
PROCUREMENT ACCOUNT CORRECTION/CHANGE FORM
MEMORANDUM							**Finance Use Only
									     Batch #: ___________
TO:  	Alice C. Watford						     	      Date:  ________________
	Procurement Card						      By:  __________________

FROM:  ___________________________

DATE:  ____________________________      AUTORIZED SIGNATURE:  _______________________

			
Subject:  Account Correction	 

CHANGE FROM:
	Account #			Description		   Amount	Check #          Date of check
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



								Total:  $ ______________________

CHANGE TO:
	Account #			Description		     Amount             Check #      Date of check
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



								Total:  $ _______________________

EXPLANATION:
_____________________________________________________________________________________
_____________________________________________________________________________________

Approval Signatures:
Fund Manager:  _______________________________________		Date:  __________________

Card Holder Signature:  _________________________________		Date:  __________________

Bookkeeper Signature:  _________________________________		Date:  __________________
											

Revised: 8/26/19
[bookmark: _GoBack]
