	University Business Office
Departmental Charges Form

	Department:
	     

	Contact:
	     

	Phone:
	     
	Email:
	     

	Dept ID:
	     
	Account Number:
	     

	Describe services and fees:
	     

	     

	     

	Item Type Name:
	     

	Signature: 
	

	I understand that:

1. All charges must have the approval of the Assistant Vice President of Finance or the Provost.
2. Funds will be deposited into the above Dept ID/Account once collected by the University Business Office.    
3. Reports will be provided to the department on a monthly basis for reconciliation with the Finance General Ledger.
4. Charges based on class enrollment will be due on the University Tuition Due Date.
5. Fines are due immediately and result in an immediate hold on the student’s account.

6. Other charges are due 30 days after they are placed.

7. If I wish to contact delinquent students regarding their balances, updated Accounts Receivable information will be provided by the University Business Office.


	UBO use only

	Approval verified by:
	

	Charge Begin Date:
	

	UBO signature:
	
	Date:
	


Last Updated: 1/25/07


