INSTRUCTIONS

REQUEST GL ACCOUNT/COMMITMENT ITEM FORM

· 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 GL account/commitment item data that is changing, the GL account number, date, and affix the proper signatures.  
· Company Code – Enter UK00 if this field does not default as the Company Code.

· Account Group – Select the appropriate account group from the drop down menu.  Carefully review the group description in order to accurately reflect the use of the GL account being created.

· Short Text - Enter a 20 character short title for the GL account/commitment item.

· Long Text - Enter up to 40 characters for the detailed title of the GL account/commitment item.
· Required Explanation - Descriptive information regarding the purpose and type of GL account/commitment item requested. 
· Approval Signatures - Obtain the necessary approval signatures as follows:

1. Signature of the person completing the form

2. Signature of College/Division Business Officer

3. Signature of Area Budget Officer

