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[ 1 werify that the transfer(s] abowve are within the same Fund(s).

REASON FOR REGQUESTED TRANSFER: *

Hoa Nguyen i Bi23/2021
Frepared By: * Date: *

APPROVER USERMAMES: How io find sn spprover usemame

o Grant related transfers: Requine P, BCM (il diferent than P1) and Asst Controller approvals
» Al iher ransfens: Reguire Vice President'ProvostPresident approval only if the transfer i Tull-lime salarg
related or maving $25,000+ FROM a single source.

Af leszf one ussmame s reguired.
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Etrieve Hybrid Budget Transfer Request Instructions
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12.

13.
14.

Hybrid budget transfer form is to request temporary and/or permanent budget transfers .

Fiscal Year: Enter the fiscal year the transfer must be posted in.
Division: Select your Division from the drop down list.

If you are filling out the form for another department, make sure to select the Division of the Cabinet Member
who will have final approval on the transfer.

No. (optional): If you have multiple transfers for varying reasons on the same form, use this box to assign a refer-
ence number, as needed, to detail reasons for each line item. See example on last page. Otherwise, just leave it
blank.

Index Code: Enter in all caps if it is an alpha index.

Fund: Auto-populated based on the index code entered.

Account: Select an account from the drop down list.

Amount: Enter negative dollar amounts for “transfer from” and positive dollar amounts for “transfer to”.

OT/P: Check “OT” for One-time or “P” for Permanent transfers. Either “OT” or “P” must be checked on each row .

Plus/Minus buttons: Click the Plus button to add a line. Click the Minus button to delete a line.

. | verify that the transfer(s) are within the same Fund(s): Make sure your transfers are within the same fund and

check this box before submitting.

Reason for the requested transfer: Provide clear and detailed reason for the requested transfer. If there are multiple
transfers for varying reasons, reference the number input in the “No.’ field (see example on the last page.)

Approver username(s): This form requires at least 1 (and up to 5) signatures depending on the type of transfer and
the account(s) and amount(s) entered.

e Grant related transfers: Require Principle Investigator (Pl), BCM (if different than PI) and Asst. Controller approv-
als.

¢ All other transfers: Require Vice President/Provost/President approval only if the transfer is full-time salary related
or moving $25,000+ FROM a single source.

¢ Follow instructions on the next page to get approver usernames.

e Enter approver usernames in the appropriate fields. If the Budget Center Manger (BCM) is also the VP/Provost/
President, leave the BCM box blank and only enter the username in the VP/Provost/President box.

o Make sure to enter at least one approver username.
Attachments: Attached documents can only be in PDF or image formats.

Form tracking: After submitting a form, its status can be tracked using the History button at the bottom of the form,
under the Activity tab.
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How to find an employee’s username

Search: @Nameonly OMorecqumns Address Book

1. Go to the Address Book in Outlook

hoa Go Offline Global Address List - hoa.nguyen@ Advanced Find

2. Search for the employee, then double click on the
name

Business Phone Lacation

Department

Alias box.

A new window will pop up. The username is in the

2 Hollie Worthen
O Holly Arguello

2 Holly Erickson

O Holly Garcia

Administrative Asst |
Adjunct Hourly
Grant Officer 2

(301) 957-6341

(301) 9574833

Dir, Child Care & Family Serv [801) 857-3070

Hoa Mguyen

Hoa Nguyen

This is the username

Budget Analyst
General Qrganization Phone/Motes Member Of  E-mail Addresses
Mame
First: Hoa Initials: I:I Last: |_Ngu3.r¥r1 |
Display: | Hoa Mguyen | Alias: hnguy110 )
Address: Campus: RRC Title: | Budget Analyst |
Mailstop: BGT

Company: | SLCC |
City: | | Department: | Budget Office |
State: | | Office: | RRC-AAB-301ED |
Zip code: | | Assistant: | |
Country/Region: | | Phone: | (801) 9574243 |

Add to Contacts

@Actinﬂs

Cancel

Apply

JC-HTC-115U

RRC-AAB-101)
SCC-5CM-1-188A

Concurrent Eni
Criminal Justice
Grants & Canti
Asst WP, Studer

2 Holly Huntington Adjunct Salaried Adjunct Faculty
@ Holly McOmie Hourly OTP Dean of StuPln
2 Holly Moare Professar [8071) 9574418 RRC-5/-220 Engineering

Double click on the person’s name
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612312021 | | 2021 | | Finance and Adminisuati w
Instructions
Ma. Index Code Fund Account § Amount oT P

| 1 || BEFNTR || 10000 || 2000 - Hourly ? v|| 10000 | g O
| || BEFNTR || 10000 || 4000 - Equigm: v|| 10000 | g O
| 2 || BECARF || 10000 || 2000 - Hourly t v|| 7700 | B O
| || BEFLUM || 10000 || 84000 - Equipm: v|| 7700 | -
| = || eecare || 10000 || 70000 Current v || 500 | o =
| || escare || 10000 || e0100-Outors || 500 0o =
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& | verify that the transfer(s) above are within the same Fund(s).

REASON FOR REQUESTED TRANSFER: *

1. Beg 123458788 - Van for Painters
2. Seeznake with Battery
3. Armowhead Breadker for Skid Steer
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Gr23/2021
Diate: *

Haa Nguysn | |
Prepared By: *

APPROVER USERNAME5: How lo find &n spprover uzemame

= Grant related transfers: Require Pl, BCM (il difierent than PI) and Asst Controller approvals
« Al pther ransfers: Reguine Vice PresidentProsostPresident approwal only if the tansfer is full-ime salang
related ar maving £25,000+ FROM a single source.

At leszf one usemame iz required.
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