
‭Hamilton Community Schools‬
‭Internal Transfer/Journal Entry Request‬

‭(Internal transfer from one account to another)‬

‭1.‬ ‭Complete this form when an internal transfer is required‬
‭2.‬ ‭Give to your Supervisor/Principal for approval‬
‭3.‬ ‭Submit completed form to Administration Office‬

‭Date of Request:‬

‭Date of Transfer:‬

‭Amount:‬‭$‬

‭From Account Name:_______________________________________________________________________________________________‬

‭From Account Number:____________________________________________________________________________________________‬

‭To Account Name:___________________________________________________________________________________________________‬

‭To Account Number:________________________________________________________________________________________________‬

‭Employee requesting transfer:‬

‭________________________________________________________‬
‭Employee Signature‬ ‭Date‬

‭_______________________________________________________‬
‭Supervisor/Principal Signature‬ ‭Date‬

‭Revised 05/28/2025‬


