GENERAL JOURNAL ENTRY - LATE CHANGE REQUESTS

Business Office Use Only

Business Office Approval: Journal Entry #:

Date:

Notes Account Number Debit Credit

General Description:_Rcl

Comments: Unreconciled P-Card Entry

Submitted By:




Notes:

Your P-Card statement was submitted after the closing period for the month submitted.

If you wish to have previously posted charges reversed and charged to an account number other than the one posted
please complete the below form and submit to Jill Harris in the Business Office.

Example:
Notes | Account Number Debit Credit
McDonald's I 11 135 22500 62105 S 29.74
11 135 22500 60199 S 29.74

Debit Acct: The account number you want to charge.

Credit Acct: The account number previously charged and which you wish to reverse and charge to a different account

If you have questions, please call Jill Harris at (309) 794-7351.
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