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*When a request is denied, an alternate solution will be found to meet the business needs of the requestor.

Requestor


Prepare request form. 


Division Budget Analyst


Review request to approve or deny*.


Sign and deliver to Division Budget Analyst.


Make changes as needed.


If approved, sign and forward to University Budget Office.


University Budget Office 


Review request to approve or deny*.


If approved, forward to Accounting.


Accounting


Reveiw request to approve or deny*.  


If approved, forward to AVP for final approval. 


AVP








Review request to approve or deny*. 


If approved, forward to Accounting for processing. 




















