
 INSTRUCTIONS TO COMPLETE THE TEMPLATE TO MAKE CHANGES TO THE BASE BUDGET 
IN THE REPORTING BUDGET LEDGER (RBL) 

Effective March 21, 2025 

The Reporting Budget Ledger is a record of the campus general fund base budget as approved for the new fiscal year 
starting July 1st. This ledger also holds the records of base budget transfers processed to prepare the base budget for 
projecting campus budget needs in the following fiscal year. 

Budget transactions posted to the Reporting Budget Ledger are stated in annualized, whole dollars.  Prorated and one-time 
budget transfers are recorded in the General Ledger.  Refer to the directions for preparing journal entries for preparing 
budget transfers in the general ledger on the Financial Services web page. 

Once the July 1st General Fund base budget is posted to the Reporting Budget Ledger units are strongly encouraged to 
submit base budget adjustments that also affect the following fiscal year.  Examples include: 

❏ Base budget transfers within the Unit 
❏ Base budget transfers to other campus Units 
❏ When shortcodes/chartfields are created or deleted, resulting in the need to move base budget(s) 
❏ Fully funding personnel changes approved through the Budget Clearance Approval process 

Base budget changes should be submitted to Financial Services using the Reporting Budget Ledger Template Excel file 
available on the “Forms and Resources Page” under “Budget Planning & Form” on the Financial Services web page.  YOU 
MUST USE THIS VERSION OF THE EXCEL TEMPLATE.  DO NOT change the file type when saving this Excel file to your 
desktop. 

Each line in the Reporting Budget Ledger template Excel file must include the Business Unit and Ledger on each transaction. 
Accounts may be taken from your Unit’s RBL Base Budget Report or the chart below.  Accounting period #1 is reserved for 
the base budget upload; you may process changes for accounting periods #2 through #12.  All transfers should net to zero. 
All budget lines should have a corresponding shortcode. 
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Once your RBL Excel file is complete send your completed Excel file, any any supporting documentation, by e-mail to either the Senior Budget 
Analyst or the Assistant Controller in Financial Services. After your entry is processed you will receive an updated base budget report for your Unit 
reflecting the requested transfer. 

Any questions regarding these instructions should be directed to Financial Services Budget Manager at (313) 593-5442. 

* Either refer to your Unit’s Reporting Budget Ledger Base Budget Report or the account list below 
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