Department Head/Manager

Budget Transfer Request Form

Justification for Request

[Dan Koski

Last fall we got rid of the contracted janitorial service we were paying for out of the 35220 budget
line and hired an LTE Holiday House employee. This position does show up on the seasonal
labor budget worksheet but the total is not included in the seasonal total.

Account to Transfer from:

Fund: Org/Dept: Account: Short Title: Amount:

[1100 [35220 | [527900 | [Janitorial |
Fund: Org/Dept: Account: Short Title: Amount:

I I | | | L 1]
Fund: Org/Dept: Account: Short Title: Amount:

I I | | | ]

Total:

Account to Transfer to:

Fund: Org/Dept: Account: Short Title: Amount:

[1200 [32800 |  [511500 | |SALARIES-TEMP EMPLOYES-REG |

When complete, submit this form to the Finance Department to initiate the next step for processing your request.

Finance Department Use Only:

Approved?

QO Yes
O No

Action Steps:

Approval Level? Select One.

[2-Oversight Committee $2,500-$9,999

[] Make transfer in Springbrook if request is approved

[] Notify department of action taken on request

Reason for denial:
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