
Organizational Hierarchy Changes – Overall Process
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Division determines that 
a change is needed in 
their Entity Hierarchy

Division completes 
or finalizes forms 

and reviews 
change(s) with 

appropriate 
approver and 

obtains approvals

OCFO Analyst implements changes 
and notifies Division when complete

Division submits 
approved form(s) to 

chartfield email

Meets 
Guidelines?

Contact OCFO (email 
dfl_concierge@berkeley.edu with 

subject: “Organizational Tree Request”) 
to request a meeting with Org Tree 

Changes Review Team (see “Request Org 
Tree Changes” in the “Organizational 

Tree” section of the Concierge website 
to understand what to include with this 

request and which forms can be pre-
filled out)

Yes

DLF presents to Org Tree 
Changes Review Team 
and the Review Team 
reviews the request(s) 

based on business needs, 
COA guidelines and 

consistency 

Approved?

Yes

Division evaluates the 
request internally to 
understand business 

needs and to determine if 
it meets the COA 

guidelines (see “Review 
COA Guidelines” under 

“Organizational Tree” on 
the Concierge website for 

guidance) 

Division modifies 
the request based 
on feedback from 
the Review Team

No

Note on Timing: 
Requests can be submitted at any time 
to dfl_concierge@berkeley.edu. 
Implementation of changes will be 
based on which changes are allowable, 
how long it takes to get approval and 
when the signed forms are submitted to 
the OCFO Analyst (see Calendar for 
Organizational Tree changes webpage 
{including Submission Timeline} and Org 
Tree Changes Review Team timing 
below). 

Note on Timing: 
Org Tree Changes Review Team meets 
every two weeks when the Org Tree is 
open for changes (see Budget Process 
Calendar for exact times). For complex 
requests, you may need to allow time 
for at least two meetings with the 
Review Team. 

OCFO previews materials and 
suggests changes prior to 

scheduling a meeting with the 
Org Tree Changes Review 

Team
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Entity Hierarchy Changes – Roles & Responsibilities
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Upholds Chart of Accounts (COA) Guidelines and restrictions 
whenever possible
Decision-Maker on changes to Org Tree segments

Advises the Division on initial requests providing insight and 
highlighting issues
Provides tools to assist the Division with designing their 
entity hierarchy based on COA Guidelines and Financial 
Reporting Best Practices
OCFO Analyst will Implement changes to Org Tree and 
perform website and form maintenance, as needed

Reviews and approves requests from Department managers 
prior to contacting the OCFO
Partners with OCFO to review initial requests and make 
modifications before presentation to Review Team
Proactively works to design entity hierarchy to meet COA 
Guidelines and Financial Reporting Best Practices
Prepares Excel templates and forms
Works with Dean/VC or designated authority for approval 
on Deep Dives
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