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DeptID Request Form
Add new DeptID(s) to an existing Org Node
View the Master Org tree at http://www.bai.berkeley.edu/BFS/BudgetGL/treeReports.htm
Use this form to request new DeptIDs under an existing Org Node. Use the Org Node Request Form to request new DeptIDs under a new Org Node, or to transfer existing DeptIDs to a new or existing Org Node. New DeptID codes will be assigned based guidance from the DFL based on the next available code within the range(s) assigned to your division. If there are no available DeptIDs, the DFL will need to request a new range. 
 
                            
 
Departments: Please discuss any new requests with your Divisional Finance Leader (DFL) before filling out this form. The DFL will work with the Office of the CFO (OCFO) to discuss the change and determine next steps. This form should not be filled out until the change request has been evaluated based on business needs and Chart of Account (COA) guidelines.
 
 
DFLs: Please contact the OCFO to discuss any new requests and determine next steps prior to filling out this form. The OCFO will work with you to evaluate the request based on business needs and COA guidelines.
http://cfo.berkeley.edu/sites/default/files/berkeley_coa_guidelines_revised_v15.pdf
Requested Action:
Information to be completed by Requesting Department
A list of DFLs is located at http://cfo.berkeley.edu/divisionalfinanceleaders#dfl
DeptID Information
DELETE ROW
DEPTID CODE
DEPTID DESCRIPTION
(Include L4 Org Code in Description)
Speedchart
L6 UNIT CODE
Business Unit
L6 UNIT DESCRIPTION
BFS Account
Business Rationale
DELETE ROW
DEPTID CODE
(From Above)
DEPTID DESCRIPTION
(From Above)
Speedchart
BUSINESS RATIONALE
(Maximum 450 Characters; Check COA Guidelines for Guidance)
Requested by:
Approved by:
Budget Office use only
8.2.1.4029.1.523496.503679
Disbursements
Direct Voucher Form
	CurrentPage: 
	PageCount: 
	ViewMasterOrgTree: 
	PrintButton: 
	Add New Department ID: 
	COAGuidelines: 
	LIM: 
	Click to delete this row: 
	Dept ID: 
	DeptIDDescr: 
	Org Node Code: 
	Description: 
	Click to add a row: 
	BusinessRationale: 
	RequesterName: 
	RequesterDate: 
	RequesterPhone: 
	RequesterEmail: 
	LIMApprover1: 
	LIMDate1: 
	LIMEmail1: 
	LIMPhone1: 
	ProcessedBy: 
	ProcessedDate: 
	EffectiveDate: 
	designer__defaultWidowOrphanSettings: 



