
Research Administration 101
Budget Reallocation



Step 1

• Meet with Faculty Member to forecast needs

• Make sure you are reviewing the “Grant Detail Balance” report in 
Workday. 

• Enter the GRXX number or legacy account number into 
“Organization”



• Make sure to 
drill down once 
the report runs

• Be sure you drill down 
to the spend category
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Step 2

• Review the Award in TARA to see if there are agency restrictions 
o If there are, you need to work with the Department of Contracts 

and Grants (DCG) to obtain any needed approvals

The following is the Federal restriction for budget changes 
from OMB Circular A-110:

Under Federal Demonstration Partnership (FDP), there are 
minimal restrictions – however on many grants there are 
specific restrictions.  It is always advisable to review your 
award terms



OMB A-110



OMB A-110 cont
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Step 3

• Prepare the Viterbi Research Administration Budget Reallocation 
form in myViterbi

Attach any back-up documentation as a PDF. 
For example:

Agency approvals
Communication from the PI regarding the request

• Upon receipt, VBA will review the awarding documents to 
determine if it is under FDP or if there are other agency restrictions

• Provided everything is accurate and correct, the budget change is 
processed usually within 5 business days from receipt



Common Issues

• Checking or failing to check Irregular Fringe Box based on the 
needed fringe rate calculation/adjustment needed

• Clearing all current overdrafts
It will be rejected if upon review, we notice there are 
additional object classes that are overdrawn that are not being 
corrected (i.e., negative values)

• Correct IDC rate is not used
Make sure you are using what the awarded rate is

• No reason given for the budget reallocation
There needs to be a “why” the request is being made and/or 
how the project is benefitting from the requested reallocation



Samples

The following are four samples of the most common budget 
reallocation requests:



Sample 1



Sample 2



Sample 3



Sample 4



Need Additional Assistance?
If you still need help or have questions after going through this training, please utilize the following resources:

CHECK THE WEBSITE
https://viterbibusinessaffairs.usc.edu/research-administration/
The website has additional information/resources that can help guide 
you in the right direction and is regularly updated

ASK YOUR DEPARTMENT BUSINESS MANAGER
Contact your DBM or fellow colleagues who may be able to answer your 
question 

CONTACT VBA
Nicole Burelli | burelli@usc.edu 
Isabel Rodriguez | isabel.rodriguez@usc.edu
Nichole Phillips | nicholep@usc.edu 



THANK YOU 
& FIGHT ON!


