Capital Outlay Encumbrance Authorization Request and Set Up of Newly
Authorized Projects/Funds in Banner

1. After the new projects are appropriated by the State of Florida, the OEF Form 352
(Request for Encumbrance Authorization) is filled out by Facilities Planning
indicating the fiscal year appropriation, type of fund (PECO, General Revenue,
Lottery, and others), project code number and name, phase code (purpose of the
project), amount of encumbrance authorization requested, and the date when the
encumbrance will be needed. This form needs to be signed by the University
President and submitted to the Florida Department of Education (DOE) Office of
Educational Facilities Budgeting. (See Encumbrance Authorizations Process by
Facilities Planning for more details.)
2. Once the encumbrance has been authorized, it is shown on Form 442 (Project
Disbursement Report).
3. As soon as the encumbrance authorization appears on Form 442, General
Accounting sends the information of the new projects/funds and the amount of the
encumbrance authorization to the Department of Financial Systems and the
Budget Office. General Accounting follows up on Financial Systems and the
Budget Office to ensure that the new projects, indexes, funds, and orgs are set and
that the revenue and expenditure budgets are entered.
4. Financial Systems contacts Facilities Planning and Physical Facilities to find out
how many indexes are needed for each fund and verifies the approval authority
for each index. Based on the determined need, Financial Systems sets up in
Banner the new projects and organizations (if applicable), the new funds and
indexes, and updates the appropriate approval queues.
5. After Financial Systems updates the approval queues and sets up the new
fund, indexes, projects and orgs (if applicable), it sends the information to the
Budget Office and General Accounting.
6. The Budget Office upon final set-up of the project will post the revenue budget
and the expenditure budget for each new project or fund based on the authorized
encumbrance and will provide notification of the information to all parties
concerned.
7. This process will take between two and five working days to complete.
8. Once the budgets have been set up, General Accounting can request cash
disbursements from DOE (on Form 442) according to the projects needs. The
needs are determined by the individuals in charge of the projects.
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