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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



Process
1.  Go to the ABA Forms page under Procurement & Contract 
Services and select the “Authorization to Spend $250K” form

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

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



• No changes needed here unless you want to copy others





• Input your name and date:

• Complete mandatory fields:

Keep to 3 lines.  
AdobeSign will 
cut off if longer



• Add attachments:

• FDW should show full chartstring with budget:

• Click submit
• Once signed by the Budget Office and CFO, attach to 

the requisition in CFS



Budget Updates

• New budget transfer instructions and form available on ABA 
Forms page

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

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

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


Questions?
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