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BANNER FINANCE
BANNER FINANCE
REQUEST FOR NEW OR CHANGE OF

INDEX/FUND/ORG CODES


This form should be completed by the applicant or the supervisor.  All of the information is required.  The person authorizing the access must submit this form.   Attach the document to an e-mail message and send to:  budget@jsums.edu
	USER PROFILE

	APPLICANT :
Name
	
	

	Title
	

	JSU Email Address
	
	Campus Phone Number
	

	AUTHORIZING BUDGET UNIT HEAD:
Name
	
	

	Title
	

	Department
	

	JSU Email Address
	
	Campus Phone Number
	


	NEW OR CHANGE TO FOP

	
	F R O M
	T O

	Check NEW or CHANGE
	
	NEW
	

	
	
	CHANGE
	

	
	
	

	Fund (Source of funds):

E&G, Auxiliary, Grants,

Designated, Agency
	
	

	Org (If new, to be completed by OBFA)
	
	

	Prg (If new, to be completed OBFA)
	
	

	Fund/Org (Dept) Name
	
	

	Responsible Person
	
	

	Fund/Org reports to:
	
	

	Department
	
	

	School (if applicable)
	
	

	College (if applicable)
	
	

	Other
	
	

	Vice President/President
	
	


	AUTHORIZATION

	The Budget Office is authorizing the new or change in the fund, org, and/or program indicated above. It is the requestors responsibility to notify             th the Banner Finance Security Administrator if there are changes needed.

	
	
	
	
	

	
	Authorizing Budget Unit Head

	
	Date
	

	
	Dean/ VP Area 

	
	Date
	

	
	Director, Office of Budget & Financial Analysis’s Signature(OBFA)

	
	Date
	

	
	
	
	
	


I N S T R U C T I O N S
	USER PROFILE

	APPLICANT
	Name
	Type the name of the responsible budget unit head

	
	J#
	Type the assigned JSU ID#

	
	Title
	Type the title of the responsible budget unit head.

	
	JSU Email Address
	Type the user ID of the responsible budget unit head 

(@jsums.edu, is provided)

	
	Campus Phone Number
	Type the campus phone number of the responsible budget unit head

	AUTHORIZING BUDGET UNIT HEAD
	Name
	Type the name of the next level supervisor

	
	J#
	Type the assigned JSU ID#

	
	Title
	Type the title of the next level supervisor.

	
	JSU Email Address
	Type the user ID of the next level supervisor

(@jsums.edu, is provided)

	
	Campus Phone Number
	Type the campus phone number of the next level supervisor

	NEW OR CHANGE TO FOP (Fund, Org, Prg)

	
	

	Fund
	Type the source of funds-E&G, Auxiliary Enterprises, Grants, Designated, or Agency.  If the index number is listed, leave blank.

	Org
	Type the ORG code.  If the index number is listed or this is a request for a new ORG code, leave blank.  

	Prg
	Type the PRG code.  If the index number is listed or this is a request for a new PRG code, leave blank.  

	Fund/Org Name
	Type the approved name of the department.  If this is a request for a change in the department name, please type the old name in the column, entitled from; and type the new name in the column, entitled to.

	Responsible Person


	Type the name of the person who will be responsible for the requested budget code.
If this is a change in the name, type the old name in the column, entitled from; and type the new name in the column, entitled to.

	Department


	Type the name of the department that the requested budget unit will be reporting to, if applicable.

	School


	Type the name of the school that the requested budget unit will be reporting to, if applicable.

	College


	Type the name of the college that the requested budget unit will be reporting to, if applicable.

	Other


	Type the name of the budget unit that the requested budget unit will be reporting to, if applicable.

	Vice President
	Type the vice president that the requested budget unit will be reporting to.
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