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PeopleSoft Chartfield Request Form
Requestor
Chartfield Requestor
Request Date
Request date
Assigned Chartfield value
Action
Chartfield Type
Business Unit
Effective Date
Choose the appropriate business unit if known.
PeopleSoft Long Description (30 character max)
PeopleSoft Short Description (10 character max)
ANTICIPATED PROJECT DETAILS
Complete all fields known. Anticipated or estimated values are appropriate.
Project Name
Start Date
End Date
Project Approval
Project Manager
Enter the anticipated TOTAL budget for the project. 
Total Budget 
Project Type
Funding Type
CashTransfer?
?
Include chartfield information if known. Otherwise leave blank fields. Add or remove a category with +/-
Support Funding Detail                                
Fund
Dept
Account
Project
Amount
Comments
Funding Approval
Does the requested account meet all of the following requirements?
Account code required for detailed breakdown of activity that is common to numerous divisions and/or departments
Activity associated with this account code will be material in amounts but no existing account description describes activity
Account code is required for  separate reporting to the Chancellor’s Office or State Controller’s Office
If the requested code does not meet these requirements, please consider an alternative class code
    FOR BUSINESS SERVICES ONLY              
FUND REQUEST
FNAT Key
Receiving Fund for Interest Allocation
DEPT REQUEST
NACUBO Program Code
MBU Tree Location
ACCT REQUEST
FIRMS Object Code
Tree and Location
PRJT REQUEST
PS PROJECT Attribute
Budget Approval
Date
Accounting Approval
Date
Processed by Accounting
Date
Entry Process  
Copy Distribution                      
Business Unit  
Signature Authority
Please provide the requested information for all personnel authorized to expend funds. Forms must be completed and kept on file in the Procurement office. Please call our office at extension 3512 if you have any questions.
Department Authorizer Name
Title
The Department Authorizer is issuing signature rights to those listed below.
Print Name
Inactive Date
Comments  
Fund Code
Department ID
Department Name
Project
Signature
Print Name
Comments  
Fund Code
Department ID
Department Name
Project
Signature
Print Name
Inactive Date
Comments  
Fund Code
Department ID
Department Name
Project
Signature
Print Name
Inactive Date
Comments  
Fund Code
Department ID
Department Name
Project
Signature
Print Name
Inactive Date
Comments  
Fund Code
Department ID
Department Name
Project
Signature
Signature
Print Name
Inactive Date
Comments  
Fund Code
Department ID
Department Name
Project
Signature
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