
Subject: Finance: "Did you know...."
Date: Tuesday, October 8, 2019 11:35:00 AM
Attachments: Copy of CVI Correction form.xls

There is a campus vendor invoice correction form to use when moving mailing, telecommunications,
and facilities management charges to another fund.
This form it to move charges from one state fund to another state fund. If any of the charges are
being removed or added to a grant fund then you do NOT use this form.
You will complete the excel form, print it off, and send it to 304 WHT along with a copy of the
FGRODTA banner e-print report showing the charge. If any of the funds are managed by the A&S
Business office, such as startup funds, then please provide them with a copy.

Attached is a copy of the cvi correction form.  If you have questions or need assistance completing it
let me know.
Tina Burch
A&S Training Coordinator
202B LSE
43701
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		Oklahoma State University																updated 1/29/2016

																						C$H

		Campus Vendor Invoice Correction Request

		Accounting:  Please make the following correction pertaining to the referenced Campus Vendor Invoice transaction.

		Credit Account (on FRS/SSB)								Debit Account												Transaction ID#		Transaction

		Chart		Fund Code		Account Code				Chart		Fund Code		Acccount Code				Amount		Vendor Name		Doc Ref # (Banner)		Date

		Explanation:

		THIS FORM CAN BE USED FOR THE FOLLOWING:

				1. UNIVERSITY MAILING AND FACILITIES MANAGEMENT CHARGES BECAUSE THEY ARE NOT DOING CORRECTIONS.

				2.  TO CORRECT CVI'S THAT WERE PREVIOUSLY PROCESSED THRU A DEPARTMENTAL FEED BEFORE THE CONVERSION TO BANNER

				3.  TO CORRECT CVI'S THAT WERE PREVIOUSLY PROCESSED THROUGH AIRS BEFORE THE CONVERSION TO BANNER.

		For item #1 (Univ Mailing & Fac Mgmt), the form can be submitted to Accounting by the customer department.

		For items #2 and #3, the form must be submitted by the vendor department.

		PLEASE ATTACH A COPY OF THE FGRODTA REPORT AND/OR AIRS CVI CONTAINING THE TRANSACTION ON THE INCORRECT ACCOUNT.

		Requested by:										Phone #						Date:		Address:

		Approved by Grants and Contracts Financial Adminiatration																Date:

		Approved by Plant Funds/University Accounting or Asset Management:																Date:
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