BUDGET ALLOCATION

When department requests to allocate a budget amount from one task to another task within the same project, Installment amount and Project Funding remain unchanged.

Note: These steps are for awards that have Project Funding done at the project level.

For example: Department administrator requests to allocate $50,000 from task 1 to task 2 from project no. 1234567

Step 1:  Reduce budget amount in task 1

Go to Award Budget and enter the project number. 

Find Draft. 

Enter information in the Draft Budget Version Name and Description. 

Click Details button. 

Click task 1 where fund is being reduced. 

Reduce task 1 budget amount. 

Save. 

Step 2: Budget amount in task 2

Close Budget Lines screen. 

Click task 2. 

Enter a budget. 

Save. 

Close Budget Lines screen. 

Close Task Budgets screen. 

Step 3: Submit

Click Submit.

Step 4: Baseline

Reviewers will make sure to click the Baseline button.
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