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Initial Request
What is it that you 

want to do?

This is a UML 
Journal Entry / 
Cost Transfer 
(Expense Move)

Use the Journal Entry Form and 
submit the completed form to the 

Controller's Office at Controller@uml.edu

Is the transfer within , or between only these 
funds? 

51161 General Operating Fund
52110 General Operatng Contracted Payroll Fund

Use Budget Journal Entry Form, and 
submit completed form to the 

Budget Office at Budget_Office@uml.edu 

The Journal Entry Form should be used 
for all other Journal transactions 

(i.e. moving of Revenue).

Completed forms should be sent to the 
Controller's Office at Controller@uml.edu

Noting: The Journal forms should not be used to move Payroll. If there is 
a need to move Payroll, contact the UML Payroll Office.

This is a UML 
Budget Transfer

This is a UML 
Journal Entry 

(Cash)

Form Form Form

Are you moving expenses ?
(All Funds) All other transactions
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