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Receiving Department:      Route this form to:  Accounting Office 
Old Main 11 
Phone (701) 231-7432 
Fax (701) 231-6194

Account Fund Dept Program Project Amount

Total Charges:

The Journal Voucher is to be used to correct existing AP entries in PeopleSoft, Accounts 
Payable Voucher payments, Expense Reports, and Purchasing Card transactions. 
Corrections due to wrong account codes or funding or errors due to keying error(s). 
Complete all information. A justification/description for all corrections is REQUIRED. 
Only submit one voucher correction per Journal Voucher form. Please include a screen 
shot of the original voucher or report inquiry from PeopleSoft. 

Correct Funding: Fund combination the original transactions should have been coded to:

Supplier ID:
Supplier Name:
Related Voucher #:
Justification for Correction: REQUIRED

NOTE: For corrections beyond 90 days of Federal Sponsored projects, page 2 must be completed and attached to the Request form.

Accounting Office:Grants & Contracts:Ag Budget:

Account Fund Dept Program Project Amount

Total Charges:

Original Funding: Fund combination the original transaction was coded to:

I acknowledge the correction above and authorize the entry as indicated.

Form completed by                                                                                                     Phone #

For Auditing Use Only:

Authorized Signature                                                                             Date

Print Name                                                                                               Phone #

Additional Authorized Signature if Required                                         Date

Print Name                                                                                               Phone #

Required Reference #:
Please see                                                  for next available number.

(10ACFY)



Correcting Entry Justification for Federally Funded Projects
Instructions: This form should be completed and attached to each Journal Voucher form which involves a 
federally sponsored project; guidelines state that corrections of clerical or bookkeeping errors should be 
accomplished within 90 days of when the error was discovered.  Please answer the questions below.

Receiving Department:      Route this form to:  Accounting Office 
Old Main 11 
Phone (701) 231-7432 
Fax (701) 231-6194

ACCT-JournalVoucher - REV 09/2020 Page 2 of 2

1. Is this correction being accomplished within 90 days of when the error was discovered?  If no, why is this correcting entry more than 
90 days of when the error was discovered?

2. What corrective action has taken place to eliminate the need for corrections of this type in the future?

(10ACFY)
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Receiving Department:
    Route this form to:
Accounting Office
Old Main 11
Phone (701) 231-7432
Fax (701) 231-6194
Account	
Fund
Dept
Program
Project
Amount
Total Charges:
The Journal Voucher is to be used to correct existing AP entries in PeopleSoft, Accounts Payable Voucher payments, Expense Reports, and Purchasing Card transactions. Corrections due to wrong account codes or funding or errors due to keying error(s). Complete all information. A justification/description for all corrections is REQUIRED. Only submit one voucher correction per Journal Voucher form. Please include a screen shot of the original voucher or report inquiry from PeopleSoft. 
Correct Funding: Fund combination the original transactions should have been coded to:
NOTE: For corrections beyond 90 days of Federal Sponsored projects, page 2 must be completed and attached to the Request form.
Account	
Fund
Dept
Program
Project
Amount
Total Charges:
Original Funding: Fund combination the original transaction was coded to:
I acknowledge the correction above and authorize the entry as indicated.
Form completed by                                                                                                     Phone #
For Auditing Use Only:
Authorized Signature                                                                             Date
Print Name                                                                                               Phone #
Additional Authorized Signature if Required                                         Date
Print Name                                                                                               Phone #
Please see                                                  for next available number.
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Instructions: This form should be completed and attached to each Journal Voucher form which involves a federally sponsored project; guidelines state that corrections of clerical or bookkeeping errors should be accomplished within 90 days of when the error was discovered.  Please answer the questions below.
Receiving Department:
    Route this form to:
Accounting Office
Old Main 11
Phone (701) 231-7432
Fax (701) 231-6194
ACCT-JournalVoucher - REV 09/2020
Page 2 of 2
(10ACFY)
8.2.1.4029.1.523496.503679
AP-JournalVoucher
	: 
	Cell2: 
	TextField1: 
	TextField3: 
	urlBtn: 
	TextField7: 



