Inter departmental campus Financial Transactions for Campus Departments

A
Introduction

For departments who prior to July 1 had been using the old IOC form to record inter departmental charges between UC Berkeley departments, a new form to replace the IOC has been developed.  Departments may develop their own inter departmental transaction form or utilize the centrally developed form

In order to avoid duplicate journals processed, the department receiving the credit should prepare the financial journal.

B
Procedure to record an inter departmental campus transaction using the central form 

1) Complete an inter departmental charge using the Inter Department Journal Support Form (see attachment B - instructions on completing the form are at the end of this document)

2) Prepare inter departmental Journal on-line. See section C below. 

3) File  the form & supporting documentation  in the department

Note:

This process only relates to transactions between two or more UC Berkeley or “J-Berkeley” departments. For transactions between UC Berkeley or “J-Berkeley” & other-UC Berkeley campuses, you must follow the procedure described in the instructions on Intercampus financial transactions.

C
Preparation of Journal 

Example:  transaction between Campus Supply and customer departments, School of Optometry and FS Controller's Office.

	
	
	BFS act
	Fund
	Org
	Prog
	Dr
	Cr
	
	

	
	1
	55040
	54655
	13710
	40
	1,500.00
	
	
	

	
	1
	55040
	19900
	23135
	72
	   500.00
	
	
	

	
	1
	59000
	66060
	21853
	72
	
	2,000.00
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Preparation of Inter departmental Support Form:

1. Document Number - Departments may set up their own document numbering system.  However since this form may be used by many units, it is suggested that you use your Departmental Prefix or ORG code as the first characters in your document numbering convention.

2. Originating Department - Enter originating department name

3. Requested by - Enter name of person to contact regarding questions about the form

4. Phone Ext. - Enter the telephone extension of the person to be contacted

5. Date - Enter date the form is prepared

6. Deliver to - Enter name of person receiving goods or service

7. Date needed - Enter date the goods or services should be delivered

8. Charge approved by - Enter name of person approving charge(s)

9. Approval signature - Signature of person approving charge(s)

10. Phone Ext. - Enter the telephone extension of the person approving charge(s)

11. Delivery Address - Enter address for delivery of goods or service

12. Description of Goods and/or Service - Describe goods and/or service and include quantity (e.g. # of items or hours of service), rate (e.g. cost/item or cost/hour), and total if applicable for each item listed. 

13. Account(s) to be charged - Enter Name of ORG to be charged, and all applicable chart string values.  Account, Fund and ORG are required fields. Your department may accept SpeedType values, but your department is then responsible for converting that SpeedType to the full chart string when journalizing the inter departmental transactions.

14. Amount - Enter amount of charge

15. For dept. use (credit or other reference)  - Optional field, can be used by the department for miscellaneous information. E.g. Departments can use the field to record the credit entry which will be recorded on the journal  

