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Internal Transfer / Journal Entry Request
(For transfer of money from one internal account to another)

1. Fill form when a transfer is needed
2. Turn in form to gain approval from the principal
3. Accounts payable transfer money internally

Date of Request:___________________________________________________________
Date Transfer Needed:____________________________________________________
From Account Name:________________________________________________________________________________________
From Account Number:___________________________________________________________________________
To Account Name:_____________________________________________________________________
To Account Number:_____________________________________________________________
Amount: $____________________________________________________
Person requesting transfer:_____________________________________
[bookmark: _GoBack]Requestor’s email address:_____________________________________________________

________________________________________________________  
Employee Signature				Date		




(For Office Use Only)

        _______________________________________________________Approval Signature				Date


________________________________________________________
Controller’s  Signature		             Date
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