Interdepartmental Journal Voucher
An Interdepartmental Journal Voucher is used to pay for expenses across campus. Once the department receives an invoice from another department on campus, a JV needs to be completed and submitted within a few days to pay for that invoice. 
Steps to completing an Interdepartmental Journal Voucher:
Debit Entry:
On the first line, enter the Fund, Organization, Account, Program, and Activity (if necessary) of the account that the expense is being charged to or debited. An Activity Code is only required on 32 and 33 funds. Enter the amount of the invoice being paid in the Debit column. 

Credit Entry:
On the second line, enter the Fund, Organization, Account, Program, and Activity (if necessary) of the account that is receiving the revenue or being credited. The Account number for the credit entry is typically revenue account 357999 (Intercampus Sales and Services). Enter the amount of the invoice in the Credit column. 
Description:
Enter a description to be referenced in Banner. Limit the description to 30 characters (including spaces). A legitimate description references who the invoice is from and the invoice number (i.e. Library Inv # 101).
Posting Date:

Enter the date that the form is being completed. 

Prepared By:
Print the name of the person who completed the form and provide a phone number and mail stop for that person in case Sponsored Programs Accounting has any questions regarding the JV. 

Approved By:
Obtain the appropriate signature from your department. 
Attach a copy of the invoice being paid to the JV, submit the original Interdepartmental Journal Voucher to Sponsored Programs Accounting at Mail Stop 9602, and keep a copy for your records. 

Please allow 30 days for your entry to post.

