Budgetary Transfers

The Uniform System of Accounts prescribed for School Districts, Education Law section 1718 and good budgetary control require that there be uncommitted appropriations available before encumbrances are placed or expenditures posted. Further, Section 170.2(k) of the Commissioner's Regulations states it is the duty of the board of education "to keep the incurred obligations within the amount of the total annual appropriations voted or authorized, and the prior year's outstanding encumbrances..." 

The principal purpose of this requirement is to guard against the creation of liabilities in excess of the appropriations. Appropriately, Section 170.2(1) of Commissioner's Regulations provides for such transfers and permits the board of education to facilitate the procedure by authorizing "...the chief school officer to make transfers within limits as established by the board."  However, transfers may be make out of contingent or non-contingent codes but never into non-contingent codes.

Delegating of this authority to the superintendent, combined with advanced encumbering of all know obligations, encumbering purchase orders before release, will prevent expending appropriations beyond the amount authorized. Therefore, transfers must be made prior to the over expenditure or over encumbrance of an object code. The Budget Status Report's appropriations (object codes) should never be overspent or over encumbered.  

Transferring of appropriations is of critical importance, and all parties concerned should have written confirmation of the information: the purchasing agent, the business official, and the Treasurer.  The purchasing agent needs to know if the transfer has been approved; the Treasurer needs to have accurate information and documentation for accounting purposes; and the business official will want a record of the month's authorized transfers from which he/she can make a summary report to the board.  It should be noted that any transfers authorized by the superintendent would be shown in the "Transfers and Adjustments" column of the budget status report submitted at the next board meeting.

A transfer request form should be used to control and document approval of budget transfers. The form acts as a document of original entry and should be recorded in the general journal and subsidiary general ledger accounts.

SAMPLE TRANSFER REQUEST FORM:
BOARD OF EDUCATION

Anytown School District

Anytown, New York

REQUEST FOR BUDGETARY TRANSFERS









Date:


  

	
	For Use of Accounting Section

	Amount
	From 

(Budget Code)
	To 

(Budget Code)
	General Journal #
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Explanation:

__________________________________________________________________________________________________________________________________________________________________________________________Signature_____________________








Title__________________________










Originator

____________________________________________________________________________________________________________

Recommend:  Approval (     )
Disapproval (     )

Remarks:_________________________________________________________________________________________________________________________________________________________________________________Signature_____________________








Title__________________________










School Business Official

____________________________________________________________________________________________________________

Authorized (    )
Disapproved (     )

________________________________         or
______________________________

             Chief School Officer                       Date                                                                    Date of Resolution of the Board

