INSTRUCTIONS

DEPARTMENT REQUEST

· Type of Transaction - Indicate (by checking the box) the purpose of this form.  Note:  In the case of a master data element change, complete only the department data that is changing, the department number, date, and affix the proper signatures.  

· Department Number - Enter the 5-digit department number designating the academic or support unit.
· Date to be Active - Enter the date the department should be activated.

· Department Name - Enter up to a 20 character short title for the department.

· Department Address - Enter the UK mailing address for the department named above.  For on-campus locations, enter the room number and building name.  For off-campus locations, enter the street address and City name.  For on-campus locations, enter the 4-digit speed sort number.  For off-campus locations, enter the ZIP code.

· Business Officer - Enter up to 20 characters of the name of the Business officer with responsibility for the department.  Enter the last name and first name separated by a space but with no punctuation.

Example:  Beck Rhonda

· CIP Code -A scheme that will provide the accurate tracking, assessment, and reporting of fields of study and program completions activity.  For a complete listing follow the link: http://nces.ed.gov/pubs2002/cip2000/.  Sponsored Projects Accounting will check this field after the funds center is created.

· Standard Hierarchy - Enter the lowest level of the standard hierarchy cost center group node in which the cost center reports.

· Purchasing Approvals – Complete the required approval signatures and userid’s for level 1 and level 2; these represent a separation of duties for approval and receipt on the purchase of goods and services.
· Approval Signatures – Obtain the necessary approval signatures as follows:

1. Signature from the Area Security Officer
2. Signature from the Office of the Treasurer 
