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BUSINESS PROCEDURES MANUAL 
SECTION 2. ACCOUNTING
Issue Date: August, 1994

2-8 Journal Vouchers


Purpose:
A journal voucher's primary purpose is to charge interdepartment revenues and expenditures (Exhibit 10). It is a vehicle with which one cost center can "pay" another cost center. Journal vouchers are also used to post corrections to accounts and transfer actual transactions to another account. Journal vouchers are often used to transfer charges from the post office, Olmsted, Hubbell Dining Services, the Print Shop, Athletics, and Student Life. Journal vouchers are to be used for actual expenditures or revenues. A journal voucher is not the correct document to use to transfer budgets.

Number of copies: 
Three (2 to Accounting and 1 for department's records. If the department wants a copy with the approval number on it, an extra copy needs to be sent to Accounting with the name and address of individual to whom it is to be returned in the upper right hand corner.)

Where to Send Form: The Accounting Office, 328 Old Main.

Signatures Needed: 
Authorized account signature(s). (If separate persons are affected by the JV, both signatures need to be in the "Requested by:" line.)

Account Codes: 
Use the 10 digit account codes of the cost or income center for the transactions.

How to Complete: 

1. Fill in account codes and names of accounts.
2. Total debits and credits columns. These should be equal.
3. Always list debit accounts first.
4. State clearly the purpose of the transaction.
5. Attach any support documentation that will clarify any question about the reason for the transaction. Adequately identify the key elements in the documentation. If calculations have been used, provide a copy of them. 
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