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University Policy 1201: Vacant Positions and State E&G Funds 
Category: Governance & Administration 
Subcategory: Budget & Expenditures 
Covered Individuals: Employees 
Responsible Executive: Vice President for Finance and Administrative Services 
Policy Custodian: Budget & Planning Office, Executive Director
 Last Revised: 2025/11/07 
Previous USU Policy Number: 5300 

1201.1  PURPOSE AND SCOPE 

State E&G funds from vacant positions will revert to the appropriate vice president’s or dean’s office. The 
vice president or dean will determine the best utilization of these funds within his/her administrative area. 

1201.2  POLICY 

2.1 Transfer of Salary 

When an employee vacates a position which is paid fully or partially by E&G funds, the department will 
prepare a Budget Transfer Request form specifying the E&G account from which funds are paid. This 
form is to be attached to the Employment Action Form which terminates the employee. These forms are 
to be sent together to the appropriate vice president or dean for review and further processing. The 
amount to be transferred will be determined in the budget office after all calculations have been made to 
close out the terminating employee. The budget office will then enter the amount on the Budget Transfer 
Request form and send copies to the appropriate offices. 

2.2 Utilization of Funds 

These funds will be utilized at the discretion of the vice president or dean in a manner which will best 
serve the mission and needs of his/her administrative area. Use of the funds will consider their permanent 
and one-time nature. 

1201.3 DEFINITIONS 

• Vacant Position. A benefit eligible position which does not have an incumbent employee.

Information below is not included as part of the contents of the official policy. It is provided only as a convenience for 
readers/users and may be changed at any time by persons authorized by the president. 

RESOURCES 



University Policy 1201   Vacant Positions 
 

 

usu.edu/policies/1201 Page 2 of 2 

Contacts  
 
• Vice President for Finance and Administration 

POLICY HISTORY  
 
Original issue date: 1998/01/01 
 
Last revision date: 2025/11/07 
 
Next scheduled review date: 2026/11/01 
 
Previous revision dates: N/A 
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