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Understanding Transfers
The 3 types of transfers are:
· General Fund ____________ Transfers
· _____________________ Fund Transfers.
· _____________________ /Revenue Transfers.  

General/Intra Fund Budget Transfers
General fund consists of all funds beginning with _____ XXX.
Intra Fund is defined as: _______________________________________________.
Two budget codes used for General/Intra Fund Budget Transfers are ______________ and _________________.
 When you are processing a budget transfer your are increasing and  decreasing the m                   in both FOAPS.
You MUST have a ______________.

What is the final _____________?

How am I going to __________ this outcome?

Moving money between two FOAPs with the same funds would mean _______________ transfer is required.

STEP 1: Indentify the  _______________ involved in a transaction.

STEP 2: Are the funds in the ___________ fund group?

If yes…then the transaction would require a __________________ fund budget transfer.
STEP 3: determine the _____________ & _____________.

STEP 4: Determine how you will ______________ the transfer.

List the 3 criteria items for a description:

Be ________________.

Use _______________.

Be __________________. 

INTER Fund Transfers
INTER  means: 

______________________________________________________

List fund groups that would be considered inter funds:
______________________     __________________

______________________     __________________

______________________     __________________

______________________     ____________________

List the two account codes used for INTER Fund Transfers and their descriptions:

______  ___________________________

______  ___________________________

Moving money among two funds beginning with different 

numbers requires a ______________________________.
STEP 1:  Identify the ____________ involved in the transaction.

STEP 2:  Are the funds in the _________ fund group and do they both start with _____?

If YES…… _____________ fund budget transfer.

If No…….. _____________ fund transfer.

STEP 3: determine ___________ & _______________.

Credits = _____________ money.

Debits = ______________  money away.

STEP 4:  ______________ how you will describe the transfer.

Banner only allows _________ characters.

EXPENDITURE TRANSFER
Expenditure - ________________________________________________________
Expense Accounts range from ______________ only.
Moving a specific item that a department has spent money on 

requires an ____________ transfer.

STEP 1: ________________ the FOAPs involved in the transaction.

STEP 2: Identify the FOAP where the ______________ is currently

 located by using ____________ reports.

YOU MUST PROVIDE A COPY OF THE __________ __________ TO SHOW THE EXPENSE EXISTS…..NO PHANTOM CHARGES.

STEP 3: determine the _____________ & ______________.

Credits (expenses) - ______________ the expense from the FOAP.

Debits (expenses) -  ______________ the expense to another FOAP.

STEP 4: Determine how you will _____________ the transfer.

When describing the transfer a s                     is considered a character.

REVENUE TRANSFERS
Revenue - _______________________________________________
Revenue Accounts are identified as ___________ only.

Use the ______________ same procedures as you would for expenses.

What to do after you have a plan.

You Must _____________ your plan!!!

Forms of Documentation:

· Documented _________ for the transaction from _______ departments.

· __________ supporting the transaction.

· Banner _____________ _____________

· Any transfer over ____________ requires VP approval.

The menu path to locate the forms is:

My FSU/Workplace/University Forms/Accounting Forms/ ________________

Budget Transfers must be completed on a __________ transfer jv form.
Expenditure/Revenue Transfer
JV Type is ___________.
FGAJVCQ

Document Number: __________

Transaction Date: ____________

Document Total: ____________ total

Document Submission

1.) _____________________

2.) ________________________________________________

3.) _______________________________________________

4.) ______________________________________________
Note: These documents will be batched and indexed in Xtender for 

all of the ______________ to see.
The Accounting Office e-mail address is _____________________.

Summary

3 Types of transfers:
General Fund Budget Transfer

Inter Fund Budget Transfer

Expenditure/Revenue Transfer

ALWAYS HAVE A ______________!
_____________ your plan with proper documentation!

Use the ___________ forms!
Fill out the forms _______________!

Take your __________ to complete the on-line JV form accurately.

Submit the _________ documentation with the proper ___________!
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