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Finance & Business Services Division

FINANCIAL PLANNING & ANALYSIS

NEW / CHANGE CHARTFIELD REQUEST FORM
	This form is to be used to request changes to Operational Unit details and request new Chartfields. Note this form is not to be used to request new School Level Operational Units or requests for new Projects 
· New Operational Units (School):  refer to the Academic Policy Unit – Student and Admin Services
· New Projects:  Project Request Forms available from  Online Forms - Finance & Business Services at The University of Qld
Complete Sections A and C for Operational Unit requests           OR           Complete Sections B and C for other chartfield requests.

	

	SECTION A: OPERATIONAL UNIT

   FORMCHECKBOX 
 New Opal Section                            FORMCHECKBOX 
 Budget Holder Change (Opal Unit Responsible Officer)

   FORMCHECKBOX 
 Opal Description Change                FORMCHECKBOX 
 Add Site to Opal Unit


	Budget Holder/

Responsible Officer 
UQ Username
	Budget Holder/

Responsible Officer 
Full Name

	Operational Unit Code
	Site Code^
xx

	
	
	Faculty

xx
	School

xxx
	Section*

xx
	

	     
	     
	          
	            
	            
	   

	* Only complete if you are changing the Budget Holder (OPAL Unit Responsible Officer) or Description   
^ Only complete for ‘new section’ and ‘add site’ requests

	Proposed/Changed OPAL Description

	

	Justification for New Section or Budget Holder Change (e.g. New Research Workgroup established”)


	

	

	

	

	SECTION B: OTHER CHARTFIELDS
 FORMCHECKBOX 
 SITE                               FORMCHECKBOX 
 FUND                  FORMCHECKBOX 
 FUNCTION                               FORMCHECKBOX 
 ACCOUNT  
        

	Proposed Chartfield Description

	

	Justification for New Chartfield (e.g. ACCOUNT: “Substantial expenditure being incurred on an item not otherwise classified and would materially assist financial management of School”)


	

	

	

	

	SECTION C: AUTHORISATION - Head of Faculty/School/Centre/Central Unit



	Print Name
	   

	Signed
	   
	Date
	


PLEASE FORWARD THE COMPLETED FORM TO THE FINANCIAL PLANNING & ANALYSIS (fpa@fbs.uq.edu.au)


