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GENERAL Ledger Sample form to - Create / Amend / Delete G/L Account Code:

PLEASE PRINT IN BLOCK LETTERS (All fields in bold italics are mandatory)
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	Authorization (must be provided by an approved authorizer)

	Initiated by:
	
	Department/Group: 

	Date:  

	Authorised by:
	
	Department/Group: 

	Date:  

	Input to SAP by: 

	
	

	Date:  












































Name of Requestor:





Please tick as appropriate:


Request for new  � CONTROL Forms.CheckBox.1 \s ���  Changes to existing  � CONTROL Forms.CheckBox.1 \s ���   Deletion � CONTROL Forms.CheckBox.1 \s ���    Block for general ledger accounts � CONTROL Forms.CheckBox.1 \s ���








Account Number:





If income or Expenditure Account (please specify and tick as appropriate):


Income Account � CONTROL Forms.CheckBox.1 \s ���				Expense Account � CONTROL Forms.CheckBox.1 \s ���








(Please tick as appropriate, One Box Only):


Income Expenditure Account		� CONTROL Forms.CheckBox.1 \s ���			Balance Sheet Account	         � CONTROL Forms.CheckBox.1 \s ���	





Short Description of Account Name (Max. 20 Characters):





G/L Account Name Long Description (Max 50 Characters) 











Any previous Account Number:





Is there a requirement to store individual line item details?


Yes  � CONTROL Forms.CheckBox.1 \s ���			No � CONTROL Forms.CheckBox.1 \s ���





Sort Key (Please specify from list of options shown in pack):





Control parameters





� CONTROL Forms.CheckBox.1 \s ��� Post Automatically Only





� CONTROL Forms.CheckBox.1 \s ���   Recon account ready for input











Bank Accounts Only: (Please Tick as appropriate)


Relevant to Cash Flow � CONTROL Forms.CheckBox.1 \s ���	Please specify House Bank:			Account ID:





For Balance Sheet account, please tick if appropriate		Open Item Managed � CONTROL Forms.CheckBox.1 \s ���
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