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BUDGET CHANGE REQUEST FORM
[bookmark: _GoBack]Date:
Requestor’s Name:                                                          
 Department:    

Step 1: What type of budget change are you requesting?
· Reduction  (proceed to step 2)
· Increase (proceed step 2) 
· Redistribute/re-task  existing budget monies ( proceed to step 3)

Step 2: Reduce/increase existing budget
· Index code and category  you wish to modify:                                       
· Amount of modification: 

  Justification for reducing/increasing your budget: 





Step 3:  Redistribute/re-tasking existing budget funds
· Index code and category where funds are presently located:
· Index code and category where you would like the funds redistributed:
· Amount of redistribution requested:

Justification for redistribution of funds:





               APPROVALS REQUIRED
__________________________Date:__________
Department Chair (required)
	
__________________________Date:__________
Associate/Assistant Dean (required)

__________________________Date:___ _______
Dean/CEO (Required)
Business Office Tracking
Entered into Banner: (Y/N) _____
Date: ____________
Entered by: _________________





