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NEW ACCOUNT REQUEST

	PART I. 
	(To be completed by person requesting account.)

	1.
	Proposed Account Title
	

	
	

	2.
	Purpose of Account
	

	
	

	3.
	Contact Person

	
	
	
	

	
	Name                                                            Initial
	
	Functional Manager                                             Initial

	
	
	
	

	
	Department
	
	Vice President

	
	

	4.
	Office or Mailing Location
	
	Phone Number
	

	
	
	

	
	

	5.
	Budget

	
	Budget Pool – 0100

Budget Pool – 1000

Budget Pool – 2000

Budget Pool – 3000

Budget Pool – 4000
	$
	Budget Pool – 5000

Budget Pool – 6000

Budget Pool – 8000

Budget Pool – 9000
	$
	

	
	
	$
	
	$
	

	
	
	$
	
	$
	

	
	
	$
	
	$
	

	
	
	$
	
	
	

	
	

	6.
	Source of Funds
	

	
	
	

	7.
	Requested by
	
	Date
	

	
	

	
	

	

	PART II.
	Proposed Account Number
	
	G/L Account Number
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Year End Processing
	
	Department
	

	
	Executive Level
	
	Funding Group
	

	
	Division
	
	Major Fund Source
	

	

	Mapping Code
	Rev. Purpose
	Exp. Purpose
	
	Mechanical Entries
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	

	Controller Approval
	
	Date
	
	Budget Approval
	
	Date

	

	New Account Created
	
	
	
	Mech. Journal Entry Made
	
	

	
	Initial                   Date
	
	Initial                       Date

	

	Budget Entry Made 
	
	
	

	
	Initial                     Date
	

	

	Original – Accounting Office,  1st Copy – Acct. To Requestor,  2nd Copy – Budget Office
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