FY15 TTF Mid-Year Docket & Non-Docket Request Instructions: Use Form 6 if you are making a non-docket request to change your budget without requesting additional TTF money. Use if you need to transfer TTF funds from one line item to another line item. No transfers between the $4 and $1 budgets are permissible. Before using Form 6, access your office’s TTF Reimbursement processing screen in COIN (#3 on Main Menu). Print your FY15 TTF budget. Using the screen(s), specify the changes you want to make to line items in your TTF budget. A cover letter on court letterhead narrating your request must accompany this form. 
Form 6

 FY15 TTF Mid-Year Non-Docket Request Form

	Locality:
	
	FIPS:
	

	Clerk’s Name:
	
	Date:
	

	Email:
	
	Phone:
	

	Clerk Signature:
	
	Contact Name:
	

	

	
	
	
	
	
	
	
	

	Line Item Change Code:      U=Update          A=Add          D=Delete         V=Vendor Name         S=Line Item Description  



	
	(Line Item Change Code              Circle All that Apply(
	$4 
	$1
	Purpose Code L  
	Purpose Code N

	


	Line item description: 
	
	Vendor: 
	

	

	Original Amount:  
	$ 
	Current Amount: 
	$ 
	New Amount: 
	$ 

	

	Difference: circle one (
	plus
	minus
	Difference Amount:
	$ 

	

	COIN Maintenance Screen: 
	

	

	
	(Line Item Change Code              Circle All That Apply(
	$4
	$1
	Purpose Code L
	Purpose Code N

	

	Line item description: 
	
	Vendor: 
	

	

	Original Amount:  
	$ 
	Current Amount: 
	$ 
	New Amount: 
	$ 

	

	Difference: circle one (
	plus
	minus
	Difference Amount:
	$ 

	

	COIN Maintenance Screen:
	

	

	

	COMPENSATION BOARD USE ONLY   (   COMPENSATION BOARD USE ONLY   (   COMPENSATION BOARD USE ONLY

	

	
	(Approved
	COIN Reimbursement(
	

	
	(Not Approved                   
	
	Budget Spreadsheet(
	

	
	
	
	
	
	
	

	Executive Secretary: 
	
	
	
	Date: 
	
	

	
	
	Robyn M. de Socio
	
	
	


Purpose Code L = Land Records 

Purpose Code N = Not Land Records; Areas of the court not related to Land Records

Fax this form along with a Cover Letter to Paige Christy at (804) 371-0235; Direct questions to paige.christy@scb.virginia.gov
