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BUDGET PROCESS OVERVIEW

Revenue
• Tuition & Fees, Sales & Services, etc.

• Scholarships (55100)

• Match scholarships (55190)

• Fellowships (55200)

• Graduate Asst. tuition (55300)

Personnel
• Employee salaries, wages & 

benefits (50000-54999)

Capital & Financing 

Activities
• Debt service principal

• Capital equipment

• Transfers to capital planning 

reserves or to the plant fund for the 

acquisition of real property, 

construction and certain major 

maintenance projects.

All Other
• Fuel & Electricity

• Supplies & Services

• Shared Services

• Interdepartmentals

• Travel

• Memberships/contributions

• Maintenance & alterations

• Library acquisitions

• Interest expense

• Depreciation

• Transfers (excluding capital transfers & 

transfers from unrestricted net position

Budgets (approved by Board of Trustees) comprise of four line items:



BUDGET ORDERS

Revenue

Personnel

All Other

Capital & 

Financing 

Activities

Revenue

Personnel

All Other

Capital & 

Financing 

Activities

When Not to use a Budget Order Form

Financial Transaction Form

Financial Transaction Form

Financial Transaction Form

PM to PM Form



When to use a Budget Order Form

Personnel

Personnel

All Other

All Other

Revenue

All Other

Revenue

Capital & Financing 

Activities

Some examples:

BUDGET ORDERS

Budget Order Form

Budget Order Form

Budget Order Form

Budget Order Form



Budget Order Form

BUDGET ORDERS

Example:  Reallocate unified fee to provide 
scholarship to the Schoodic experience.

Revenue (scholarship 55100) + $1,500

All Other (transfer 80000) - $1,500

Net Reallocation 0

All Other RevenueBudget Order Form



BUDGET ORDER FORM: WORKSHEET 1 FOR DATA ENTRY

Budget Order Number 

is assigned by Budget 

& Business Services



BUDGET ORDER FORM: WORKSHEET 2 FOR INTERNAL USE ONLY



FORMS

Use top half of worksheet for data entry.  

Position Management Form



Bottom of worksheet is for internal use only. 

Cells are formula driven from data entered.   

FORMS

Position Management Form



FORMS

Use top half of worksheet for data entry.  

Cost Share PM Form



Bottom of worksheet is for internal use only. 

Cells are formula driven from data entered.   

FORMS

Cost Share PM Form



FORMS
Financial Transaction Form



FORMS
IDO Form



FORMS

One-Time 

Request 

Form



FORMS

Retro Distribution of Actuals Form



FORMS

 Submit all Faculty and Staff ED forms to 

umbudget@maine.edu

o Extension of Distribution End Dates

UM Budget will forward to Payroll for 

processing

Earnings Distribution Form

mailto:umbudget@maine.edu


Extension of Distribution End Dates
UM Budget will forward to Payroll for processing

FORMS

Earnings Distribution Form



Extension of 

Distribution 

End

FORMS

Earnings Distribution Form



OTHER

Earnings Distribution Query



OTHER

Earnings Distribution Query



QUESTIONS?


