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Redefine the Possible”



New Process

Budget review required for:

Requisitions over $250,000

Amendments to purchase orders (PO’s) over $250,000
Why?

Better oversight on our campus liabilities &
commitments

How?
We have a form in AdobeSign
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Process

1. Go to the ABA Forms page under Procurement & Contract
Services and select the “Authorization to Spend $S250K” form

Procurement & Contract Services
Form Revision Date
Amendment Request September

2022
Authorization to Spend $250k January 2023
ICT Procurement Review for Accessibility & MNA

2. Sign into AdobeSign with Duo and fill out the form

CALIFORNIA STATE UNIVERSITY
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https://www.csus.edu/administration-business-affairs/internal/aba-forms.html#procurement-contract-services

Process

In AdobeSign, there are 3 signature areas:

Department Initiator — Person requesting/entering the requisition

Budget Office — Jennifer Harris, AVP for Budget Planning &
Administration

VP Admin/CFO — Jonathan Bowman, VP for ABA and Chief Financial
Officer

ABA_Authorization to Spend $250,000+

How this workflow works?
Click mare for detalled Instructions.

MOTE w ‘

Recipients
Department Initiator™
B‘ Enter recipient email B ~ Email

Budget Office”

& jharris@csus.edu B ~ Email
VP Admin/CFO*
& bowman@csus.edu ] ~ Email
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No changes needed here unless you want to copy others

e

Enter CC's emails

Document Name *

Authorization to spend 5250000 and above

Message *

"Signers- Please review for Purchase Orders or Amendment Requests that will exceed 5250,000"

Files

Cocument % ABA-Authorzation for Spending Over 5250K vl
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britted By

Y SACRAMENTO STATE

Budge: Planning & Administration

Authorization to spend 2 $250,000

VWhen to use this form:
Submt this forrn when mitally requestng approval to spend 5250 um OF more; of 'nhen amending an existing
PO that exceeds $250,000. Submit a of this co isition.
Please attach an FDW report
Im FOW, run a Financial Summary as of Period repon to show existing budget. Attach the FOW report showing
available budget in the requested charsiring. f you do not have budgeted funds, please explain in a memo how
you plan to fund this expense. Below is a screenshot of a sample report to use:

m The l:alllurnla Smte Uni wersn'.'
& || ta Warckaus

Submitted

Financial Reporting
fome  [Mansps My Duddgs! & of Pencail_Tinancisl Summary As of Period’
Business Ung Fiscal Year Eccoumling Penod (a3 of)  Accound Tyoe accomnl Calegory  Budgel Ledger Fund CF Siatus
SACET-CASie 20 L A Fi L A1l - Aovaniss; » Splact Vaka-—- w dudgats - Sakac Vake-- ¥
Fused Nt Accoust Progect Program Chass
MO301 - Qanaral Dpenating Fund L4 R L4 =Delecd Vaue—- = ~Delpct Value— v =Dehect Value— ¥ ~Delect Vakg-- ¥
Tepe e Fure Faegr Ao Clace Faear Cumeat  |Aasic  |escumbwerces |stance %iheo v
Fadeecr sl sealabls | Tea
¥ - Exampie Deparment WD - Geneml Dpsmting Fund RROOMH - | TMOAL-GrRE it | ddadE1BR| LRITER T PR R (.9
Suzaling | Ficrtac
and bacairs
Buxr Fkuier ' e al 0 BE000Y - Supplis an Barvice
- Sre Co o et et o et i e
el Buct Tepe Fonau 2 cgqualoe 30 Roysresss, B0 Eapoesdfivec
el Do Fmmar 1 s i 9. Enampte (bt
el Tl Pdeaur 13 el va MDSAL - Barszes Gucraing Pasd
el B sk P 13 wuw 1o S - Cal Mut M fac e
el NseaTYEariz cound 2N

SUPPLIER ID

![-

QUOTE/REFERENCE #

Business Purpose/Justification:

Attach FWD report or funding source memo here

*
Click to Attach FWD or Memao
Check this box if submitting an amendment; provide exisiting PO or Contract #

Signatures

Name/Ttle Date MName/T tle Date




Input your name and date:

8Y SACRAMENTO STATE

Submitted By: i

Submitted Date:

A\ Budget Planning & Administration

Authorization to spend 2 $250,000

Submit this form when initially requesting approval to spend $250,000 or more; or when amending an existing

Complete mandatory fields:

Business Purpose/Justification:

*

Attach FWD report or funding source memo here

Click to Attach FWD or Memo

Check this box if submitting an amendment; provide exisiting PO or Contract #

[CHARTSTRING I TERM OF CONTRACT /
Select... -
QUOTE/REFERENCE # TOTAL
usb

TERM OF CONTFRAw |
*salact...

Solect..

Multi-Year

.

Keep to 3 lines.
AdobeSign will
cut off if longer




Add attachments:

Click to Attach FWD or Memo

Check this box if submitting an amendment; provide exisiting PO or Contract #
Click to Attach Amendment Attachment

FDW should show full chartstring with budget:

Dept Fdescr Fund Fdescr Acct Fdescr Current Actuals Encumbrances Balance 9
Budget Available H
h
SBOO00 MDS01 - General Operating Fund G60017 - Advertising/Promotional Pblctn 580,000.00 0.00| 580,000.00
660009 - Training-Professional Develop 0.00

Click submit

Once signed by the Budget Office and CFO, attach to
the requisition in CFS
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Budget Updates

New budget transfer instructions and form available on ABA
Forms page

New position management information posted on main
Budget Planning & Administration page

Budget Planning & Administration

Position Management Information
Budget Planning & Administation partners with numerous

campus entities, including the President, to develop and the Policy
Campus Operating Budget. They also ensure compliance and
transparency by producing the university's annual report. They
can be reached here emai.

Guidelines ror

Position Vacancy Extension Request roF

Form Revision Date

. FAQSs PDF
Budget Transfer Instructions February 2023
Budget Transfer February 2023

CALIFORNIA STATE UNIVERSITY
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https://www.csus.edu/administration-business-affairs/internal/aba-forms.html#budget-planning-administration
https://www.csus.edu/administration-business-affairs/budget-planning/

Contact Info

Questions on forms or Position Management

General inbox: bpa-01@csus.edu

Questions on FDW or budget justification
for PO’s

Diana Lynch: d.lynch@csuc.edu

SACRAMENTO



mailto:bpa-01@csus.edu
mailto:d.lynch@csuc.edu

Questions?

SACRAMENTO
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