	
	Expense Transfer Memo


Memo

To:
  Business Office

From:
  __________________________
CC:
  __________________________
Today’s Date:
_____________________
Subject:   Expense Transfer Request
Please process the following expense transfer:            

(Charge) FOAP: ______________________________
 
(Credit) FOAP: 
  __________________________
____
Amount: $___________ 
Explain the reason for the expense transfer (reference Banner document number when applicable):

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________







Authorized signature (for FOAP being charged)
(Must either be Financial Manager of Fund-Org (xxxxxx-xxxx), or authorized signer on file in BUSO.)
FOAP = Fund-Organization-Account-Program codes (xxxxxx-xxxx-xxxx-xx)
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