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To provide guidelines for transferring funds between accounts and between object codes within accounts.

Complete a Budget Transfer form. One budget transfer may be used for more than one account. Complete only the
non-shaded fields labeled:

A.

F.

G.

To Increase Account Number - Fill in the account number that you will be increasing. Transfer to budget
pool account codes.

Amount - Fill in the amount to be transferred. Round up to the nearest whole dollar. (Transfer only amounts
of $300 or more. Budget transfers received with less than $300 will be voided and a copy returned to you.)

From Decrease Account Number - Fill in the account number that you will be decreasing. Transfer from the
budget pool account codes.

Total Amount - Total the dollar amounts and fill in the amount in the box indicated.
Total Item Count - Total the number of transactions.
Explanation - Explain why the budget transfer is required. Attach any documentation as necessary.

Approvals - The budget head's and his/her supervisor's signatures are required.

Forward original copy to the Budget Office.

Budget Office Process

A.

The Budget Office will log in the budget transfer and assign it a reference number which will appear on the
upper right-hand corner. The originator will receive a copy with the reference number on it. Refer to this
number when inquiring about your budget transfer.

The Budget Office will process the budget transfer. When the budget transfer is processed, the originator
will receive an email notifying that the transfer has been processed (or “completed”). If there are any

problems with or rejections in the transfer, the Budget Office will contact the originator.

If the budget transfer was processed before the cutoff date for the month, it should appear on your next
monthly statement. Otherwise, it will appear on the following month’s statement.

Do not transfer between accounts from different ledgers. The first digit in the account number identifies the
ledger.

The Budget Office will assist you with any questions regarding budget items.

The EPCCCD does not discriminate on the basis of race, color, national origin, religion, gender, age, disability, veteran status, sexual orientation, or gender identity. Page 1of1



