
SUBMITTING A BUDGET 
JOURNAL FORM

• Club Advisor should submit the form on 
InformedK12

• Minutes must be attached

• Route to Student Life Coordinator at Step 2 
and Student Life Assistant at Step 3

• Lines on the form must coincide with the 
budget from the minutes

• For initial budget setup, line 1 should be 
5887, the account that holds the unallocated 
budget

• Increases and Decreases must balance

• This form must be completed and 
processed before the College can issue 
payments or reimbursements



BUDGET TRANSFER 
EXAMPLE

• If a budget has already been set up but 

needs to be revised, the club should meet, 

discuss what account(s) to reduce and what 

account(s) to increase, then record it in the 

minutes with a motion and vote

• A new Budget Journal Form should be 

submitted to post the changes

• Two attachments must be added: the 

original minutes with the starting budget 

and the new minutes with the revised 

budget

• Increases and Decreases must still balance



EARNING REVENUE
• If the club earns new revenue (such as from 

fundraising), they can allocate that new 

revenue to any desired accounts

• In this case only, line 1 uses a revenue 

account: 8890 Local Revenue

• Unlike other forms, all lines should be 

increases, not decreases

• As always, the club should decide where to 

allocate this new revenue and record it in 

the minutes

• The original budget minutes and the new 

budget minutes must be attached


