0101          

EB0102EB0102EB0102EB0102          

EB0103EB0103EB0103EB0103          

EB0104EB0104EB0104EB0104          

EB0105EB0105EB0105EB0105          
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Step 3 
 
Using the FRS system, go to screen 030 and open a session using the EB # assigned for the 
campus being processed.  Once at this screen there are four important fields that must be 
filled. 
 
 

 
 
• Session Reference – This is your EB #. 
 
• Session Status – Use the letter “O” for open and the letter “C” for close.  Two 

sessions cannot be open at the same time.  You must close the current session in 
order to open another one. 

 
• Description – For entering budgets, the description is “Expense Budgets”. 
 
• Campus Code – This indicates the campus for which you are opening the session for.  

The campus may also be changed on screen 881 before opening the session. 
 
• Press ENTER.  All of the other areas will default. 
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Step 4 
 
Proceed to screen 031, which allows you to make multiple budget entries.  When entering a 
budget revision, it is important to know whether it is an original budget or a revision.   
 

 
 
The important fields are: 
 
• Trans Code Digit 3 – Use a “0” to indicate and original budget and a “1” for a budget 

revision. 
 
• Reference 1 – This is the reference number assigned to each revision as explained in 

Step 1. 
 
• Document Net Amount – This is the net amount of the budget revision. 
 
Each line of the budget revision must be entered separately.  There are only three columns  
used when entering a revision:   
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• Account Number – Indicates the five-digit account number and the four-digit line item 

that is being affected. 
 
• Amount – The debit/credit amount being affected on a particular line item. 
 
• D/C – This indicates whether the account/line item is being increased or decreased.  

When the expense portion of a budget is being decreased use a “C” in this space..  
When the income portion is being decreased use a “D”.  Continue to enter the 
information until each line is entered.   

 
• Press ENTER for the system to accept the information. 
 
• Stamp the revision with the Budget Modification Form stamp and fill out the 

appropriate information.   
 
 Example: 
 
 
 
 
 
 
 
Step 5 
 
After the budget revisions have been loaded, a copy should be sent to the department for 
their records. 
 
• General Fund – Remove the top copy, attach it to the supporting documentation and 
 file it.  Take the second copy and send it to the respective department. 
 
• Board and System – Make a copy and it to the budget head or the department.  Keep 
 the original in a desk file. 
 
• All Other Budget Revisions – Make a copy of the revision and send it to the 
 department.   Give the original back to the responsible person located in the office. 
 
 
 
 
 
 
 


