Schedule G1

Department Checklist for Reviewing Newly Prepared Budgets

(Optional But Highly Recommended)

School/Department/Division: 
_______________________________________

Date Reviewed:


_______________________________________

Reviewed by: 


_______________________________________

This internal checklist is to assist Schools and Administrative Departments in completing their budget materials before submission to their Vice President, Dean, or Director.  It can be completed on any level.

Place a check mark after completing the following General Outline:

Schedule D: Transfer Detail Summary Form      (Required if budgeting transfers.)
_____
Essential!  Must have Schedule D for every budget with transfers on the input forms 

             (Schedule G).

_____
Check to see that correct account numbers are used. (See Chart of Account Descriptions on Controller’s Office web site.)

_____
Check to see that transfer totals tie to the input form. (Both sides of transfer where possible.)

_____
Check to see that there are clear explanations for each transfer. 

_____
Check to see if “Transfer Source” and/or “Transfer Destination” funds and orgs are provided.

Salary Budget System Detail:         (Required for every budget with payroll.)
_____
Check for accuracy.  Spot check salary calculations and fringe calculations.  (Use fringe rates provided by the Budget Office.)

_____
Tie salary and fringe by account to input forms (Schedule G) for each fund/organization combination. 

_____
Salary Budget System report must be the “Budget Office Position Report” from the Distribution Review menu.  This is essential!

_____ 
Need salary detail report for every organization with payroll.
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Schedule G:  Detail Input Form (Required for every budget)

_____
Need Schedule G for every organization/fund combination with a budget. 

_____
Make sure that Fund and Organization numbers are entered on the form as labels with an apostrophe (e.g., ‘101000)

_____
Make sure that accounts spread unevenly by months are rounded in the June column to hit the correct total. Never use formulas to spread by months.

_____
Include extra bi-weekly pay periods in appropriate months when spreading salary. (See details in Budget web site instructions).

_____
Tie salary and benefit accounts to Salary Budget System detail. 

_____
Tie transfers to Schedule D (Transfer Schedule).

_____
Make sure endowment income for chairs and other specific functions is in the proper org and ties to amounts provided by the Budget Office.

_____
Make sure GCF input forms tie to Total targets on Schedule F1!

_____   Make sure that NO format changes were made to the form. (Do not insert or delete lines, columns or spaces; change column widths, unhide Col. A, erase or add formulas.)

Schedule F:     GCF Target Reconciliation Worksheet (Required for each School or Administrative Department) 

_____
Should have a Schedule F for each VP roll-up, School and Administrative Department submitting a budget.

_____
Check Column I to see if correct target numbers have been entered.  (Benefits should be the newly calculated number.)

_____
Check Column II against Schedule G input form for accuracy.

_____
Check to see that in Column II, tuition discount agrees with the target amount in Column I.

_____
Check Column III.  The VP roll-up must be equal to Zero.  Schools and Administrative Departments may be over or under the targets if the overall VP area is at Zero.

_____
Check to see that any major variances have been explained.

