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Business Services Internal Procedure


Budget Transfer

Forms for budget transfers are available in the Office of Business Services or online at http://www.southwest.edu/program/index.crm?programid=3&program=Business%2)Services and should be used to advise the Accounting Section of the Office of Business Services of the movement of budgeted funds within a department budget.  A list of object codes and their definitions can be found on page 1.1 of the manual. 

When submitting a budget transfer, the six-digit cost center identifying the number of the requesting department must appear in the appropriate location on the form.  The form must be signed by the responsible person for the cost center as identified in the ISRS accounting system.  

The following is a policy outline for Transfers and Budgets:

1. Area reserve funds are discretionary to the responsible person and may be transferred under the authority of the responsible Vice President, Dean or other designated administrator.  

2. Transfers within an account are allowed to be authorized by the person who has signature authority over the account or the appropriate Vice President or President. 

3. Transfers between two or more accounts must be authorized by the appropriate Vice President or President. 

4. The President must authorize transfers from institutional reserve funds. 

5. Other transfers between line items shown on Exhibit A must be approved by the Vice President for Finance and Administration or the President.  

