
IU South Bend Electronic Budget Adjustment Form Process Map
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or Unit Director
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Dean
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YES

Download latest version of 
B.A. form from 

Admin&Finance website

Review intent of form 
and language 

describing why an 
adjustment is needed

Are 
inaccuracies 

present?

YES

Email initial 
DRAFT to 

Fiscal Affairs

Review accuracy of financial 
information within the 

DRAFT

Fiscal Affairs works with 
Initiator to correct 

inaccuracies

Form emailed back to Initiator

Initial DRAFT of form is 
completed

Fiscal Affairs signs 
PDF validating 
form’s accuracy

NO

Initiator performs final 
assessment or 

revisions of form 
(checks with Fiscal 
Affairs as needed)

Form emailed to Department Head 
(Academic) or Unit Director 

(Administrative)

Is this an 
appropriate use of 

funds?

Can they be 
fixed?

YES

Department 
Head 

approves 
PDF

NO

Initiator informed of form denial Fiscal Affairs informed of form 
denial

Department 
Head denies 

PDF

Is the unit 
Academic or 

Administration?

Email form to the 
appropriate Vice 

Chancellor

ADMINISTRATION

Email form to the 
appropriate Dean

ACADEMIC

Review intent of form 
and language describing 

why an adjustment is 
needed

Review intent of form 
and language 

describing why an 
adjustment is needed

Is this an 
appropriate use of 

funds?

Is this an 
appropriate use of 

funds?

Vice 
Chancellor 
approves 

PDF

Dean 
approves 

PDF

Can they be 
fixed?

Can they be 
fixed?

Dept. Head informed of 
form denial

YES

NO

YES

NO

YES

YES
YES

Vice 
Chancellor 
denies PDF

Dean denies 
PDF

NO NO

Vice Chancellor informed 
of form denial

Dean informed of form 
denial

NO

Email form to the 
Director of 
Academic 

Appointments

Review intent of form 
and language 

describing why an 
adjustment is needed

Are inaccuracies 
present?

Director 
signs PDF 
validating 

form’s 
accuracy

Can they be 
fixed?

Email form to the 
Vice Chancellor for 
Administration & 

Finance (CFO)

Email form to the 
Executive Vice 
Chancellor for 

Academic Affairs

Review intent of form 
and language 

describing why an 
adjustment is needed

Is this an 
appropriate use of 

funds?

Review intent of form 
and language 

describing why an 
adjustment is needed

Is this an 
appropriate use of 

funds?

Executive 
Vice 

Chancellor 
approves 

PDF

Vice 
Chancellor 
approves 

PDF

YES

NO

NO YES YES

Executive 
Vice 

Chancellor 
denies PDF

Executive Vice Chancellor 
informed of form denial

Vice 
Chancellor 
denies PDF

Vice Chancellor informed of 
form denial

Email form to the 
Chancellor

Review intent of form 
and language 

describing why an 
adjustment is needed

Is this an 
appropriate use of 

funds?

Chancellor 
approves 

PDF

Executive Assistant 
to the Chancellor 
files finalized form

Email finalized form 
to Director of Fiscal 

Affairs

Fiscal Affairs initiates and 
routes Budget Adjustment 

eDOC according to finalized 
form details

Chancellor 
denies PDF

NO NO

NO

YES


