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1. Upon written approval of the Department of Management and DAS-SAE, new funds may be 
established by State departments in the State budget and centralized accounting systems by using 
the Request to Establish New Fund form. 

Part 1 - To be completed by the Requesting Department 

2. Requests for the establishment of the fund shall be in writing on the New Fund Request Form 
and signed by the appointing authority of the department or his/her designee. 

3. The Statutory Authority to Establish New Fund is a required field. This may include the Code of 
Iowa, Senate and House Files, Federal Legislation, etc. 

4. Interest is credited to a fund only if appropriate statutory authority exists and reported on this 
form. 

5. The description of the fund should include, but is not limited to, where the account will receive 
its funding, the purpose of the fund, and who will have spending discretion over the fund. If 
applicable attach the enabling legislation, code section, etc. 

Part 2 - To be completed by the Department of Management 

6. The Department of Management will review Part 1 of the form for completeness and accuracy. 
They will either approve or deny the request. 

7. If the request is denied, it will be returned to the department with a response as to why. 

8. If the request is approved, it will be forwarded to DAS-SAE and added to the budget system. 

Part 3 - To be completed by DAS-State Accounting Enterprise 

9. DAS-SAE will review the form for completeness and accuracy. They will either approve or deny 
the request. 

10. If the request is denied, it will be returned to the department with a response as to why. 

11. If the request is approved, a copy of the form will be returned to both the requesting 
department and the Department of Management and the fund will be added to I/3. 

https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/req_estab_new_fund.pdf

