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PALM BEACH STATE COLLEGE

REQUEST TO ADD ORGANIZATIONAL UNIT (BUDGET ACCOUNT)

	[image: image1.jpg]Date of Request:                                                           
Requestor:      
1. Is this activity related to instruction (Curriculum, Classes, FTE generating)?    FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

2a. If Instructional Activity, select credit type:  FORMDROPDOWN 
     2b. Select Award Type:  FORMDROPDOWN 
      (Choose one each 2a & 2b)  
2c. Campus(es):      
3. Briefly describe the activity related to this account:      
4a. Finance Users/Input Person(s):      


4b. Finance Approver(s):                                                                        4c. User Group (if known):          
5. Time and Attendance Code (TA):      
6a. Time and Attendance Users/Input Person(s):      

6b. Time and Attendance Approver(s):      
6c. Preferred Payroll Department Code:         


** (Academic Services will review requested Instructional Account Codes 


Payroll Department will review Non-Instructional Account Codes to determine if they reconcile with current structure.


The final assigned code may be different) **


	ROUTING INSTRUCTIONS

If request is Instructional – Send to Academic Services for review & routing to Vice President of Academic Affairs

If request is Non-Instructional - Send form to Jane Mills for processing and/or approval signatures

	APPROVALS – INSTRUCTIONAL (courses & FTE generating):
Provost (The Requestor Reports to, if applicable)
 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved

______________________________________   Date: ________


Dean – Curriculum, Planning & Research (For Instructional Activity)

 FORMCHECKBOX 
 Reviewed


 FORMCHECKBOX 
 Corrected

______________________________________   Date: ________


Vice President: 

 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved

______________________________________   Date: ________

Dr. Sharon Sass, Vice President Academic Affairs
	APPROVALS – NON-INSTRUCTIONAL ACTIVITY:
Provost (The Requestor Reports to, if applicable)
 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved

______________________________________   Date: ________


Vice President: 

 FORMCHECKBOX 
 Approved


 FORMCHECKBOX 
 Not Approved

______________________________________   Date: ________

Mr. Richard Becker, Vice President Administration & Business Affairs





	FOR FINANCE USE ONLY

	Instructional Activity Account:   FORMDROPDOWN 

	Non-Instructional Activity Account:   FORMDROPDOWN 


	Account: 

     
	Qual1: 

     
	Campus/District:      
	Effective Term Start Date 

      
	Account: 

     
	Qual 1: 

     
	Campus/District:
      
	Effective Term 

Start Date

     


Use this form for general unrestricted Fund 1 only.
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